
ANNUAL PLANNING AND EVALUATION 

Administrative Units Reports: 2012-2013 
 

 

 

 

 

Office of Institutional Research, Planning, and Assessment 
Northern Virginia Community College 

 
May 2014



i 
 

Annual Planning and Evaluation 
Administrative Units Reports: 2012-2013 

 
Table of Contents 

 
NOVA Mission and Strategic Goals 2004-2015 ......................................................................................................................................................... 1 
 
Introduction .................................................................................................................................................................................................................. 2 
 
Academic and Student Services 

Sub-Unit: Academic Services .................................................................................................................................................................................... 3 
Sub-Unit: Office of Global Studies and Programs ..................................................................................................................................................... 7 
Sub-Unit: Grants Development and Special Projects ............................................................................................................................................. 10 

 
Administrative Services 

Unit: Vice President and CAO ................................................................................................................................................................................. 14 
Sub-Unit: College Enterprises (Auxiliary Enterprises) ......................................................................................................................................... 16 
Sub-Unit: College Police ...................................................................................................................................................................................... 19 
Sub-Unit: Emergency Planning, Preparedness, and Safety ................................................................................................................................ 21 
Sub-Unit: Environmental Health and Safety ........................................................................................................................................................ 22 
Sub-Unit: Facilities Planning and Support ........................................................................................................................................................... 23 
Sub-Unit: Human Resources ............................................................................................................................................................................... 25 
Sub-Unit: Material Management .......................................................................................................................................................................... 35 
Sub-unit: Sustainability………………………………………………………………………………………………………………………………………37 
Sub-Unit: Equity, Diversity, & ADA/504 Compliance ........................................................................................................................................... 38 

 
 
Finance  

Sub-Unit: Director, Business, Services ................................................................................................................................................................... 40 
Sub-Unit: Office of the Controller ............................................................................................................................................................................ 43 
Sub-Unit: Budget Office .......................................................................................................................................................................................... 45 

 
 



ii 
 

Instructional & Information Technology 
Unit: Vice President ................................................................................................................................................................................................. 47 

Sub-Unit: Extended Learning Institute ................................................................................................................................................................. 60 
Sub-Unit: College Information Systems ............................................................................................................................................................... 65 
Sub-Unit: Television Center ................................................................................................................................................................................. 67 
Sub-Unit: Information Technology Support Services ........................................................................................................................................... 70 
Sub-Unit: Technology Applications Center .......................................................................................................................................................... 76 

 
Institutional Advancement 

Sub-Unit: Graphic Services, College Marketing, and Communications .................................................................................................................. 79 
Sub-Unit: Call Center .............................................................................................................................................................................................. 81 

 
Institutional Research, Planning, and Assessment  

Sub-Unit: Institutional Research .............................................................................................................................................................................. 86 
Sub-Unit: College Planning ..................................................................................................................................................................................... 93 
Sub-Unit: Academic Assessment ............................................................................................................................................................................ 96 

 
Workforce Development  

Unit: Vice President ............................................................................................................................................................................................... 102 
 

 

 



1 
 

NOVA Mission and Strategic Goals: 2004 – 2015 
 

Mission 
 

With commitment to the values of access, opportunity, student success, and excellence, the mission of Northern Virginia Community 
College is to deliver world-class in-person and online post-secondary teaching, learning, and workforce development to ensure our 
region and the Commonwealth of Virginia have an educated population and globally competitive workforce. 
 

Strategic Goals 
 

I. STUDENT SUCCESS - Northern Virginia Community College will move into the top tier of community colleges with respect to 
the key indicators of student success: college readiness, developmental course completion, retention, graduation, transfer, and 
career placement of its students. 

 
II. ACCESS - Northern Virginia Community College will increase the number and diversity of students being served to mirror the 

population growth of the region.   
 

III. TEACHING AND LEARNING - Northern Virginia Community College will focus on student success by creating an environment 
of world-class teaching and learning.  

 
IV. EXCELLENCE - Northern Virginia Community College will develop ten focal points of excellence in its educational programs 

and services that will be benchmarked to the best in the nation and strategic to building the College's overall reputation for 
quality. 

 
V. LEADERSHIP - Northern Virginia Community College will serve as a catalyst and a leader in developing educational and 

economic opportunities for all Northern Virginians and in maintaining the quality of life and economic competitiveness of the 
region.  

 
VI. PARTNERSHIPS - Northern Virginia Community College will develop strategic partnerships to create gateways of opportunity 

and an integrated educational system for Northern Virginians who are pursuing the American Dream.  
 
VII. RESOURCES - Northern Virginia Community College will increase its annual funding by $100 million and expand its physical 

facilities by more than one million square feet in new and renovated space.  This includes the establishment of two additional 
campuses at epicenters of the region’s population growth, as well as additional education and training facilities in or near 
established population centers. 

 
VIII. EMERGENCY PREPAREDNESS AND CONTINUITY OF OPERATIONS - Northern Virginia Community College will be 

recognized as a leader among institutions of higher education in Virginia for its development and testing of emergency 
response and continuity of operation plans. 
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Annual Planning and Evaluation 
Administrative Units Reports: 2012-2013 

 
Introduction 

 
Each year, Northern Virginia Community College (NOVA) conducts planning and evaluation of all campuses, instructional programs, 
and administrative units. The Annual Planning and Evaluation Report for Administrative Units presented in this document is one of 
three reports completed for 2012-2013 as part of the College’s planning and evaluation process: Annual Planning and Evaluation 
Report: Campus Reports; Annual Planning and Evaluation Report: Administrative Units; and Annual Planning and Evaluation Report: 
Instructional Programs.   
 
In the Administrative Units Report, the Vice Presidents who report to the President and the sub-units that report to the Vice 
Presidents have prepared planning and evaluation reports for each college-wide functional area. Each of these functional areas 
documents the expected outcomes for the year at the beginning of the planning and evaluation cycle and identifies evaluation 
methods to measure achievement towards those expected outcomes. 
 
At the end of the planning and evaluation cycle, each sub-unit documents its actual outcomes and proposes how it will use the 
results to make improvements. This report presents results for the 2012-2013 academic year. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Executive Vice President, Academic and Student Services 

Sub-unit: Academic Services 
 
PURPOSE STATEMENT: The purpose of the Academic Services unit is to provide college-wide leadership, support and coordination for 
curriculum development and evaluation; articulation with senior institutions, high schools and other agencies; development of advanced standing 
opportunities; and assessment of students' basic skills and learning outcomes. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

New programs, program 
discontinuances, and new 
off-campus sites will be 
reported to SACSCOC in a 
timely manner. 

All new credit programs 
will be reported to 
SACSCOC. 
 
SACSCOC approval of 
new programs will be 
forwarded to College 
Financial Aid. 
 
All program 
discontinuances will be 
reported to SACSCOC. 
All off-site instructional 
locations will be identified 
in time to notify SACSCOC 
before 25% and 50% of 
any programs are offered 
at the sites. 
 
All off-site instructional 
locations will be reported 
correctly to SACSCOC in a 
timely manner. 
 
 

Faculty member with 50% 
reassigned time for 
Academic Compliance will 
draft letters to report new 
programs and program 
discontinuances. 

 
Faculty member will work 
with campus 
administrators to identify 
locations before 25% or 
50% of the credits in any 
program, including General 
Studies and the General 
Education certificate, are 
offered. 
 
Faculty member and AVP 
will work with faculty and 
deans overseeing 
instruction at each off-site 
location to collect the data 
needed in order to write a 
letter of notification, 
modified prospectus, or full 
prospectus. 
 
Help campus 
administrators and faculty 

After the assigned faculty 
member, working remotely 
from Academic & Student 
Services, learned about 
SACSCOC expectations, 
she drafted letters for new 
and discontinued 
programs.  AVP edited the 
letters.  New programs and 
program discontinuances 
were reported to 
SACSCOC. Following 
some initial confusion (a 
new career studies 
certificate’s title is similar 
to an already-existing 
one’s title) the new 
program was approved 
and forwarded to College 
Financial Aid. 
 
Several new off-site 
instructional locations were 
identified and reported to 
SACSCOC. The Academic 
Compliance faculty 
member used the SEMR to 
identify which courses 
were taught at every off-

The process of identifying 
off-site locations continues 
to be a challenge. 
Although the deans, dual 
enrollment coordinator, 
and AVP all must continue 
to play a role, Academic 
Services recently hired a 
P-14 with SACS 
experience to serve as the 
academic compliance 
coordinator. She will 
oversee the collection of 
information from the SEMR 
and all divisions at all 
locations and compare 
them with all NOVA 
programs ensure that no 
new location reaches the 
25% or 50% point 
unnoticed. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

write the appropriate 
documentation. 
 
Submit off-site location 
information in a timely 
manner. 

campus site; deans and 
other administrators did 
not report new sites to 
Academic Services. 
 

The College will develop a 
program in Homeland 
Security. 

A program that will serve 
our local area and which 
meets TSA protocol will be 
developed and approved. 
 

Oversee ADJ faculty and 
advisory committee 
progress in developing 
Homeland Security 
curriculum.  
 
Examine TSA courses/ 
teaching material and 
explore incorporation into 
NOVA’s Homeland 
Security curriculum:   
 
Targets: Gain final 
approval of a proposed 
curriculum that meets TSA 
protocol and implement 
Homeland Security 
program by Fall 2013. 

The Homeland Security 
specialization of the ADJ 
AAS degree program was 
effective Fall 2013. 
 

Target met. The next step 
is enrolling students in the 
program. Plans have been 
developed to promote the 
program to military and 
veteran students as well as 
TSA and to promote the 
program in conjunction 
with the National Security 
and Cybersecurity career 
studies certificates. 
 

 
 
COLLEGE STRATEGIC GOAL: ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Credit for prior learning 
opportunities will be 
expanded. 

The Advanced Standing 
Committee will guide the 
expansion of Credit for 
Prior Learning. 
 
More information about 
credit for prior learning will 
be made available on the 
website. 
 

1. Monitor Advanced 
Standing Committee’s 
progress in expanding 
Credit for Prior Learning. 
 
Target: Advanced 
Standing Committee will 
develop mechanism to 
expand Credit for Prior 
Learning. 

The Advanced Standing 
Committee agreed to 
several new mechanisms 
for credit for prior learning. 
 
The Committee agreed 
that to facilitate 
understanding and to help 
catch students’ attention, 
we should refer to 

This remains a high-priority 
area for the college and is 
becoming a priority for the 
VCCS. Academic Services 
has developed plans to 
continue to play a 
prominent role in finding 
ways to make advanced 
standing available to more 
students. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

New articulation and 
guaranteed admission 
agreements will describe 
how receiving institutions 
will treat advanced 
standing granted at NOVA. 
 
Senior institutions will 
begin to consider the 
advantages of accepting 
credit for prior learning. 
 
Marine MOS will be 
evaluated for equivalent 
credit in IT courses. 
 
StraighterLine course 
equivalent credit will be 
added to the Credit for 
Prior Learning Manual. 
 
A way to deal with 
Saylor.org courses will be 
identified. 
 
NCCRS will be evaluated 
as a source of 
recommended credit for 
prior learning. 
 
The cost of PLACE to 
students and the way 
faculty are paid to evaluate 
PLACE portfolios will be 
examined and 
recommendations made to 
make PLACE scalable. 
 

 
2. Use formal/ informal 
survey techniques to find 
out what student body and 
senior institutions know 
about Credit for Prior 
Learning and how they 
perceive it.  
 
Target: Use various 
methods to increase 
student body and senior 
institution knowledge, 
understanding, and 
acceptance of Credit for 
Prior Learning. 
 
3. Examine 
appropriateness of Marine 
MOS, StraighterLine and 
Saylor.org as credit for 
prior learning 
 
Target: approve course-
specific credit for Marine 
MOS, StraighterLine, and 
Saylor.org as appropriate. 
 
4. Examine NCCRS 
practices. 
 
Target: NCCRS will be 
approved as a 
recommended source of 
credit for prior learning. 
 
5. Examine how to charge 
and pay for PLACE with 
instructors, Personnel 
Services Committee, the 
College Senate, and the 

Advanced Standing as 
Credit for Prior Learning; 
the committee’s name and 
membership were updated 
accordingly. 
 
The Special Assistant for 
CTE and his staff 
developed, and Academic 
Services edited, a new 
website and advising guide 
aimed at adult students. 
 
New transfer agreements 
explicitly state how the 
senior institution will treat 
credit for prior learning 
awarded by NOVA. 
 
The AVP spoke at several 
VCCS and SCHEV 
meetings, as well as to 
George Mason University 
administrators.  Across the 
state, higher education 
administrators and faculty 
are beginning to at least 
think about credit for prior 
learning.  Some VCCS 
colleges are urging that we 
work together to present 
unified policies for some 
types of advanced 
standing. 
 
The Credit for Prior 
Learning manual includes 
course-specific 
recommendations for 
StraighterLine, Saylor.org, 
and Marine MOS. It also 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Advanced Standing 
Committee.    
 
Target: Draft and approve 
a proposal to improve cost 
and payment structure for 
PLACE. 

includes information on 
using NCCRS 
recommendations. 
 
Proposals were drafted to 
improve the cost and 
payment structures for 
PLACE, but have not yet 
been full approved. 

 



7 
 

Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Executive Vice President, Academic and Student Services 

Sub-unit: Office of Global Studies and Programs 
 
Purpose Statement: The purpose of the Office of Global Studies and Programs is to provide strategic leadership and operational coordination for 
all aspects of international programming at NOVA. It serves as the College’s principal point of contact with professional associations, community 
groups, four-year institutions, and other similar entities concerned with international education and matters related to internationalization/ 
globalization. It is also the College’s principal point of contact with educational institutions, businesses, agencies, embassies and other 
governmental entities from foreign countries.  
 
COLLEGE STRATEGIC GOAL: ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Increased international 
enrollment in both credit 
and non-credit courses. 
 

International FTES 
enrollment will increase by 
8% in FY13. 
 
Expanded non-credit 
services appealing to 
international markets. 

 
NOVA’s “brand” will be 
established through 
engagement with 
EducationUSA and other 
strategic recruitment 
events. 
 

1. Use OISS reports to 
monitor international 
FTES.  
 
Target: 8% increase from 
FY12 
 
2. Oversee Workforce 
Development Office’s 
attempts to develop 
stronger non-credit 
opportunities targeting 
international markets.   
 
Targets: Expanded non-
credit services appealing 
to international markets. 
 
3. Examine which 
recruitment events do the 
most to improve brand to 
international students.  
 
Targets: NOVA will 
establish partnerships with 
the most successful 
international student 
recruiting events/firms. 

FTES increased by 
4.44%, counting all F-1 
students reported by 
OISS and adding all J-1 
students in sponsored 
programs. 
 
Non-credit enrollment 
declined for the first time 
in several years, but new 
non-credit professional 
development programs 
were successful though 
small at this stage. 
 

Goal was not met. 
Like international affairs 
generally, international 
recruitment can be volatile.  
Increased numbers of 
sponsored Saudi students, for 
example, have been driving 
out our usually high numbers 
of Korean students in English 
language programs.  
Similarly, during the spring, 
and unbeknownst to us, the 
VCCS blocked applications 
from China, lowering our 
anticipated rise in Chinese 
applicants.  On the bright side 
however, we have been able 
to successfully develop 
professional development 
programs for Saudi and 
Turkish groups, and so we’re 
beginning to shape these into 
more attractive offerings for 
larger audiences. 
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COLLEGE STRATEGIC GOAL: TEACHING AND LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Greater awareness of, and 
engagement in, college-
wide international activities 
and opportunities 

The College’s Web site will 
have increased information 
and visibility about 
international activities and 
opportunities.  
 
Creation of a college-wide 
“speaker series” using 
newly developed alliance 
with the National Resource 
Centers at UVA and 
Georgetown.  “Speaker 
series” and other forms of 
collaboration will raise 
awareness of global issues 
and build faculty and 
student knowledge base.  
 
NOVA students/ staff/ 
faculty will be awarded 
Fulbright Scholarships. 
 

4. Use online survey to 
assess faculty, staff, and 
student awareness of 
international activities and 
opportunities. Assess how 
effective the website is in 
promoting awareness.   
 
Target: Increased 
awareness from last year. 
 
5. Use online survey to 
assess effectiveness of 
“speaker series” in terms 
of engaging a substantial 
amount of students/ staff/ 
faculty in international 
issues. 
 
6. Monitor applications for 
Fulbright scholarships. 
Survey faculty, staff, and 
students to assess level of 
desire to participate in 
international opportunities. 
 
Target:  Increased number 
of Fulbright Scholarship 
applications.  

GSP Website is now in 
place, containing resource 
information for faculty and 
students alike. 
 
As one measure of our 
efforts to have faculty 
engage globally, NOVA 
was awarded several 
Fulbrights during the past 
year, more than ever 
before.  NOVA Annandale 
also bid for and won award 
of the Fulbright English 
trainer pre-departure 
orientation program for two 
world regions. 
 
The Global Studies 
Committee initiated a 
speaker series (starting at 
the Woodbridge Campus), 
drawing on our 
relationships with the 
National Resource Centers 
at Georgetown University 
and the University of 
Virginia. 
 

The development of an 
online survey/evaluative 
tool to assess the level of 
satisfaction with services 
rendered, measure global 
awareness, and gauge 
interest in global 
opportunities was 
determined as a future 
need.  

 

 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

To Secure one grant or 
contract to increase 
NOVA’s long-term 
international activity.  

Office of Global Studies 
and Programs will submit 
one or more grant or 
contract proposal(s) 

Office of Global Studies 
and Programs will monitor 
progress of grant 
proposals  

GSP was awarded 
continuation of the 
Community College 
Initiative program, and 

Closely monitoring grant 
opportunities that 
strategically position 
NOVA toward 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

 aligned with NOVA’s 
overall international 
strategic goals. GSP will 
be awarded one or more 
grant(s).  
 

 
Target: GSP will submit all 
grant proposals on time 
and win awards from some 
of them.  
 

became the largest 
provider of this U.S. State 
Department program. 
 
GSP was awarded a 
“capacity building” grant for 
Study Abroad 
programming from the U.S. 
Department of State, 
through which we will 
strengthen our relationship 
with our partner institution 
in Goias, Brazil. 
 
GSP submitted a highly 
competitive proposal for an 
ECA grant for Community 
College Administrators 
from Indonesia.  Though 
we were finalists, another 
proposal was selected. 

accomplishment of its 
goals has continued. 
 
Taking a more proactive 
approach, considered 
where there are 
opportunities to be 
addressed by a concept 
paper directed to the 
appropriate funding 
authorities. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Executive Vice President, Academic and Student Services 

Sub-unit: Grants Development and Special Projects 
 
Purpose Statement: The purpose of the Office of Grants Development is to manage, maintain, and administer a comprehensive college-wide 
grants development program and to work on special projects relating to academic and student services.  
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

A grant proposal will be 
submitted, and awarded, 
in support of active duty 
military or veteran 
students. 
 

NOVA will develop a 
range of programs and 
services to meet the 
growing educational 
needs of a rapidly 
changing community, 
including veterans. 
 

Set internal goals and 
deadlines for completion of 
various stages of grant 
proposal.  
 
Work with military task force 
to assess needs of active 
duty military, veterans, and 
their families at NOVA. 
 
Target: Completion of grant 
proposal that details the 
development of new 
strategies that will 
significantly enhance NOVA’s 
performance in the area of 
service to the military 
constituency.  

Worked with Director of 
Veterans Services to 
assess what services exist 
and what services could 
be augmented for 
veterans. 
 
Targeted the Veterans 
Upward Bound program 
as a likely candidate and 
waited for the release of 
the Request for Proposals.  
Reviewed proposal 
submitted earlier to gauge 
improvements 
 
In the process, the Grants 
staff realized that data on 
veterans and low-income 
and first-generation 
college status for students 
continues to be lacking, so 
this is an area on which to 
continue to provide some 
focus. 

Plans were developed to 
continue to look for 
additional funds to 
augment veterans’ 
services and to continue to 
work with VCCS and OIR 
and other data sources to 
mine the data relating to 
income and first-
generation status of 
veterans available from 
various sources. 
 

A major grant proposal 
related to science, math, 
or technology will be 
submitted and awarded.  
 

NOVA will receive funding 
that will help develop a 
range of programs and 
services to meet the 
growing educational 

1. Set internal goals and 
deadlines for completion of 
major grants proposal related 
to science, math, or 
technology. 

The College received 
funding from the National 
Science Foundation for an 
ATE program at the 
Manassas Campus 

Plans have been 
developed to: 
• Continue to develop 

College-wide grant 
proposals by focusing 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

needs of a rapidly 
changing community.   
 

 
2. Work with Budget Office to 
make sure they deliver 
compensation to grant-
funded projects in a timely 
manner. 
 
3. Monitor campus 
development of strategies 
and foci using 
science/math/technology 
grant money  
 
4. Monitor change in number 
of math/science/tech majors 
at College and compare 
NOVA’s performance in those 
areas to that of peer 
institutions.  
 
Target: Complete a grant 
proposal for science/ math/  
technology in a timely 
fashion, receive funding, 
facilitate timely delivery of 
funding from Budget Office to 
projects, and use resources 
to develop a range of 
programs and services to 
improve math/tech/science 
programs and services. 
 

covering biotechnology.  
We have worked with the 
Campus to set up and 
administer this grant.  The 
original project director 
has left the College, but a 
new project director has 
been appointment and the 
Director of Grants 
continues to work with her. 
 
The Office of Grants has 
worked extensively with a 
star art faculty member at 
Alexandria whose interest 
lies with joining art and 
science together.  We 
have worked with her to 
receive many grants and 
awards including VCCS, 
SCHEV, and foundation 
grants, and are planning a 
science symposium for 
this coming fall at 
Alexandria. 
 
The Director has worked 
with the Biology cluster to 
stir interest in grants. 
 
The Director worked with a 
group of Colleges to 
prepare a Department of 
Labor TAA proposal 
focusing on STEM 
training. 
 
The College has submitted 
numerous grants to 
foundations relating to 
STEM training. 

on timely issues with 
the intent of securing 
funding on behalf of 
College Strategic 
Initiatives; 

• Continue to monitor 
and accelerate 
internal grant-
proposal creating 
process; 

• Continue cultivating 
relationships with 
potential funding 
agencies; and 

• Monitor existing 
programs to assess 
their impact and scout 
out potential areas for 
improvement. 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

 
The College received 
funding through an NSF 
grant awarded to Prince 
George’s Community 
College for Cybersecurity. 
 
The Office of Grants has 
submitted various 
proposals to support 
environmental science. 
 
The Office of Grants has 
cultivated a relationship 
with STEM faculty 
throughout the College to 
strengthen our ability to 
write and submit STEM 
proposals. 

 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

NOVA will demonstrate its 
competitiveness for 
national grants. 

Grant resources secured 
during the fiscal year will 
increase to contribute 
toward generating 
$3,000,000 in grant 
funding from various 
funding sources for the 
College.  
 

1. Work with various task 
forces to determine the 
most appropriate areas to 
target and to have 
proposals ready-to-go 
when requested. 
 
2. Constantly monitor 
amount of money received 
through grant funding. 
 
3. Maintain active and 
healthy relationship with 
selected program officers 
at funding agencies. 

The College submitted a 
proposal for a major, 
national grant to the U.S. 
Department of Labor which 
included 7 colleges and 
many other potential sub-
recipients.  The proposal 
had a STEM-related focus.  
Results of this competition 
will not be available until 
late fall 2012. 
 
The College worked with 
another community college 
in the state of Washington 

Plans were developed to: 
• Continue to prepare 

major, national 
proposals for the 
College’s programs; 

• Continue updating staff 
skills; 

• Continue and 
accelerate the pace of 
internal monitoring of 
grants; 

• Continue to work with 
the Budget Office to 
improve their delivery 
of financial services to 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

 
4. Monitor NOVA’s 
changed performance in 
the selected areas for 
which it received funding 
 
Targets: Secure 
$3,000,000 in grant 
funding from various 
funding sources for the 
College and use these 
funds to develop a range 
of programs and services 
to meet the growing 
educational needs of a 
rapidly changing College 
community.  
 

to submit another U.S. 
Department of Labor 
proposal in health-related 
fields. 
 
The College submitted a 
number of proposals to the 
U.S. Department of State 
for its Community College 
Consortium effort.  These 
were funded and the 
College is successfully 
managing this project. 
 
The College has submitted 
a number of proposals to 
support its Adult Career 
Pathway and Pathway to 
the Baccalaureate efforts.  
Many of these have been 
funded. 

grant-funded projects; 
• Assist campuses in 

developing their 
distinct foci using 
grants, particularly in 
STEM, retention, 
graduation, and global 
studies; 

• Develop proposals for 
Achieving the Dream 
(ATD); 

• Continue to target 
increasingly diverse 
funding sources; 

• Continue efforts to 
assist with the 
administration of 
various large grants;  

• Increase pre-award 
and post-award sub-
recipient monitoring; 

• Continue to develop 
innovative ideas and 
areas in terms of 
grants that will bring us 
beyond the financial 
goals for College 
fundraising; 

• Continue to upgrade 
grants advisory 
committees; 

• Continue to work with 
various partners in 
submission of 
proposals; 

• Continue to upgrade 
sponsored programs 
services; 

• Continue to update 
website. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

 
PURPOSE STATEMENT: The purpose of the Administrative Services Division is to provide the highest quality support by way of effective and 
efficient policies and procedures, open communication and customer service focused practices. In providing our support, our division strives to 
foster productive cooperation and alignment among all areas of the NOVA community while also enhancing the personal experiences for our 
students, faculty, staff, visitors and community. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Cultivate a culture of 
administrative support 
based on customer service 
principles. 

An organization that 
exceeds benchmarks of 
leaders in service-oriented 
industries. 

Customer surveys 
targeting individual units 
within Administration and 
general feedback. 
 
Target: Significant 
improvement from past 
surveys and/or base line 
indicators for future 
assessment. 

Verbal feedback indicates 
improvement in customer 
service across the 
Division.  Administrative 
Services continues to find 
ways to encourage and 
cultivate an atmosphere of 
exemplary customer 
service.  Administrative 
Services will work to create 
a customer survey 
targeting the campuses 
and departments we serve. 

This work is ongoing. 
Administrative Services will 
use results of feedback 
and surveys to determine 
areas for improvement.  
Special attention will be 
paid to those areas to 
ensure a higher level of 
customer service and 
better survey results in the 
future.   

Enhance policies that 
promote a standard, 
procedure-focused 
operation across the 
College.  
 

An organization focused 
on preventative practices 
and standardization across 
all campuses. 

Plan to move forward 
reviewing and/or creating 
new policies and 
procedures. 
 
Target: Implementation of 
a team or engagement of a 
firm to review policies, 
prepare a gap analysis, 
and move forward. 
 

A Consultant has been 
brought on board to 
complete a review of 
policies, prepare a gap 
analysis and create a 
priority list for revising 
policies.   
 
Other members of the 
Admin Services team have 
been tasked with 
writing/revising current 
policies. 
 

Target met. The Admin 
Services Division is well on 
its way to developing a 
framework for the approval 
and revision of Policies & 
Procedures.   
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COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Expand physical facilities. 
 
 

The office will develop a 
business model for 
building a dormitory at the 
Alexandria campus. 
 

The office will conduct a 
quality and feasibility study 
of the developed business 
plan. 
 
Target: Approved Capital 
Plan for Alexandria. 

College Management has 
lowered the priority of this 
project.   
 
The Capital Plan for 
Alexandria is being 
revisited at the request on 
the acting Provost. 

Project is on hold, but will 
be considered part of 
Alexandria master plan. 

Procure and coordinate 
technology to increase 
campus security. 
 

Complete a structured plan 
for an electronic key 
access program for 
periphery doors across the 
College. 

Create an implementation 
plan from a contracted 
vendor. 
 
Target: Coordination of a 
team to move project 
forward. 

A team has been 
developed to prepare the 
framework/plan for an RFP 
in FY 14 to bring the 
project to fruition. 
 
 

Project is progressing and 
completion of periphery 
doors is expected in FY 
14. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: College Enterprises (Auxiliary Enterprises) 
 
PURPOSE STATEMENT: The purpose of College Enterprises is to enhance the NOVA experience for students while developing and managing 
vendor relationships in a manner maximizing services and increasing opportunities for unconventional revenue. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Expand training 
opportunities for College 
Enterprises personnel.  

Campus and college- 
based enterprise services 
will be implemented and 
managed efficiently and 
effectively due to 
increased focus on 
training. 

An active review process 
of policies and procedures 
is in place and ongoing. 
 
Target: All policies and 
procedures are updated 
and current. 
 

College Enterprise staff 
have participated in the 
following training 
opportunities:  
• Director and Sr. 

Manager attend 
Regional NACAS 
conference. 

• NOVACard Manager 
went to NACU in 
Atlanta 

• Procurement Specialist 
went to NIGP “Intro to 
Public Procurement” 
Training 

• Print Shop Manager 
went to College Printing 
Training and networked 
for business ideas. 

Each department within 
College Enterprises is 
operating more efficiently 
based on training and 
familiarity with the NOVA 
environment and culture. 
New programs are being 
implemented with 
knowledge and ideas from 
others. 

Improve the campus 
experience for students by 
offering improved services, 
amenities, and vendors. 
 

College Enterprises will 
deliver improved programs 
with vendors for the 
Bookstore, Food Service, 
Beverage Vending and 
Snack Vending, 
NOVACard, and The Print 
Shop – current core 
businesses. 
 
College Enterprises will 

Bookstore is in RFP 
Process.  Proposals reflect 
updated current 
projections and offerings. 
 
Cafeteria is in RFP 
Process.  Proposals need 
to reflect improved 
financial benefits, and 
operations. 
 

The new bookstore 
contract is greatly 
improved. The Starbucks 
success at Annandale is 
being sought after at the 
other campuses. 
Food Service RFP delivers 
six new concepts and 
brings in revenue while 
providing healthy food 
options. 

In 2013, College 
Enterprises implemented 
many new activities, 
including: 

1. Barnes and Noble 
RFP  

2. Barnes and Noble 
Starbucks at 
Manassas, and in 
construction for 
MEC and 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

provide selection and be 
responsive to current 
trends in services and 
amenities. 

Beverage/Snack Vending 
is in final year (August 
2013).  

 Loudoun. 
3. Restaurant RFP to 

introduce new food 
service vendors 
and increase 
revenue. 

4. Fast Print Printing, 
temporary 
restaurants, and 
Zimride Ride car 
sharing are in 
progress, but have 
not yet been 
implemented. 

 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

To ensure that all 
programs and activities are 
managed appropriately 
and that procedures and 
policies are adhered to. 
 

College Enterprise 
programs will only be 
implemented in concert 
with Policies and 
Procedures.   
 
College Enterprise 
programs will: 
• Enhance the Student 

Experience while on 
campus. 

• Generate significant 
additional income to 
the College 

• Grow existing 
businesses and 
develop new 
businesses. 

Prior reviews and 
approvals will be 
completed for all programs 
as required and requested.  

 
Target:  
All programs and activities 
will reflect a prior process 
of review and approvals 
prior to being 
implemented.  They will 
adhere to procedures and 
policies. 

College Enterprises has 
secured the commitment 
from B & N to expand the 
Starbucks concept that 
students absolutely love 
and enjoy. We have also 
introduced and kept the 
Contract Auxiliary 
Revenue procedure in 
place and up to date. 
 
The bookstores are doing 
record numbers and we 
are the number one 
customer for B & N 
College Bookstores. 
 
The Loudoun campus had 
a subcontractor for 
Thompson who sold 
$89,000 for the year 2012.  

We bring our ideas and 
concepts to our Vice 
President and Chief 
Administrative Officer with 
proposals from vendors to 
review.  If the Vice 
President accepts the 
concept, then we move to 
put details together to 
make the program work for 
the College, enhance the 
student experience, 
generate income, and 
grow and develop new 
ideas.  If the Vice 
President signs off then we 
discuss approval process 
and procedures to inform 
key approvals. 
 
In addition, we have 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

So far for 2013, the 
replacement restaurant is 
going to sell close to 
$500,000.  Better food, 
better service and better 
procedures. 

created sponsors for our 
programs.  Usually one of 
the Business Managers or 
one of the DCOs, the 
sponsor will work with us 
to help put the program 
together, follow 
procedures, make it work 
from the campus point of 
view, and then work to 
implement after gaining 
needed approvals. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: College Police  
 
PURPOSE STATEMENT: The purpose of the Police Department is to preserve the peace, protect the life and property and uphold the laws of the 
Commonwealth of Virginia while providing excellent customer service and supporting the college’s mission. 
 
COLLEGE STRATEGIC GOAL: TEACHING AND LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Raise awareness about 
the need for students, staff 
and faculty to develop 
positive attitudes about 
safety. 

Students, staff and faculty 
will receive information and 
training opportunities 
related to safety. 
 
Teaching and learning 
opportunities related to 
safety will be varied and 
when possible provided at 
different venues and 
campuses.   
 

1. Provide information on 
safety issues to customers. 
Targets:  
• Produce and distribute a 

monthly safety 
newsletter. 

• During October, 
complete an Annual 
Safety Report (ASR) to 
be submitted to the 
Department of 
Education and posted to 
the NOVA website. 

• During October, 
complete and distribute 
the Annual Safety 
Report to all students, 
staff, and faculty. 

 
2. Conduct in-person 
events at each campus. 
Targets: 
• At least one event 

related to safety will 
occur at each of the six 
campuses. 

• Events will vary by days 
of week and hours to 
reach different 
schedules. 

Newsletters were 
published and put on 
website 13 times (1 each 
month and 1 special 
edition).  
 
The ASR was completed 
and posted on NOVA 
website on 09/27/12. 
 
An announcement of the 
ASR was sent via email on 
09/27/13 and also included 
in the October 2012 Public 
Safety Newsletter. 
 
190 different safety- 
oriented events were 
presented in the form of 
orientations, all day 
classes, and other 
assorted sessions to 
include Safety 
Symposiums. The Safety 
Symposiums were held at 
each of the 6 campuses. 

Safety articles were 
produced based on timely 
topics and items of 
concern brought forward 
that included active 
shooter response and 
when violence appeared to 
be increasing at Colleges 
nationwide. 
 
The ASR grew from 
previous year and included 
additional items that were 
not in previous years such 
as new child abuse 
regulations and additional 
outreach events at NOVA.  
 
Events were held on 
different days with mixed 
attendance.  For Safety 
Symposiums the 
participation was very low.  
This method proved to be 
less successful than other 
outreach models and was 
discontinued.   
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

NOVA Police Officers, 
Dispatchers and Security 
Officers will expand 
capabilities. 

1. Police Officers, 
Dispatchers and Security 
Officers will complete 
required firearms, criminal, 
ethics and other 
requirements as mandated 
by DCJS to ensure that 
they retain certification. 
 
2. NOVA Police 
Department will train with 
other agencies to develop 
capacities. 

1. Certification retention 
 
Target: By monitoring 
NVCJTA database 
supervisors will ensure that 
employees will take all 
required classes at 
academy, on-line or attend 
other suitable methods to 
obtain certification prior to 
December 31, 2012. 
 

2. Training with other 
agencies 
 
Targets:  
• Department will host 

at least one event 
where police officers 
from other 
jurisdictions come to 
NOVA and train with 
NOVA Police Officers. 

• Department will work 
with Emergency 
Management and 
Planning to develop 
an event where 
NOVA Police 
Department 
participates in an 
exercise at NOVA 
where at least one 
other agency also 
participates. 

All sworn officers, 
dispatchers and security 
officers retained DCJS 
certifications:  Specifically, 
due to cycle of 
requirements, 21 sworn 
officers renewed or 
received new certifications, 
while four security officers 
retained or received new 
certifications and one 
dispatcher retained or 
received new certifications. 
 
NOVA PD trained with 
other agencies: 
AL Campus: Terrorism 
Training with FBI (and 
other agencies) 
MEC Campus: active 
shooter with Fairfax 
County Police Department 
 
Other:  
• With the Alexandria 

Police Department, 
hosted a hostage 
negation class 

• Worked alongside 
U.S Park and MPDC 
Police during the 
Presidential 
Inauguration 

• Trained alongside 
Germana Community 
College and 
University of Mary 
Washington in active 
shooter training 

Based on previous 
success, we will continue 
to proactively monitor to 
ensure no certifications 
lapse. 
 
Based on interaction and 
receiving the same 
training, NOVA PD and 
other agencies have better 
understanding and 
increased capacity to 
interact. 
 
We will continue to look for 
opportunities to train with 
other agencies. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Emergency Planning, Preparedness, and Safety 
 

PURPOSE STATEMENT: The purpose of the Office of Emergency Management and Planning is to develop and test plans for continuity of 
operations and emergency response that meet the requirements of governing agencies and help ensure the safety of the college community and 
the viability of the institution. 
 
COLLEGE STRATEGIC GOAL: TEACHING & LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Provide a secure and safe 
environment so that 
students can pursue their 
educational goals. 

Northern Virginia 
Community College will be 
in compliance with all 
expectations and 
requirements as mandated 
by federal and state 
legislation. Northern 
Virginia Community 
College will be prepared 
for any foreseeable 
emergency that occurs 
during fiscal year 2013. 
 
 

Revise and test through 
emergency drills, 
exercises, and emergency 
operations plans at the 
college and campus level. 

The expected outcomes 
were achieved. The Office 
of Emergency 
Management and Planning 
(OEMP) conducted an 
Earthquake Drill for the 
first time as well as 
multiple fire drills and 
successful participation in 
the Statewide Tornado 
drill.  
 
OEMP was also successful 
in meeting all of the 
requirements mandated by 
state and federal 
legislation. 

The results have been 
reviewed and corrective 
action if necessary will 
occur during the next 
planning cycle to ensure 
the appropriate 
improvement.  
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 

Unit: Vice President and Chief Administrative Officer, Administrative Services 
Sub-unit: Environmental Health and Safety 

 
PURPOSE STATEMENT: The purpose of the Office of Environmental Health and Safety is to serve as a resource that is available to every 
member of the College community to help make the working and learning environment safe by promoting prudent work practices through effective 
education and consultation. 
 
COLLEGE STRATEGIC GOAL: TEACHING & LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Provide a secure and safe 
environment so that 
students can pursue their 
educational goals. 

Northern Virginia 
Community College will 
work to be in compliance 
with all expectations and 
requirements as mandated 
by federal and state 
legislation in fiscal year 
2013.  
 

Northern Virginia 
Community College will 
assist individuals, 
departments, and 
committees to achieve 
compliance in all the 
methods necessary to 
achieve the goal. This will 
be achieved by campus 
inspections with or without 
regulatory agencies, 
comprehensive 
educational outreach, and 
consultations with the 
appropriate campus and 
college authorities to 
ensure they are aware of 
regulations and the 
necessary steps to take to 
be in compliance. 

The unit was successful in 
notifying the appropriate 
leadership of what is 
required and how to 
achieve compliance. 
Several campuses were 
inspected by regulatory 
agencies and the 
appropriate college units 
have been notified so they 
can determine what the 
best corrective actions are. 
 
AED policy has been 
approved and each 
campus now has a 
minimum number of AEDs 
and a process to inspect 
and report when 
necessary.   

The results will be used to 
determine the best 
methods to continue to 
educate and guide the 
appropriate units towards 
ensuring we are in 
compliance. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Facilities Planning and Support 
 
PURPOSE STATEMENT: The purpose of Facilities Planning and Support Services is to acquire, construct, track, and maintain the physical 
facilities the College needs to achieve its mission; maintain and expand fleet operations; and provide technical and acquisitions support for the 
College’s learning resources centers and other leased premises. 
 
COLLEGE STRATEGIC GOAL:  TEACHING AND LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Manage the Master Plans 
of all six campuses. 

Each campus will have a 
detailed Master Plan to 
guide physical 
development that is 
approved by the College 
Board and the State 
Board for Community 
Colleges. 

The Alexandria Campus 
Master Plan was reviewed 
by the AARB, and revisions 
were requested for the 
location of the proposed 
student housing.  When the 
Master Plan was presented 
to the NOVA Administrative 
Council, Mr. Maphumulo 
held off endorsing it, as he 
was unaware of campus 
participation and consensus.  
In addition, Dr. Templin 
requested a comprehensive 
traffic study before the plan 
could proceed further.  
Traffic surveys have been 
performed, and the report is 
due in early October. 
The Woodbridge Campus 
Master Plan was approved 
by SBCC; the Annandale 
Campus Master Plan is 
being revised to reflect the 
final location of the garage; 
the MEC Master Plan is on 
hold pending disposition of 
an adjacent parcel.   

The Loudoun Campus 
Master Plan was completed 
in 2008.  The Manassas 
Campus Master Plan was 
completed in 2009. The 
Woodbridge Campus 
Revised Master Plan with 
the new Workforce 
Development Center in its 
current location was 
completed and approved by 
the State Board in May 
2012.  Meetings have been 
held with the Acting Provost 
of the Alexandria Campus in 
May 2013 about revisions to 
the Alexandria Master Plan.  
Meetings have been held 
with adjacent property 
owners to the Annandale 
Campus about the Master 
Plan, seeking their input.  
An RFP for Planning 
Services is complete and 
will be issued in July 2013.  
The Alexandria and 
Annandale Master Plans will 
be completed by the 
successful proposer. 

Target partially met. 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Manage the Capital 
Construction process for 
new buildings 

Campuses that have 
requested new buildings 
and facilities will have 
plans designed and 
constructed. 

Completed projects:   
• Loudoun North Parking 

Lot 
• Manassas Phase III 

Academic Building 
• Woodbridge Support 

Services Building 
• Loudoun Learning 

Center 
• Loudoun Vet Tech 

Addition 
• Loudoun Science 

Building Addition 
 
Projects under 
construction:   
• Woodbridge Phase III 

Academic Building 
 

Projects being 
planned/permitted:  
• Alexandria Tyler 

Building Replacement 
• Loudoun Higher 

Education Center 
• Annandale Brault 

Renovation and Addition 
• Woodbridge Workforce 

Development Center 
• Alexandria Student 

Housing 
• Loudoun Reynolds 

Building Renovation 

The Woodbridge Phase III 
Academic Building is 
substantially complete and 
scheduled to open in 
August 2013. 
 
The Alexandria Tyler 
Building Replacement is 
temporarily on hold due to 
issues with City of 
Alexandria concerning road 
closure.  
 
The Loudoun Higher 
Education Center 
was awarded to Sigal 
Construction, with a Notice 
to Proceed in late July.  
 
The Annandale Brault 
Renovation request for bids 
was issued June 28, 2013. 
 
The Woodbridge Workforce 
Development Center was 
awarded to Whiting Turner 
Construction, Guaranteed 
Maximum price due July 
2013. 
 
Funding options for 
Alexandria Student Housing 
have been evaluated and 
an initial site plan 
completed. 
 
The Loudoun Reynolds 
Building Renovation was 
awarded to Hord Copland 
Mact, and design is 
underway. 

Ongoing and sequential 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Human Resources 
 
PURPOSE STATEMENT: Human Resources is a catalyst and collaborative partner committed to advancing the Strategic Vision of NOVA.  We 
advocate diversity and innovation in achieving exceptional results through open, effective communication that is respectful, responsive, and 
customer-focused.  We are committed to NOVA’s Service Excellence. 
 
COLLEGE STRATEGIC GOALS: TEACHING AND LEARNING, EXCELLENCE, LEADERSHIP, PARTNERSHIPS, RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Implement HR Shared 
Service Center (one stop 
for all HR needs). 

Improve customer service 
and responsiveness of 
HR staff; improve 
efficiency in workflow and 
information sharing. 

Human Resources is 
working with the IT 
department to implement the 
HR Shared Service Center 
during this planning period.  
Single points of contact by 
email and phone will be 
established and 
communicated to the NOVA 
community.  Frequently 
Asked Questions (FAQs) are 
being developed to use in 
the implementation of 
SmarterTrack software. 

Through the use of systems 
such as SmarterTrack, HR 
has been able to implement 
a Shared Services Center 
and monitor the 
responsiveness of the 
project.  
Highlights include: 
• Launched in November of 

2012, the Smarter Track 
ticket system allows users 
to connect with HR in one 
central location; 

• Over 2,000 tickets 
received related to HR 
issues; 

• HR Front line has a 
response time of 6 hours 
(Department goal is 24 
hours); 

• Central email address 
branded as HR contact 
and individual email 
addresses removed from 
public domains (website, 
SharePoint). 

 
Research on past issues has 
improved through 

Human Resources will 
use the data and metrics 
gathered to identify 
training opportunities, 
develop more robust 
FAQs, and to document 
and monitor customer 
service performance 
under the Service 
Excellence standard.   
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

SmarterTracks’ ability to 
house all contact and 
comments related to HR 
issues. 

Implement new systems 
and technologies to 
improve efficiency, 
effectiveness, and 
customer service. 

HR will implement the 
following: 
PeopleAdmin – a new 
applicant tracking system 
will streamline the 
recruitment, selection and 
hiring processes by 
automating workflow and 
eliminating paper. 
SmarterTrack – the new 
HR Shared Service 
Center will utilize a 
“ticketing” system to 
document performance 
and measure service 
excellence. 
NOVAAcademy – the 
new Learning 
Management System will 
allow employees and 
supervisors to manage 
professional development 
activities.  The system is 
also designed to 
schedule and track 
mandatory training for all 
NOVA employees. 
Sharepoint – this will 
serve as an “intranet” for 
HR and allow the 
automation of on-
boarding processes. 

HR is working closely with IT 
and third party 
administrators in the 
implementation of these new 
systems and technologies.  
We are actively engaged in 
the design and testing 
phases in each of these new 
technologies. 

PeopleAdmin 
 
December 2012: 
Implementation of Public 
Applicant Tracking System 
launched allowing applicant 
to apply in a central location, 
upload documents and track 
status of application as it 
traveled through the NOVA 
system.  
 
January 2013: HR began 
outreach, letting the college 
know of the upcoming 
changes related to position 
management and applicant 
tracking through 
PeopleAdmin: 
• HR began monthly 

trainings on each NOVA 
campus to demonstrate 
the benefits and 
procedures related to 
PeopleAdmin 

• HR Campus Consultants 
began to provide one-on-
one training as needed 
related to system 

• A web presence was 
added to the NOVA 
website including tutorials, 
background information, 
FAQS and direct access 

February 2013: 
• Monthly trainings per 

Human Resources will 
use the new technologies 
to improve accuracy, 
develop metrics and 
measures of 
accountability, streamline 
processes and improve 
efficiency.  The 
department will continue 
to document and monitor 
customer service 
performance under the 
Service Excellence 
initiative. 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

campus demonstrating 
PeopleAdmin 

• Began communicating that 
all position management 
transactions should be 
completed in 
PeopleAdmin  

March 2013: 
• Monthly trainings per 

campus demonstrating 
PeopleAdmin 

May 2013 
• Monthly trainings per 

campus demonstrating 
PeopleAdmin 

June 2013 
• Production of Mandatory 

training on PeopleAdmin 
began for NOVA Academy 

 
SmarterTrack 
• Implementation of Shared 

services center in 
SmarterTrack. 

• Over 2,000 tickets 
received through program.  

• Monitored time handling 
per employee 

 
NOVA Academy 
Methods/targets 
• Work closely with the 

DHRM LMS administrator 
and frequent users of 
other agencies to 
troubleshoot issues. 

• HR LMS/NOVA Academy 
administrators assign a 
course manager role to 
internal education/ training 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

program coordinators 
(such as Police 
Department, Emergency 
Management, Student 
Mental Health, Financial 
Aid, ELI—VCCS related 
grant for TOTAL) and 
collaborate to trouble 
shoot and seek 
constructive feedback for 
continued improvement to 
tutorials and online 
training modules. 

• HR’s Training and 
Professional Development 
Unit seeks feedback from 
internal testing group 
(users of the training 
modules) before rolling out 
college wide online 
tutorials on HR related 
systems or college wide 
online training such as 
CLERY. 

• HR’s Training and 
Professional Development 
Unit has developed online 
tutorials for HRMS, NATS, 
and other systems.  

• HR’s Training and 
Professional Development 
Unit has developed six 
different user guides to 
assist NOVA Academy 
users. 

• Online training modules 
include knowledge 
quizzes to test learning 
outcomes 

• Online training modules 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

include feedback 
evaluation survey. The 
comments are used to fine 
tune training and/or make 
changes to the module 

• Attend DHRM Learning 
Management System 
conference for Knowledge 
Center administrators to 
increase overall 
knowledge of the LMS 
operating capabilities and 
to network/trouble shoot 
issues with other 
Commonwealth of VA 
agencies. 

 
Assessment Results: 
• DHRM rolled out a new 

and upgraded Learning 
Management System in 
June 012.  

• NOVA Academy is a cost-
effective tool for training 
delivery: Cost per 
user=$2.54  

• The new LMS was rolled 
out on August 10, 2012. 
Since August 10, HR has 
assigned required training 
to 210 new hires. 

• HR NOVA Academy 
Administrators “bundled” 
required training with 
deadline for completion 
starting in December 
2012.  

• NOVA Academy 
Classroom registrations 
and online classes 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

accessed from 8/10/12 to 
6/26/13 = 2,755 (current). 
Last year, classroom 
registrations and online 
classes accessed 
between 8/10/11 to 
6/26/12 = 559. These 
figures translate to roughly 
a 500% increase in course 
access. 

• Collaboration of HR NOVA 
Academy Administrator 
with six plus community 
colleges facilitated the 
registration, participation, 
and tracking of TOTAL 
project (VCCS grant 
supported project). 

• The LMS system allows 
for compliance training, 
such as Preventing Sexual 
Harassment, Preventing 
Discrimination, to be 
provided to NOVA 
community at no cost. We 
discontinued the vendor 
contract with Workplace 
Answers in February 2013 
resulting in significant 
savings to the College 

 
SharePoint 
A created presence on the 
college intranet to include 
• Timesheet reminders 
• Quarterly newsletter 
• Internal HR information 

shared with college 
• Handbooks shared that 

are internal to NOVA 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Workflows for internal 
processes with other 
departments. 

Establish compliance unit 
within Human Resources. 
 

The department will 
accurately and thoroughly 
document standard 
operating procedures, 
resulting in positive 
audits.  This unit will 
routinely audit data 
transactions, systems 
accesses, and other 
related data to ensure 
compliance with VCCS, 
NOVA, and DHRM 
policies and procedures.  
The unit will also prepare 
audit reports for VCCS, 
APA, ARMICS, and other 
agencies. 

Reporting to the Director of 
Human Resources, this new 
unit will work closely with the 
HR leadership team to 
develop systematic reviews 
of transactions and 
workflow.  The position will 
lead the ARMICS 
remediation efforts. 

Audits: 
 
• Completed FY2013 

ARMICS Q1-Q3 testing.  
Q4 testing is scheduled to 
begin in July 2013.   

 
• Based on the findings 

from ARMICS Phase I 
testing, The Director of 
HR and HR Compliance 
Officer developed a 
corrective action plan to 
address control 
deficiencies identified 
during the testing and 
communicated the action 
plan to the stakeholders 
in June 2013.   

 
• Completed the VCCS 

HRMS Audit in April 2013.  
 
• Completed the APA Audit 

in May 2013.  
 
• Partnered with each HR 

unit to develop and 
update key process 
workflows and desk 
manuals.  

 
Process Improvement  
Initiatives: 
 
• Partnered with Employee 

Services unit and HR 

Human Resources will 
have strong procedural 
documentation and be 
prepared for audits by 
both internal and external 
agencies.  Process 
improvement initiatives 
and strategic planning 
efforts will be guided by 
the compliance unit. 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Campus Consultants in 
conducting hourly 
employee timesheet 
refresher sessions with 
supervisors of hourly 
employees across all the 
campuses in May 2013.  
This initiative was to 
address the issues of 
hourly employees not 
getting paid on time or 
correctly.  The number of 
unapproved timesheets 
for each pay period has 
reduced significantly 
since the refresher 
sessions.  

 
• Partnered with Employee 

Relations unit to relaunch 
the HR Connection 
Newsletter in May 2013. 
The quarterly newsletter 
serves to inform the 
NOVA community on HR 
news, helpful information, 
and key updates. 

 
• Increased communication 

efforts with hourly (P-14) 
employees and 
supervisors by 
continuously working with 
the Director of HR to 
communicate key 
information pertaining to 
hourly employment at the 
College in order to ensure 
proper policies and 
procedures are followed.   
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

 
• Partnered with Employee 

Relations unit to create an 
employee handbook for 
hourly employees, which 
will be published effective 
July 1, 2013.   

 
•  Established HR access 

quarterly review process 
to ensure HR staff 
maintain the appropriate 
HR systems access 
based on their roles and 
responsibilities.  

Increase the diversity of 
full-time and adjunct 
teaching faculty. 

Talent Management 
supports the recruitment, 
hiring and retention 
processes for all faculty 
and staff positions at 
NOVA by developing new 
strategies and 
implementing best 
practices in advertising, 
screening and selecting 
candidates to join the 
NOVA team.   
 
 

Recruiting will continue to 
build on strategies to 
increase minority candidates 
in applicant pools, including 
continued outreach efforts to 
historically black colleges 
and universities. Human 
Resources will continue to 
work closely with search 
committees to assure 
maximum consideration of 
well-qualified minority 
candidates.   
The new applicant tracking 
system will streamline and 
improve the recruiting 
process and provide new 
opportunities to diversify 
both adjunct and full-time 
teaching faculty candidate 
pools. 
Target: 
Increase diversity within the 
teaching faculty from 25% to 
27%. 

Diversity within the teaching 
faculty is 27.6%, meeting the 
target of 27%.   
 
HR Campus Consultants are 
working with search 
committees to ensure the 
candidate interview pools 
are diverse.   
 
The executive vice president 
and director of human 
resources met with the 
leadership team on each 
campus to emphasize the 
diversity initiative, including 
diversifying the adjunct 
teaching faculty contingent.   

Human Resources will 
continue to analyze and 
evaluate data regarding 
recruitment and selection 
processes, including 
advertising strategies.  
Workshops are offered to 
assist search committees 
and deans in identifying 
and implementing best 
practices in recruitment 
and selection efforts. 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Improve faculty and staff 
salaries and offer 
competitive total 
compensation for NOVA 
employees. 

Improve NOVA’s average 
salary in relationship to 
regional marketplace 
data.  Increase the 
awareness of the benefits 
offered as a total 
compensation package. 

Talent Management will 
continue to evaluate and 
establish accurate job 
descriptions in order to 
appropriately establish true 
market benchmarks. Talent 
Management will bring in 
new hires as close to market 
while considering internal 
and external factors.  
Benefits will increase their 
communication and the 
number of workshops that 
discuss and provide 
information about the 
diverse benefits offered.  
Human Resources will 
develop a total 
compensation calculator that 
will allow current employees 
and potential applicants to 
evaluate their total 
compensation along with the 
base pay.  Human 
Resources will work closely 
with the Ad Hoc 
Compensation Committee to 
recommend salary strategies 
to the President. 

The work of the Ad Hoc 
Compensation committee, in 
conjunction with both Segal 
and VCCS, has resulted in 
salary increases for all 
employee groups over the 
last several years.  While the 
increases have been 
modest, NOVA salaries have 
moved closer to the market 
average in most cases.   
 
HR continues to work with 
The Segal Group to identify 
market benchmarks to 
accurately reflect individual 
positions in relation to peer 
institutions, regional 
employers, and geographic 
considerations. 
 
A comprehensive 
compensation plan and 
philosophy has been drafted 
and presented to the Vice 
President and Chief 
Administrative Officer.  
 
Salaries for new hires are 
evaluated using established 
market data. 
 
Workshops and trainings for 
search committees were 
conducted by each HR 
Campus Consultant during 
this academic year. 

Human Resources will 
continue to analyze and 
evaluate data regarding 
recruitment and selection 
processes, including 
advertising strategies.  
Workshops are offered to 
assist search committees 
and deans in identifying 
and implementing best 
practices in recruitment 
and selection efforts. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Material Management 
 
PURPOSE STATEMENT: To provide the highest quality procurement support and services to NOVA using effective procurement methods that 
are consistent and compliant with state policies and regulations, and that meet business needs of the College. Materiel Management will promote 
open communication and customer service practices that focus on our internal customer (NOVA staff). We will provide support, direction, and 
assistance that fosters production and cooperation in alignment with all areas of the NOVA community while also enhancing the personal 
experiences of our faculty, staff, and community. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

A customer-centered 
department with improved 
reliability and performance.   

Positive and cooperative 
perception of the 
department as an asset to 
the NOVA community. 

Conduct quarterly surveys 
to assess performance 
using satisfaction 
percentage as a 
measurement tool. 
Use targeted questions to 
improve department 
understanding of College 
user needs. 

Phone surveys were 
conducted by the Director. 
Performance has improved 
based on these surveys. 

Standards being 
developed for acceptable 
performance levels to 
attain on percentage basis.  

Implementation of new 
systems and technology, 
including:  
 
• Technology 

SharePoint 
Implementation 

• Restructure Small 
Purchase Charge Card 

• Monthly publications 
highlighting 
announcements & 
programs. 

Increased use of 
Purchasing website and 
blog, resulting in more 
effective and compliant 
department. 
 

SharePoint initial 
implementation December 
2012; continued 
development during FY 
2013.  
 
Small Purchase Charge 
Card restructuring will 
result in reduction of 
cardholders, campus 
buyers, audits, 
monthly reports, etc. 
 
Initial rollout of What’s New 
in Purchasing newsletter in 
November, 2012 and in 
development thereafter.  
  

Sharepoint complete for 
blog, forms, newsletter, 
insurance, contracts and 
electronic  
P-Card reconciliation; 
training August 2013.  
 
Reduction of cardholders 
has been attained. 

Further development of 
programs to expand usage 
and efficiency of 
SharePoint and 
maintenance of same. 
 
Campus Buyers and 
Purchasing staff review 
each P-Card reconciliation 
log monthly  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Increase business 
opportunities for small, 
women- and minority-
owned (SWaM) 
businesses. 

Meet the state requirement 
of 40% of purchases from 
SWaMs. 

Monthly reports from 
Department of Minority 
Business Enterprise 
(DMBE). 

Reports have been 
published monthly showing 
results against goals bot 
monthly and YTD. 

More effective SWaM 
program in 2014 including 
a single purchasing staff 
member to manage this 
ongoing performance 
measurement.    
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Sustainability  
 
PURPOSE STATEMENT: The purpose of the Sustainability Office is to create and implement the pilot NOVA Sustainability Plan, encompassing a 
comprehensive College strategy that focuses on economic sustainability while also advocating and providing leadership in environmental, social, 
and economic stewardship. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Create and implement a 
college-wide strategy 
focusing on economic 
sustainability and 
environmental awareness 
while enhancing the NOVA 
experience for students, 
faculty and staff. 

Led by a knowledgeable 
candidate, the 
Sustainability Plan will be 
informed by on 
environmental, social and 
economic initiatives for 
community colleges across 
the country while also 
providing a strategy for 
making these initiatives 
self-sustaining. 

Completion of targets. 
 
Target:  
Successful completion of 
an approved strategy, 
greenhouse gas inventory, 
and baseline metrics. 
 

Sustainability Officer hired 
in October 2012. 
Sustainability Strategy in 
draft to be reviewed Fall 
2013. 

Results will be used to 
measure progress and 
determine the best path to 
moving forward. 
Sustainability Strategy will 
outline a broad approach 
with tangible goals to 
measure progress. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President and Chief Administrative Officer, Administrative Services 

Sub-unit: Equity, Diversity & ADA/504 Compliance 
 
PURPOSE STATEMENT: Manage college-wide equal opportunity, diversity programs and initiatives promoting fairness, accountability, inclusion, 
sensitivity, and cultural awareness.  Facilitate understanding of and manage college-wide responsibilities and compliance efforts pertaining to 
NOVA’s responsibilities under the American with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act (504), and Title VII of the Civil 
Rights Act (CRA) of 1964, as amended, with respect to student, faculty, and staff populations. Provide liaison/outreach and serve as a college-
wide ambassador to minority communities, organizations, fraternities/sororities, churches, HSIs and HBCUs. Advance NOVA’s Strategic Vision by 
providing leadership in advocating for fairness, balance, openness and inclusion in NOVA’s academic programs, administrative policies and 
procedures, and employment practices through collaboration and effective communication with faculty, staff, students, advocacy groups, external 
government agencies, media, and the public that is accurate, responsive, student-centered and community-focused.   
 
COLLEGE STRATEGIC GOAL:  EXCELLENCE, LEADERSHIP, PARTNERSHIPS  
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

ADA/504 Compliance  
 
Oversee college-wide 
compliance regarding all 
ADA/504 matters to 
ensure 
that accommodations are 
made for qualified disabled 
NOVA faculty/staff to allow 
them to do essential 
functions of their job 
duties.  

Respond to requests for 
accommodations by 
providing detailed 
information about ADA/504 
processes. Oversee and 
ensure college-wide 
compliance regarding all 
ADA/504 matters while 
providing excellent 
customer service. 
 
Serve as NOVA’s 
representative to local, 
state and federal agencies 
for all ADA/504 matters. 

Target:  Foster effective 
communication between 
supervisors and employees 
in crafting accommodations.     
 
Target: Reports and 
responses to complaints are 
completed and filed on time 
with appropriate agencies. 

All requests for 
accommodations and 
responses made to 
parties were processed 
and handled in a timely 
and appropriate manner. 

The Director of Equity and 
Diversity will use the data 
from assessments to 
improve overall customer 
service, identify changes in 
college ADA/504 and 
disability policies and 
processes that may be 
necessary and develop a 
list of FAQs to enhance 
customer service.  

Equity/EEO  
 
Ensure compliance with 
Title VII of Civil Rights Act 
of 1964, Governor’s 
Executive Order Number 
Six (2010) and VA Policy 
2.05 – Equal Employment 
Opp. 
 

The Office of Equity, 
Diversity, and ADA/504 
Compliance effectively 
manages NOVA’s Equal 
Employment Opportunity 
programs for faculty, staff 
and students, and 
monitors hiring processes 
to ensure compliance with 
laws and regulations. 

Work with the Virginia Office 
for Equal Employment 
Services to monitor NOVA’s 
annual EEO Compliance 
Assessment.   
 
Target: Minimize disparate 
impact and where impact 
exists provide non-
discriminatory justifications. 

NOVA passed its FY 
2012 EEO Compliance 
Assessment and no 
discriminatory impact 
indicators were found for 
which there were not 
justifications. 

Use technology to 
measure accountability 
and improve efficiency in 
monitoring EEO 
compliance assessment. 
Provide feedback to 
departments within the 
college that are in need of 
improvement.  
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results  Use of Results 

Diversity/Minority Affairs  
 
Ensure that NOVA’s 
minority community 
partners have access to a 
voice within the college 
working on their behalf 
with respect to issues of 
concern.  
 
Participate in initiatives to 
increase access to and the 
diversity of faculty and 
staff. 
 
 
 

The Office of Equity, 
Diversity, and ADA/504 
Compliance supports HR 
recruitment and hiring 
processes via outreach 
and training and through 
participation in HR 
workshops for search 
committees and deans on 
best practices for 
recruitment and selection. 
 
The office conducts 
outreach to minority 
communities, 
organizations, 
fraternities/sororities, 
churches, HSIs and 
HBCUs.  

Feedback from groups and 
communities served will 
serve as assessment.  
 
Target: Represent NOVA in 
organizations serving 
minorities. 
 
Target: Conduct effective 
outreach to minority 
communities and student 
groups.  
 
Target: Provide effective 
assistance as requested to 
campuses with their 
diversity initiatives. 

Positive feedback about 
NOVA’s diversity 
outreach efforts was 
received from various 
minority groups, 
organizations, and 
communities. 
 
Assistance requested 
from the campuses with 
their respective diversity 
initiatives was provided in 
an effective manner. 

Analyze and evaluate 
available data regarding 
NOVA’s recruitment and 
selection processes and 
outreach efforts with an 
eye towards improving 
processes and future 
efforts. 
 
Refine strategies to 
improve minority 
candidates’ access to jobs 
at NOVA such as outreach 
efforts to HSIs, and 
HBCUs. Work with hiring 
officials to locate and 
reach out to well-qualified 
minorities.  
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Finance  

Sub-unit: Director, Business Services 
 

PURPOSE STATEMENT: The purpose of the Office of Business Services is to provide resources for the college community regarding fiscal 
operations on campus (tuition payment, refunds, parking services, property control and distribution), as well as contract operations such as the 
bookstore and food service operations. 
 
COLLEGE STRATEGIC GOAL: STUDENT SUCCESS AND ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Improve and expand 
communication with 
students regarding the 
various tuition payment 
options, including 
approved deferred 
payment plans. 

The Office of Business 
Services will develop at 
least three new means of 
communicating tuition 
payment options to 
students. This will increase 
awareness among the 
student body about the 
different tuition payment 
options resulting in a 
greater percentage of 
student applications for 
non-traditional tuition 
payment options, including 
deferred payment plans. 

Log the number and 
percentage of students 
using each tuition payment 
option –increase, since last 
year, the number of 
student applications for 
deferred payment. Number 
and percentage of deferred 
payment applicants should 
be higher for first-time at 
NOVA students. 
 
Survey students before 
implementing changes to 
gauge awareness of 
different tuition payment 
options, and then again 
after implementation. 
Increase awareness 

NOVA’s website pertinent 
to the NelNet Payment 
Plan was re-written to 
ensure entirety and 
communicate in simple 
terms thus avoiding 
misleading terminology. 
Efforts were made to 
leverage the captive 
audiences at NSO, SOAR, 
Pathways and the High 
School outreach program. 
As a result an 11.8% 
increase in student 
applications for the 
deferred payment plan has 
been achieved. 

The office has developed 
plans to increase 
emphasis regarding 
improved methods of 
communication to students 
as publications and other 
‘vehicles’ are updated or 
introduced; for further 
growth in student 
applications for non-
traditional types of tuition 
payment options, 
especially among first-time 
to NOVA students; and for 
greater awareness of 
different tuition payment 
options among student 
body. 

 
 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Increase training in 
external and internal 
service excellence for all 
Business Services Staff. 

As a result of increased 
training, the Office of 
Business Services will 
promote a more positive 

The Office of Business 
Services will keep track of 
its performance in meeting 
the needs and requests of 

Business Managers have 
been part of the Provost’s 
staff in implementing 
training in external and 

The office has continued 
placing emphasis on 
educating staff and 
reducing complaints and 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

and satisfactory working 
environment for staff with 
an increased emphasis on 
education, reduced 
complaints, and concerns. 
Customer service 
satisfaction rates with the 
Office of Business 
Services will increase from 
last year, while the number 
of complaints about the 
department will decrease 
from last year.  
 
 

the College community 
through the OIR’s annual 
Customer Satisfaction 
Survey administered to 
students and faculty/staff 
at the College. The usage 
of and positive responses 
regarding the department’s 
availability, courtesy, 
ownership, accuracy, 
helpfulness, 
responsiveness, and 
listening skills will increase 
compared to results from 
last year’s survey. 
 
Office of Business 
Services will monitor 
number of complaints and 
track performance in that 
regard as compared to last 
year. The number of 
complaints will be reduced. 

internal excellence. 
According to customer 
satisfaction data provided 
by OIR, a noticeable 
improvement in usage of 
the Business Services 
Office was recorded based 
on input from students and 
college staff. 
Unfortunately, this was the 
only metric from the 
customer satisfaction 
survey in which the 
Business Services Office 
saw improvement from in 
regard to last year.  The 
Office of Business 
Services did see a slight 
reduction in the number of 
complaints it received.    
 

has made plans to use 
quantitative and qualitative 
data from Customer 
Satisfaction Survey to 
make necessary 
improvements to how 
Business Office service is 
conducted at each 
campus. Department’s 
goal is to see increases in 
usage and positive 
responses regarding 
Business Office’s 
availability, courtesy, 
ownership, accuracy, 
helpfulness, 
responsiveness, and 
listening skills. Number of 
complaints has been 
reduced, but further room 
for improvement in this 
regard as well. 

 
 
COLLEGE STRATEGIC GOAL: TEACHING AND LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Create Personal 
Professional Development 
Plans for each Campus 
Business Manager. 

Each Campus Business 
manager will be able to 
develop their professional 
skills following a 
customized professional 
development plan catered 
to their specific strengths 
and weaknesses. They will 
receive certification for 
completing their training, 
and as a result of their 
improved skills we expect 

An evaluative tool will be 
identified to determine 
current levels of 
competence ultimately 
resulting in development of 
a professional 
development needs 
assessment plan for 
participation in training and 
development opportunities.   
 
Same evaluative tool will 

Professional Development 
was offered through Focus 
Conferences, VCCS 
Conference on Financial 
Services. With the re-
engineering process 
finalized the “evaluative 
tool” will be revisited. 
Customer Satisfaction 
Survey results were 
examined, some Campus 
Business Offices 

Business Services has 
planned to document the 
Professional Development 
Plan for each Business 
Manager and monitor the 
implementation/progress 
and use Customer 
Satisfaction Survey to 
monitor progress, identify 
areas of need. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

them to perform with 
enhanced productivity and 
professionalism in their 
position as Campus 
Business Manager. 
Ultimately, the goal is to 
improve Campus Business 
Offices’ service to 
students. 

be used to measure levels 
of competence after 
training is completed. 
 
OIR’s Customer 
Satisfaction Survey results 
will determine if each 
Campus Business Office is 
doing a good job of 
meeting the College 
community’s needs. 

performed better than 
others, although there is 
certainly room for 
improvement for each. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Finance  

Sub-unit: Office of the Controller 
 

PURPOSE STATEMENT: The purpose of the Controller’s Office is to facilitate the use of all available fiscal resources in pursuit of the College’s 
mission, within the legal and policy parameters established by authorized regulatory agencies. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Meet or exceed financial 
management standards. 

Accounts payable will 
process invoices in 
compliance with 
established VCCS and 
Department of Accounts 
(DoA) policies. Accounts 
payable will maintain a 
prompt pay record that 
exceeds the VCCS 
average. 

 

The Office of the Controller 
will monitor the College’s 
prompt pay record through 
the Department of 
Accounts. Accounts 
payable will maintain at 
least a 97% prompt pay 
record. 
 

 

NOVA achieved a prompt 
payment compliance 
percentage of 99.50% for 
fiscal year 2013 as 
reported by the 
Department of Accounts as 
of July 2013. 

Plans have been 
developed to continue to 
utilize methods to ensure 
that the compliance 
percentage remains above 
95%and to implement 
further refinements to the 
process by utilizing 
automated workflow tasks 
and document imaging 
software. 

Effectively oversee fiscal 
year 2012 audit(s) 
performed by the Auditor 
of Public Accounts (APA) 
and/or VCCS Internal 
audits to ensure a 
minimum of findings, none 
of which would be 
considered to be material 
findings. 

Audits will yield a minimum 
of findings signifying that 
adequate controls are in 
place. 
 

Work collaboratively with 
the Financial Services 
Department to utilize 
methods and procedures 
to ensure that the audits 
performed by the APA 
and/or VCCS Internal Audit 
return a minimal number of 
findings pertaining to the 
Finance Division and that 
those findings are not 
considered to be material 
findings. 

There were no outstanding 
audit points from the fiscal 
year 2011 APA audit for 
the Finance Division.  The 
fiscal year 2012 APA audit 
was concluded in August 
2013, and no findings were 
issued for the Finance 
Division for the second 
year in a row.  There was 
one audit finding issued in 
the fiscal year 2012 APA 
audit, and that finding was 
assigned to the 
Administrative Services 
Division for remediation. 

The office has decided to 
maintain and update the 
written documentation 
created to address formal 
financial operating policies 
and procedures for the 
Office of the Controller, 
continue to strengthen and 
enhance internal controls; 
including implementing 
additional detective 
controls to further enhance 
the internal control 
framework, and  work 
collaboratively with the 
Internal Control and Risk 
Management department 
at NVCC to ensure that 
adequate controls are in 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

place and are properly 
documented. 

Implement PeopleSoft 
HRMS system for payroll 
processing. 

Implementation of the 
PeopleSoft HRMS module 
for payroll processing will 
meet compliance with the 
Virginia Community 
College System 
requirements. 

The PeopleSoft HRMS 
payroll module to be used 
for payroll processing for 
the College will be 
implemented in a timely 
manner and with 
collaboration with the 
Human Resources and 
Information Technology 
Support Services 
departments. 

The Payroll module of 
PeopleSoft HRMS was 
implemented in August 
2012 by the Payroll 
Operations unit within the 
Office of the Controller. 

The office has developed 
plans to continue to work 
collaboratively with the 
Human Resources 
Department to refine and 
enhance established 
workflows utilizing 
ImageNow software and 
partner with the Human 
Resources Department to 
continue to move all 
employee pay frequencies 
into HRMS for payroll 
processing. 

Implement ImageNow 
technology 

Implementation of 
ImageNow document 
imaging and management 
technology will increase 
the productivity and 
efficiency of departmental 
operations as related to 
the processing of 
staff/faculty travel 
reimbursement vouchers. 

Monitor the length of time it 
takes to process 
staff/faculty travel 
reimbursement vouchers 
after the implementation of 
ImageNow workflows. The 
goal of this activity is to 
reduce the number of days 
necessary to process a 
travel expense 
reimbursement to 10 or 
less days. Workflows to 
automate the tasks 
involved in the processing 
of staff/faculty travel 
reimbursement vouchers 
developed and 
implemented in 
collaboration with the 
Information Technology 
Support Services 
department. 

ImageNow workflows were 
implemented to automate 
the 105-139 – Special 
Assignment Request for 
NOVA Employees.  This 
automated workflow 
facilitates the flow of pay 
information from the 
Human Resources 
Department to the Payroll 
Operations unit within the 
Office of the Controller. 

The office has planned to 
continue the usage of 
current workflows in 
ImageNow and to bring 
additional workflows online 
to streamline processes 
between the Human 
Resources department and 
the Office of the Controller 
(payroll processing).  Plans 
have been developed to 
utilize ImageNow 
workflows for electronic 
document retrieval and for 
tasks and processes within 
the Office of the Controller. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Finance  

Sub-unit: Budget Office 
 

PURPOSE STATEMENT: The Budget Office serves the planning and management activities of the President, the College Vice Presidents and the 
campus provosts and their reporting staffs by providing timely budget information, budget planning structures and advice to assist in proper 
financial operation of the College’s programs. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Assist the President and 
the Vice President of 
Finance in analyzing and 
monitoring VCCS 
distribution model to 
assure Northern Virginia 
Community College 
receives an equitable 
share of the fiscal year 
financial resources 
available to the Virginia 
Community College 
System. 

Budget Office staff will 
analyze the budget model 
and proposed changes to 
the budget model and 
recommend strategies and 
processes through which 
the needs of Northern 
Virginia Community 
College are appropriately 
addressed. 

Northern Virginia 
Community College will 
monitor VCCS resource 
allocation to make sure it 
receives an equitable 
share Northern Virginia 
Community College should 
receive an equitable 23% 
share of General Fund and 
27% share of the overall 
VCCS resource model 
allocation. 

Northern Virginia 
Community College 
received 24.138% of the 
fiscal year 2013 VCCS 
General Fund revenue 
allocation and 29.820% of 
the total revenue allocation 
distributed through the 
Resource Distribution 
model for fiscal year 2013.  
Based on Northern Virginia 
Community College 
percentage of VCCS 
enrollment growth the 
initial fiscal 2013 financial 
resource allocation for 
NOVA is equitable. 

Distributed additional fiscal 
year 2013 State M&O 
discretionary budget 
allocations to campuses 
and central divisions. 
Plans were developed to 
work with VCCS Budget 
Office personnel during the 
fiscal year to ensure NOVA 
percentage of funds 
received from additional 
resource allocation to the 
colleges is equitable. 

Strengthen the current 
Budget Office organization 
structure of two team units, 
(1) State M&O and Special 
funding, and (2) Grants, 
Contracts and Special 
Projects by adding needed 
personnel help to the State 
M&O and Special funding 
unit. 

Hiring/assigning a Senior 
Budget Analyst or Budget 
Manager to lead State 
M&O and Special Funding 
unit will result in a more 
organized and efficient 
Budget Office, which will 
lead to enhanced 
professional 
budget/financial services 
provided to College 
leaders and improved 

Hire/assign Senior Budget 
Analyst or Budget 
Manager to lead team of 
two budget staff members 
for successfully carrying 
out annual budget 
allocation process tasks, 
communicating 
consistently with 
division/unit department 
managers, and providing 
timely and accurate 

Selected and placed an 
existing analyst to serve as 
acting lead team/Senior 
Budget Analyst to lead 
Budget Operation unit of 
Budget Office. 

Planned improvements to 
internal financial reporting 
and status information 
provided to campus and 
college units were 
developed.  Also 
developed were plans to 
provide ongoing training 
for campus and central 
office personnel on budget 
management and on 
PeopleSoft AIS budget 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

customer service and 
support to other college 
personnel and external 
customers. 

reports. monitoring tools and to use 
feedback from Customer 
Satisfaction Survey to 
continue to make 
improvements in efficiency 
and customer service. 

Assist the President and 
the Vice President of 
Finance with development 
and implementation of 
annual operating budget 
plan that anticipates and 
utilizes financial resources 
beyond those received 
through VCCS resource 
distribution model 

Northern Virginia 
Community College will 
find additional revenue 
beyond that received 
through VCCS resource 
distribution model and 
utilize that additional 
revenue in College’s 
annual operating budget. 

Budget Office will analyze 
tuition receipts and update 
revenue forecasts; 
additional revenue outside 
VCCS-allocated resources 
will be reflected in College 
budget. 

During fiscal year 2013, 
Northern Virginia 
Community College 
received $2.3 million 
additional General Fund 
resources after VCCS 
issued Resource 
Distribution model. College 
budget was adjusted for 
expenditure of the 
additional resources. 

In January 2013, select 
College divisions and 
campuses submitted 
projects which received 
additional budget 
allocation for fiscal 2013 
expenditure. 

 

Manage the annual budget 
of the College to assure 
fiscal year closes with 
efficiency and maximum 
use of available cash and 
allotment. 

At year-end the College 
operating budgets will be 
expended minus adequate 
reserves to cover 
approved projects 
encumbered but not 
completed in the prior year 
and  minus a small 
balance for audit 
adjusts/corrections. 

Budget Office staff will 
monitor expenditure 
patterns and report 
frequently to the President, 
Vice Presidents, and 
Provosts in regard to 
expenditures versus 
budget.  Working closely 
with accounts payable, 
purchasing and accounts 
reconciliation at year-end, 
the budget director will 
assure leadership for fiscal 
year end closing on 
expenditure budgets. 

Northern Virginia 
Community College fiscal 
year 2013 ending 
appropriation balance was 
$4,729,202, the College 
fiscal year 2013 ending 
Cash balance was 
$5,834,144. These figures 
are1.82% and 2.24% of 
total 2013 operating 
budget respectively. 

Incorporated $3.5 million of 
anticipated fiscal year 
2013 cash balance into 
fiscal year 2014 Budget 
Plan.  The office has 
planned to work with 
College divisions and 
campuses on shifting 
portions of pattern fourth 
quarter expenditures to 3rd 
quarter of the fiscal year. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit:  Vice President, Instructional & Information Technology 

 
PURPOSE STATEMENT:   The primary purpose of the Office of Instructional and Information Technology is to provide the management and long-range 
planning necessary to move the College forward by procuring, maintaining, and enhancing computer, distance learning, and communications services to 
the College’s academic and administrative areas. 
 
COLLEGE STRATEGIC GOAL: STUDENT ACCESS 

 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Implement ELI’s Achieving 
the Dream plan. 
 

The number of ELI 
students participating in 
orientation will increase by 
10%. 

ELI social media channels 
and through success 
coach communications. 
 
Target: Aggressively 
market ELI orientation. 
Offer additional orientation 
dates and times to 
accommodate more 
students. Provide 
specialized orientations for 
co-op students and SSDL 
students. 

Orientation attendance 
increased 81% in 2012-
2013 compared to the 
previous year. (May 2011-
April 2012: 1292 students; 
May 2012-April 2013: 
2,339 students.) 

Continue using same 
marketing strategies. Add 
additional orientation 
sessions and adjust times 
as attendance patterns 
indicate. 

Increase student access 
by expanding distance 
learning enrollments to 
meet the target of 5,873 
FTES. 

Expansion of distance 
learning enrollments to 
meet the target of 5,873 
FTES. 

Monitor enrollments, 
including wait lists, on a 
daily basis during 
registration periods and 
open new sections as 
needed. 
 
Expand email/web 
marketing and outreach 
efforts through 
CareerBuilder to spread 
information about ELI 
courses and programs. 
Have ELI presence at 
community events and use 
radio campaign to attract 
additional students. 

Marketing through 
CareerBuilder has 
generated significant web 
traffic, generally 50-125 
hits per day during the 
periods when the email 
marketing is running, 
notably more than the 
click-thru rate 
CareerBuilder normally 
experiences. 
 
ELI enrollments for the 
2012-2013 academic year 
were 5,519.8 annualized 
FTES, or Enrollment was 
353.2 short of goal. SSDL 
enrollments, which are not 

Continue daily enrollment 
management. 
 
Undertake marketing 
campaign through OIR. 
 
Complete development of 
most new courses ever 
approved in one cycle and 
begin offering to students 
starting Fall 2013. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

included in this calculation, 
defray this somewhat. 
There were 226.2 
annualized FTES in the 
SSDL program, of which 
NOVA receives 2/3. 
Combining these totals, 
ELI’s annualized FTES for 
2012-2013 were 5,670.6, 
or 202.4 short of goal. 

 
 
COLLEGE STRATEGIC GOAL: STUDENT SUCCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Improve student success 
by 5% in specific high 
enrollment, low student 
success eLearning 
courses; and improve 
overall ELI successful 
course completion to at 
least 62%. 

Student success will 
improve by 5% in specific 
high enrollment, low 
student success eLearning 
courses; and overall ELI 
successful course 
completion will improve to 
at least 62%. 
 
(Note: targeted courses: 
developmental ENG 
sequence revision to ENF 
sequence.) 

Method: Complete team 
development of new 
developmental English 
course sequence. 
 
Expand faculty training to 
better prepare faculty 
teaching high demand 
courses to perform well 
and support student 
success effectively. 
 
Implement “instructor 
notes” project and develop 
“red flag” list of courses 
needing redevelopment to 
meet quality standards and 
improve student success. 
 
 

All semesters in this 
assessment year met the 
target of 62% success rate 
(Summer 2012: 71%, Fall 
2012: 62%, Spring 2013: 
66%). 
 
Because of the nature of 
the redesign of the 
developmental ENG 
courses to ENF, there is 
not a direct course to 
course comparison to 
make in success rates. 
However, the success 
rates at ELI in Spring 2012 
for ENG 3, 5, and 9 were 
59.9% in total, while the 
success rates in Spring 
2013 for the pilot offering 
of ENF 1, 2, and 3 were 
60.6% overall. In other 
words, despite major 
redesign of the courses, 

Team redesigns underway 
for additional low-success 
courses: BIO 101, HIS 
101, CST 110. 
 
Instructor notes and red 
flag list will be used to 
prioritize courses to 
undergo peer review using 
Quality Matters standards 
starting in late summer or 
early Fall 2013. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

we maintained (and slightly 
increased) the prior fairly 
high success rate. 

Maintain the number of 
students who enroll but 
never begin their classes 
to 2% or less. 

The number of students 
who enroll but never begin 
their classes will be 
maintained at 2% or less. 

Continue with activities 
that have worked in the 
past such as start-of-term 
welcome message, 
student orientation 
webinars, guidance to 
faculty on how to get 
students started, staff 
contact with non-starting 
students through early 
alert program. 

Summer 2012: 1.7% 
 
Fall 2012: 2.2% 
 
Spring 2013: 2.5% 
 
2012-2013 overall: 2.2% 
 
Summer NVRK rates are 
generally lower than in the 
Fall and Spring as 
transient students tend to 
be more experienced with 
college and less likely to 
enroll but not start. 
 
The rates for Fall and 
Spring are in line with what 
we have seen for the past 
year and seem to be due 
to efforts to reduce 
financial aid fraud. The 
implementation of the 
requirement to complete 
one assignment (rather 
than just logging into 
Blackboard) to avoid being 
NVRKed led to a slight 
increase in the NVRK rate, 
and additional faculty 
education this academic 
year about spotting 
possible FA fraud seems 
to have also increased the 
rate slightly. 

Identifying and preventing 
financial aid fraud is an 
essential activity, and the 
rate of NVRK at ELI is still 
quite low despite the 
additional “security” 
measures we have 
implemented. The goal in 
future years should be 
changed to keep the 
NVRK rate to under 3%. 
We will continue to use 
early alert and other 
student success measures 
to keep all our legitimate 
students engaged and get 
them started successfully, 
while also paying careful 
attention to identifying and 
NVRKing fraudulent 
students. 

Continue implementation 
of a distance learning 
strategy targeting students 

Students will be 
successfully enrolled and 
instructed from 12 partner 

Continue to refine all 
facets of SSDL program, 
including SIS functions, 

SSDL annual report shows 
success in providing 
greater access and better 

Continue to assist SSDL 
partner colleges in 
strategic use of ELI 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

across the Virginia 
Community College 
System and adult learners 
interested in earning the 
baccalaureate to establish 
ELI as a focal point of 
excellence in distance 
learning. 

colleges. 
 
Further discussions will be 
developed with potential 
four-year partners. 

billing for tuition, FTE split, 
and student support 
functions 
 
Work through guidance 
and leadership of Dr. 
Templin on developing 
partnerships with four-year 
institutions. 

outcomes at less cost. 
 
2.5+1 agreements/3+1 
agreements implemented 
with University of Phoenix 
and American Public 
University.  
 
Shared marketing website  
(NOVA+ODU, focused on 
online degree paths) 
launched. Partnership 
marketed by ODU on 
metro buses and through 
postcards.           
  
 

offerings, including using 
ELI to help deal with 
adjunct shortages due to 
workload changes related 
to health care bill. 
 
Work with VCCS on 
technical changes in SIS 
and Bb to make SSDL 
management less manual. 
Introduce SSDL Phase II 
to VCCS and begin 
implementation. 
 
Renew and develop 
partnership with GMU for 
online pathway to 
cybersecurity degree and 
possibly other degrees. 

Develop at least two new 
services, certificate or 
degrees targeted to adult 
learners. 

Career services will be 
expanded through ELI 
counseling department. 
 
ELI will implement 
academic planner 
program. 

Career services: special 
features in ELI newsletter 
during career development 
month; developing and 
offering of new career-
related webinars for 
students; use of new 
career-exploration 
software for students, 
Focus 2; highlighting 
career services, skills, and 
issues in ELI social media. 
 
Develop distance-learning 
specific content (ELI 
contact information, DL 
success tips, etc.) for 
inclusion in academic 
planner mailed to subset of 
ELI students for start of 
Fall 2012. Follow up with 
students receiving the 

Developed and piloted 
three new career services 
webinars: “Conducting a 
job search,” “Exploring 
career options,” and 
“Getting started identifying 
a career choice or college 
major.” Sixty-nine students 
participated in pilot 
webinars. 
 
1,557 students used the 
career assessment tools in 
Focus 2 career software. 
 
Approximately 500 
students received planners 
and follow-up retention 
emails. Anecdotal 
evidence of student 
response positive. 
Retention tracking data will 

Use lessons learned from 
career services to develop 
expanded services in 
transfer counseling and 
other counseling specialty 
areas. 
 
Issue academic planners 
again for 2013-2014 
academic year and track 
retention and student 
success for both cohorts 
who received planners. 
 
Complete Cybersecurity 
Career Studies Certificate 
through ELI to support WO 
campus partnership with 
Marine Corps and GMU. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

planner to support 
retention and engagement. 

be collected in the next 
year to examine effect of 
the program. 

 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 

 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Complete and secure 
approval of the College 
Technology Plan that 
outlines strategies for 
enhancing the college’s 
technical infrastructure, 
facilities, and services and 
makes progress toward the 
goals of the college’s 
2009-2015  Strategic 
Technology Plan so that 
NOVA continues to be 
ranked among the top 
community colleges in the 
country with respect to 
technology. 

VCCS Approval of the 
College Technology Plan 
will be obtained. 
 
National Ranking of the 
college will increase for its 
IT infrastructure. 

Submit and implement the 
FY 13 College Technology 
Plan.  
 
Submit application for 
national ranking. 
 
Use the 2009-15 Strategic 
Technology Plan to guide 
development of the FY11 
College Technology Plan. 

The strategic plan was 
used to develop the FY13 
technology plan, with 
specific attention to: 
maintaining refresh cycles,  
enhancing network 
reliability and redundancy, 
expanding wireless to 
100% of the college space, 
implementing single sign-
on, continuing virtualization 
of servers, meeting 
Blackboard targets, 
increasing the number of 
enhanced electronic 
classrooms, and insuring 
help desk support. 
 
The college technology 
plan was approved and 
implemented.  
 
The college was tied for a 
rank of #4 nationally. 

Continue to use the IT 
Strategic Plan to guide 
annual technology plan 
development, and assess 
progress toward the 
strategic plan goals.  
Review the strategic IT 
plan for any necessary 
mid-term modifications.  
Review the national 
ranking criteria to identify 
areas for improving 
infrastructure and services 
to maintain a state of the 
art digital environment. 

Maintain, update, and 
operate the College 
technology infrastructure 
so that the environment 
will support world-class 
teaching and learning. 

The college infrastructure 
(Network, Servers and 
Phone system) will be 
available on average 99% 
of the time with the 
minimum acceptable level 
to be 96%. 

Implement annual 
equipment refresh plan. 
 
Monitoring of the systems 
from both inside the 
college and the outside to 
alert the ITSS engineers of 
possible problem so they 

The annual equipment 
refresh plan was 
implemented. 
 
Cable system has a 
success rate of 99% for 
delivery of signal to Cox. 
 

Continue to monitor age of 
all IT equipment and insure 
implementation of the 
refresh plan.  
 
Continue on-going 
upgrades to keep system 
reliable. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

can be resolved rapidly 
 
Support the upgrade of 
Blackboard to the new 
version. 

Projects Completed: 
• Transmission Rack Air 

Chain is complete. 
• Temporary Primary 

playback system rack 
is complete and 
Primary VLM server 
and Encode server 1 
are on line. 

• Main Primary 
Playback system Rack 
demolition is 95 % 
complete. 

• Secondary Playback 
system is complete, 
Secondary VLM server 
and Encode server 2 
are on line. 

• Tertiary VLM Server 
for web schedule 
online. 

• IP KVM for all 
Annandale TV-Center 
servers is on line and 
complete.  This will be 
moving to Primary 
racks. 

• Evertz system and 
fault detection system 
are at 50%. 

• SAN Fiber system is at 
25% 

 
Have not yet settled on a 
replacement for the 
archive unit. 
 
Logs show system 
reliability at 99%. 
 

 
Continue to look at 
alternatives to Replace 
Archive unit. 
 
Look at setting up backup 
at new Pender location for 
the head-end in case of 
disaster at AN.  
 
 Roll-out new VOD system. 
 
Build Backup at Pender for 
disaster recovery. 
 
 
Expand alternative internet 
connectivity to all 
campuses to have 
alternative during Verizon 
outages. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Use of system by users 
can be shown via our log 
pages at: 
http://www.nvcc.edu/tvcent
er/log_reports.htm 
 
We have begun replacing 
our VOD system; the new 
servers are built and 
videos are being uploaded 
onto them, a new web 
page is being worked on 
by WSDM. Implementation 
is scheduled for Fall 2013. 
 
Plan for VOD backups at 
Pender for disaster 
recovery. 
 

 The College Network was 
up 98.7% of the time due 
to a MAJOR storm shutting 
down Verizon and backup 
vendor’s equipment. The 
College Servers equipment 
was up 99.03% of the time 
while the Phone system 
was up 99.12% of the time 
due to Verizon outages. 

 
 Blackboard was upgraded 
on schedule with no 
significant issues. 

Working with the VCCS, 
implement processes and 
procedures to take full 
advantage of delegated 
authority in the approved 
Memoranda of 
Understanding for Level 2 
status in information 

Additional procedures for 
identifying NOVA projects 
subject to the VCCS 
Project Management 
Standards will be 
developed; and written 
procedures for the 
implementation of the 

Develop written guidelines 
for identifying projects that 
come under the new 
standard. 
 
Develop written 
procedures for 
implementing the standard. 

We have developed a set 
of criteria to determine the 
level of project 
management required and 
the role that the PMO 
should play in each 
specific project.  We have 
also developed a web-

We will continue to 
improve on the tools that 
we use to manage the 
project induction and 
management process. 
 
Training of campus and 
college IT staff will 

http://www.nvcc.edu/tvcenter/log_reports.htm
http://www.nvcc.edu/tvcenter/log_reports.htm
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

technology.  By March 1, 
2013, report on plans and 
current status for 
implementation of the 
technology project 
management standards 
and guidelines relevant to 
Level 2 status. 

standards will be created. 
 
IT staff will be trained on 
the new standards and 
how they apply. 
 
Portfolio and project 
management software will 
be implemented to 
manage timelines, 
milestones, and 
documentation. 

 
Provide ongoing training to 
campus and college IT 
staff on the new standard. 
 
Develop an automated 
form that will allow users to 
submit project requests.  
The form will provide a 
facility for users to enter 
certain required 
information to assist in the 
development of project 
charters and plans. 

based application that will 
help us determine the level 
of PM. 
 
We have been working 
with HR and Prof. Dev. to 
provide ongoing project 
management training 
related to our policies and 
procedures. 
 
Several projects have 
been managed and 
monitored using our 
portfolio and project 
management software. 

continue in an effort to 
instill the PM culture 
across the College. 
 
We will continue to 
educate the College 
community on the benefits 
of using project 
management in various 
settings and to achieve 
goals in various scenarios 
departments and functional 
areas. 

 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Support the expansion and 
contribute to the Center for 
Excellence in Teaching 
and Learning to assist 
faculty and staff improve 
the quality of teaching and 
contribute to NOVA being 
among the top community 
colleges in the use of 
instructional technology in 
the classroom. 

Our contributions will 
assist CETL in achieving 
its stated outcomes/goals. 

ELI staff will continue to 
provide support for CETL 
through writing for its 
newsletter; presenting at 
PUP, New Faculty 
Orientation, and other 
CETL events; and joint 
planning of large 
professional development 
events for the college. 
 

ELI staff continue to 
provide multiple 
presentations at each 
annual PUP conference in 
addition to serving on the 
planning committee and in 
several volunteer roles 
organizing the event. 
 
ELI continues to offer 
robust learning 
opportunities to help all 
NOVA faculty expand their 
use of instructional 
technology, whether they 
teach for ELI or not, 
including fall and spring 
Instructional Technology 
Summits (in partnership 

ELI will continue to assist 
in PUP organization and 
partner with CETL on other 
professional development 
offerings, as well as 
developing our own faculty 
development events and 
materials specific to the 
needs of ELI faculty. 
 
Proposals for additional 
P14s and TAC Mentors  
 
Continue to provide a 
robust schedule of training 
opportunities and 
alternative methods for 
participating in training –
including online tutorials.   
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

with GCC and BRCC), 
regular offerings of the 
nationally-recognized 
Quality Matters workshops 
that teach faculty best 
practices for online and 
hybrid course design; and 
development and regular 
offering of 2-4 week online 
workshops on key teaching 
tasks relevant to online, 
hybrid, and f2f teaching. 
 
Hired P14. Working with 
Deans of Learning 
Technology to collaborate 
for more training offerings. 
 
TAC Director served on 
Coordinator of CETL hiring 
committee. TAC Director 
serves on PUP Planning 
Committee. TAC staff 
assists with PUP 
conference. TAC presents 
at CETL Faculty 
Orientations, Faculty 
resource Fair and assists 
with Adjunct Day of 
Learning.  
 
Offered more virtual 
trainings to increase the 
number of trainings at all 
campuses. TAC Mentors 
assist with hybrid, 
Blackboard and 
Collaborate training. TAC 
Mentors took additional 
classes to improve the 
delivery of training 

 
Collaborate with the Deans 
of Technology Resources 
to enhance training 
offerings and provide more 
time for development. 
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with Targets Assessment Results Use of Results 

programs. TAC worked 
with ELI to ensure ELI 
faculty meet requirements 
to teach online. TAC 
Created ELI Blackboard 
Primer for ELI faculty. 
 
Provided training via face-
to-face and online to 
support the Blackboard 9.1 
upgrade, Blackboard 
Collaborate and Hybrid 
Training.  

Implement and improve 
business continuity and 
disaster recovery plans to 
ensure the high availability, 
resiliency, reliability of 
enterprise services and 
certify that practices meet 
COV guidelines and 
standards. Special 
attention will be given to 
providing standards, 
training, and certification 
related to migrating college 
courses and instruction to 
the Web and to other 
modalities to insure 
continuity of the 
instructional program in the 
event of a disaster or 
pandemic event. 

At least 75% of full-time 
faculty will be certified as 
prepared to take their 
courses online in an 
emergency based on the 
approved certification 
criteria. 
 
The required COV and 
VCCS COOP 
Requirements for IT will be 
met as demonstrated by 
successful audits. 
 
No major outages will 
arise, and the ability to 
restore operations 
promptly following any 
outage or emergency will 
occur. 

Continue to provide 
training for full- and part-
time faculty to increase 
number who are 
Blackboard competent. 

 
   Implement the VCCS plan 

for addressing COV IT 
Standards that address 
COOP and Disaster 
Recovery.  Complete and 
review all appropriate 
checklists and post 
documentation to insure 
compliance. 

 
   Monitoring of the systems 

from both inside the 
college and the outside to 
alert the ITSS engineers 
of possible problems so 
they can be resolved 
rapidly. 

 

Currently 1,672 faculty 
were BB Competent 
through Summer 2013. 
 

  Increase the number of 
Blackboard Collaborate 
training. Redesigned TAC 
Website with more up-to-
date Web 2.0 Tools, 
Blackboard, and 
Blackboard Collaborate 
information. 

 
  Over the past year NOVA 
has successfully 
completed several VCCS, 
VITA, APA, and PCI 
reviews/audits and meets 
all ARMICS and ISO 
26000 requirements.  

 
 We have a full Disaster 
recovery/contingency plan, 
COOP and IT inventory / 
asset management system 
that complies with COV IT 
requirements. IT Security 
has conducted several 

Continue to increase the 
number of faculty 
Blackboard competent and 
increase the number of 
Web 2.0 tools available to 
the college in the event of 
a disaster.  
 
All critical systems are fully 
redundant in Manassas 
and we continue to add 
additional resources to 
eventually provide DR for 
all college systems located 
at NOVA. 
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account audits over the 
past year to ensure access 
level, account status and 
employment of all 
employees.  

 
 The college data is backed 
up regularly and encrypted 
and has been restored on 
a regular basis to ensure 
system integrity. 

 
 The College Network was 
up 98.7% of the time due 
to a MAJOR storm shutting 
down Verizon and backup 
vendor’s equipment. The 
College Servers equipment 
was up 99.03% of the time 
while the Phone system 
was up 99.12% of the time 
due to Verizon outages. 

 
 The college has a DR site 
located in Manassas and 
all critical systems are 
replicated there several 
times a day. Most critical 
systems have a redundant 
system in the DR site that 
are in a WARM start and 
can be switched to live 
within minutes.  

Support online 
administrative tools such 
as SIS, AIS, Scanning, and 
all other related software 
applications to meet 
college needs and 
enhance their functionality. 

Delivery of AIS, SIS, 
HRMS, FIS, and other 
management applications 
support during all normal 
business hours will 
continue. Emergency 
support off hours will be 
provided. This will include 

Develop and implement 
regular training schedule 
for college and campus 
staff. 
 
Develop controls and 
regularly review critical 
functions to insure 

Conducted dozens ‘office 
visits’ to support SIS and 
AIS users. Conducted an 
all-college webinar for 
Adjunct Work Loads for 
Summer 
 
Strict adherence to 

CIS continues to support 
TAC in developing new 
training modules for new 
NOVA business 
processes. CIS will 
continue to offer training in 
SIS/AIS in the more 
complicated processes. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

queries, crystal reports, 
SQRs, and business 
process analysis. 

compliance with policy and 
procedures. 
 
Regularly monitor and 
report on support requests 
to insure priority projects 
are completed and adjust 
staff assignments as 
necessary.  
 
Support the upgrade of 
SIS/HR to version 9. 
 

procedures for running 
processes in accordance 
with standard business 
process rules and 
regulations; 
 
More than 209 queries and 
reports written for users for 
SIS/HR/AIS this reporting 
period. 
 
Successful implementation 
of upgrade to PS AIS 
version 9.1. 

 
Will develop a 
comprehensive policy and 
procedures manual that 
will cover all business 
processes related to PS 
modules and bolt-ons. 
These procedures will be 
tested regularly to insure 
accuracy of the 
documentation. 
 
Continue to work with 
college staff to enhance 
reports and queries to 
support changes in 
business processes. 
 
Work with TAC to develop 
training and support 
procedures for new VCCS 
Decision Support system. 

Coordinate with the NOVA 
HR Working Groups and 
Implementation Committee 
to develop, test, and 
implement the new VCCS 
PeopleSoft HR System 
and integrate with NOVA’s 
existing online HR system. 

The new VCCS HR 
System will be 
implemented and the 
maintenance of additional 
critical functionality in 
existing online HR system 
will occur. 
 

Participate with both the 
VCCS and college 
implementation teams to 
insure smooth 
implementation. 
 
Work with NOVA HR staff 
to develop or adapt written 
policies and procedures for 
the HR Systems. 
 
Work with implementation 
teams to schedule and 
conduct training on the 
new HR system. 

Attended 175 plus 
VCCS/NOVA conferences, 
webinars, and calls to 
participate in business 
process development and 
data conversion clean-up. 
 
Participated in extensive 
training sessions, on-line 
training; webinars, and 
face-to-face 

Thirty-nine ad hoc queries 
and reports developed for 
the NOVA HR department. 
 
Work with HR department 
to decommission Denosys. 

Work with the Office of 
Institutional Research, 
Planning, and Assessment 
(OIR) to support the 

Work will occur with OIR to 
deliver data with high level 
of accuracy. Work will take 
place with divisions and 

Develop queries and 
reports to audit data 
integrity and quality 
assurance. Assignment of 

Monitor the VEE (CRT) 
reports weekly to assure 
that all reported data is 
correct. 

Worked with OIR, AVPs, 
and academic divisions to 
insure that all reported 
data to the state is 



59 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

development of a 
comprehensive information 
system (including data 
definition and input 
guidelines) to assure the 
quality and integrity of data 
for end users. 

end users to insure that 
data is consistent and 
easily accessible at all 
campuses. 
 
Data dictionary will be 
developed to clarify terms 
and data points, and to 
provide clear input 
rules/guidelines. 
 
Data integrity checks will 
be established. 
 
Business intelligence 
system with the VCCS will 
be implemented. 

multiple staff  to support all 
communications, queries, 
and reports with OIR; 
Improved accuracy of VEE 
Report through scheduled 
edits and communication 
with Divisions, Provosts, 
Deans and other users; 
Continued delivery of data 
and analysis to support the 
Achieving The Dream 
initiative. 
 
Identify areas of data 
integrity concern and 
priorities for data integrity. 
 
Begin development of a 
data dictionary. 
 
Produce list of data 
integrity checks and 
identify any gaps with 
priority list for further 
development. 
 
Work with the VCCS on 
implementation of a 
Business Intelligence 
System. 

 
CIS has identified two 
employees to work directly 
with OIR to assure that 
college reports are 
accurate. 
 
Data for ATD provided as 
required. 

accurate and up-to-date.  
 
Provided crucial enrollment 
activity queries to OIR to 
help the college develop 
an enrollment 
management plan to 
increase enrollment. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Instructional & Information Technology 

Sub-unit: Extended Learning Institute 
 
PURPOSE STATEMENT:   The mission of the Extended Learning Institute is to design and implement for distant learners excellent and innovative 
instruction and delivery systems including formats that combine distance education and classroom instruction, independent study, or individualized 
learning. 
 
COLLEGE STRATEGIC GOAL: STUDENT ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Implement ELI’s Achieving 
the Dream plan. 
 

Number of ELI students 
participating in orientation 
will increase by 10%. 

Aggressively market ELI 
orientation via ELI social 
media channels and 
through success coach 
communications. Offer 
additional orientation dates 
and times to accommodate 
more students. Provide 
specialized orientations for 
co-op students and SSDL 
students. 

Orientation attendance 
increased 81% in 2012-
2013 compared to 
previous year. (May 2011-
April 2012: 1,292 students; 
May 2012-April 2013: 
2,339 students.) 

Continue using the same 
marketing strategies. Add 
additional orientation 
sessions and tweak times 
as attendance patterns 
indicate. 

Increase student access 
by expanding distance 
learning enrollments to 
meet the target of 5,873 
FTES. 

Distance learning 
enrollments will increase to 
meet the target of 5,873 
FTES.  

Monitor enrollments, 
including wait lists, on a 
daily basis during 
registration periods and 
open new sections as 
needed. 
 
Expand email/web 
marketing and outreach 
efforts through Career 
Builder to spread 
information about ELI 
courses and programs. 
Have ELI presence at 
community events and use 
radio campaign to attract 
additional students. 
 

Marketing through 
CareerBuilder has 
generated significant web 
traffic, generally 50-125 
hits per day during the 
periods when the email 
marketing is running, 
notably more than the 
click-thru rate 
CareerBuilder normally 
experiences. 
 
ELI enrollments for the 
2012-2013 academic year 
were 5519.8 annualized 
FTES, or 353.2 short of 
goal. SSDL enrollments, 
which are not included in 

Continue daily enrollment 
management. 
 
Undertake marketing 
campaign through OIR. 
 
Complete development of 
most new courses ever 
approved in one cycle and 
begin offering to students 
starting Fall 2013. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

this calculation, defray this 
somewhat. There were 
226.2 annualized FTES in 
the SSDL program, of 
which NOVA receives 2/3. 
Combining these totals, 
ELI’s annualized FTES for 
2012-2013 were 5670.6, or 
202.4 short of goal. 

 
 
COLLEGE STRATEGIC GOAL: STUDENT SUCCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Improve student success 
by 5% in specific high 
enrollment, low student 
success eLearning 
courses; and improve 
overall ELI successful 
course completion rate. 

Student success will be 
improved by 5% in 
specific high enrollment, 
low student success 
eLearning courses; and 
overall ELI successful 
course completion will 
increase to at least 62%. 
 
(Note: targeted courses: 
developmental ENG 
sequence revision to ENF 
sequence.) 

Complete team 
development of new 
developmental English 
course sequence. 
 
Expand faculty training to 
better prepare faculty 
teaching high demand 
courses to perform well 
and support student 
success effectively. 
 
Implement “instructor 
notes” project and develop 
“red flag” list of courses 
needing redevelopment to 
meet quality standards 
and improve student 
success. 
 
 

All semesters in this 
assessment year met the 
target of 62% success rate 
(Summer 2012: 71%, Fall 
2012: 62%, Spring 2013: 
66%). 
 
Because of the nature of the 
redesign of the 
developmental ENG courses 
to ENF, there is not a direct 
course-to-course comparison 
to make in success rates. 
However, the success rates 
at ELI in Spring 2012 for ENG 
3, 5, and 9 were 59.9% in 
total, while the success rates 
in Spring 2013 for the pilot 
offering of ENF 1, 2, and 3 
were 60.6% overall. In other 
words, despite major 
redesign of the courses, we 
maintained (and slightly 
increased) the prior fairly high 
success rate. 

Team redesigns 
underway for additional 
low-success courses: BIO 
101, HIS 101, CST 110. 
 
Instructor notes and red 
flag list will be used to 
prioritize courses to 
undergo peer review 
using Quality Matters 
standards starting in late 
Summer or early Fall 
2013. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Maintain the number of 
students who enroll but 
never begin their classes. 

The number of students 
who enroll but never 
begin their classes will be 
maintained at 2% or less. 

Continue with activities 
that have worked in the 
past—start-of-term 
welcome message, 
student orientation 
webinars, guidance to 
faculty on how to get 
students started, staff 
contact with non-starting 
students through early 
alert program. 

Summer 2012: 1.7% 
 
Fall 2012: 2.2% 
 
Spring 2013: 2.5% 
 
2012-2013 overall: 2.2% 
 
Summer NVRK rates are 
generally lower than in the 
academic year as transient 
students tend to be more 
experienced with college and 
less likely to enroll but not 
start. 
 
The rates for Fall and Spring 
and are in line with what we 
have seen for the past year 
and seem to be due to efforts 
to reduce financial aid (FA) 
fraud. The implementation of 
the requirement to complete 
one assignment (rather than 
just logging into Blackboard) 
to avoid being NVRKed led to 
a slight increase in the NVRK 
rate, and additional faculty 
education this academic year 
about spotting possible FA 
fraud seems to have also 
increased the rate slightly. 

Identifying and preventing 
financial aid fraud is an 
essential activity, and the 
rate of NVRK at ELI is still 
quite low despite the 
additional “security” 
measures we have 
implemented. Suggest 
goal in future years be 
changed to keep the 
NVRK rate to under 
3%.We will continue to 
use early alert and other 
student success 
measures to keep all our 
legitimate students 
engaged and get them 
started successfully, while 
also paying careful 
attention to identifying 
and NVRKing fraudulent 
students. 

Continue implementation 
of a distance learning 
strategy targeting students 
across the Virginia 
Community College 
System and adult learners 
interested in earning the 
baccalaureate to establish 
ELI as a focal point of 

Enrollment and 
instruction of students 
from 12 partner colleges 
will successfully take 
place. 
 
 
Discussions with potential 
four-year partners will 

Continue to refine all 
facets of SSDL program, 
including SIS functions, 
billing for tuition, FTE split, 
and student support 
functions. 
 
Work through guidance 
and leadership of Dr. 

SSDL annual report shows 
success in providing greater 
access and better outcomes 
at less cost. 
 
2.5+1 agreements/3+1 
agreements implemented 
with University of Phoenix 
and American Public 

Continue to assist SSDL 
partner colleges in 
strategic use of ELI 
offerings, including using 
ELI to help deal with 
adjunct shortages due to 
workload changes related 
to health care bill. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

excellence in distance 
learning. 

further develop. Templin on developing 
partnerships with four-year 
institutions. 

University.  
 
Shared marketing website  
(NOVA+ODU, focused on 
online degree paths) 
launched. Partnership 
marketed by ODU on metro 
buses and through 
postcards.           
  
 

Work with VCCS on 
technical changes in SIS 
and Bb to make SSDL 
management less 
manual. Introduce SSDL 
Phase II to VCCS and 
begin implementation. 
 
Renew and develop 
partnership with GMU for 
online pathway to 
cybersecurity degree and 
possibly other degrees. 

Develop at least two new 
services, certificate or 
degrees targeted to adult 
learners. 

Career services through 
ELI counseling 
department will be 
expanded. 
 
ELI academic planner 
program will be 
implemented. 

Career services: special 
features in ELI newsletter 
during career development 
month; developing and 
offering of new career-
related webinars for 
students; use of new 
career-exploration 
software for students, 
Focus 2; highlighting 
career services, skills, and 
issues in ELI social media. 
 
Develop distance-learning 
specific content (ELI 
contact information, DL 
success tips, etc.) for 
inclusion in academic 
planner mailed to subset 
of ELI students for start of 
Fall 2012. Follow up with 
students receiving the 
planner to support 
retention and engagement. 

Developed and piloted three 
new career services 
webinars, “Conducting a job 
search,” “Exploring career 
options,” and “Getting started 
identifying a career choice or 
college major.” Sixty-nine 
students participated in pilot 
webinars. 
 
1,557 students used the 
career assessment tools in 
Focus 2 career software. 
 
Approximately 500 students 
received planners and follow-
up retention emails. 
Anecdotal evidence of 
student response positive. 
Retention tracking data will 
be collected in the next year 
to examine effect of the 
program. 

 
Use lessons learned from 
career services to 
develop expanded 
services in transfer 
counseling and other 
counseling specialty 
areas. 
 
Issue academic planners 
again for 2013-2014 
academic year and track 
retention and student 
success for both cohorts 
who received planners. 
 
Complete Cybersecurity 
Career Studies Certificate 
through ELI to support 
WO campus partnership 
with Marine Corps and 
GMU. 
 

Support the expansion and 
contribute to the Center for 
Excellence in Teaching 
and Learning to assist 

Our contributions will 
assist CETL in achieving 
its stated 
outcomes/goals. 

ELI staff will continue to 
provide support for CETL 
through writing for its 
newsletter; presenting at 

ELI staff continue to provide 
multiple presentations at each 
annual PUP conference in 
addition to serving on the 

ELI will continue to assist 
in PUP organization and 
partner with CETL on 
other professional 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

faculty and staff improve 
the quality of teaching and 
contribute to NOVA being 
among the top community 
colleges in the use of 
instructional technology in 
the classroom. 

PUP, New Faculty 
Orientation, and other 
CETL events; and joint 
planning of large 
professional development 
events for the college. 
 

planning committee and in 
several volunteer roles 
organizing the event. 
 
ELI continues to offer robust 
learning opportunities to help 
all NOVA faculty expand their 
use of instructional 
technology, whether they 
teach for ELI or not, including 
all and spring Instructional 
Technology Summits (in 
partnership with GCC and 
BRCC), regular offerings of 
the nationally-recognized 
Quality Matters workshops 
that teach faculty best 
practices for online and 
hybrid course design; and 
development and regular 
offering of 2-4 week online 
workshops on key teaching 
tasks relevant to online, 
hybrid, and f2f teaching. 

development offerings, as 
well as developing our 
own faculty development 
events and materials 
specific to the needs of 
ELI faculty. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Instructional & Information Technology 

Sub-unit: College Information Systems 
 
PURPOSE STATEMENT: The purpose of College Information Systems is to analyze and translate college business rules and processes into 
automated applications; support Information Systems needed for processing students, faculty and staff such that databases are built and maintained in 
accordance to policies and procedures and the enterprise data integrity is ensured. Customization and system integration are among the primary 
functions of this unit as well. In addition to supporting Information Systems, the mission of the unit is to disseminate accurate information to user 
community. That is accomplished by generating reports electronically or via printouts. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Support online 
administrative tools such 
as SIS, AIS, HRMS and all 
other related software 
applications to meet 
college needs and 
enhance their functionality. 

Delivery of AIS, SIS, 
HRMS, FIS, and other 
management applications 
support during all normal 
business hours will 
continue. Emergency 
support off hours will be 
provided. This includes 
queries, crystal reports, 
SQRs, and business 
process analysis. 

Work with TAC to develop 
and implement regular 
training schedule for 
college and campus staff. 
 
Develop controls and 
regularly review critical 
functions to insure 
compliance with policy and 
procedures. 
 
Regularly monitor and 
report on support requests 
to insure priority projects 
are completed and adjust 
staff assignments as 
necessary. 
 
Support the upgrade of 
AIS to version 9.1. 

Conducted dozens of 
‘office visits’ to support AIS 
and SIS users. Conducted 
an all-college webinar on 
Adjunct Work Load for 
Summer. 
 
Strict adherence to 
procedures for running 
processes in accordance 
with standard business 
process rules and 
regulations. 
 
More than 209 queries and 
reports written for users for 
SIS/HR/AIS this reporting 
period. 
 
Successful implementation 
of upgrade to PS AIS 
version 9.1. 

CIS continues to support 
TAC in developing new 
training modules for new 
NOVA business 
processes. CIS will 
continue to offer training in 
SIS/AIS in the more 
complicated processes. 
 
Will develop a 
comprehensive policy and 
procedures manual that 
will cover all business 
processes related to PS 
modules and bolt-ons. 
These procedures will be 
tested regularly to insure 
accuracy of the 
documentation. 
 
Continue to work with 
college staff to enhance 
reports and queries to 
support changes in 
business processes. 
 
Work with TAC to develop 
training and support 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

procedures for new VCCS 
Decision Support system. 

Continue to coordinate 
with the NOVA HR 
Working Groups and 
Implementation Committee 
to develop, test, and fully 
implement the VCCS 
PeopleSoft HR System 
and integrate with NOVA’s 
existing online HR System. 

Continued implementation 
of VCCS HR System and 
maintenance of additional 
critical functionality in 
existing online HR system 
will occur. 
 

Participate with both the 
VCCS and college 
implementation teams to 
insure smooth 
implementation. 
 
Work with NOVA HR staff 
to develop or adapt written 
policies and procedures for 
the HR Systems. 
 
Work with implementation 
teams to schedule and 
conduct training on the 
new HR system. 

Attended 175 plus 
VCCS/NOVA conferences, 
webinars, and calls to 
participate in business 
process development and 
data conversion clean-up 
 
Participated in extensive 
training sessions, on-line 
training; webinars, and 
face-to-face. 

Thirty-nine ad hoc queries 
and reports developed for 
NOVA HR department. 
Work with the HR 
department to 
decommission Denosys. 

Work with the Office of 
Institutional Research and 
to assure the quality and 
integrity of data for end 
users. 

Work with OIR to deliver 
data with high level of 
accuracy will take place. 
Work with divisions and 
end users to insure that 
data is consistent and 
easily accessible at all 
campuses will occur. 
 
Data integrity checks will 
be established. 
 
A business intelligence 
system (QUINN) will be 
implemented with the 
VCCS. 

Develop queries and 
reports to audit data 
integrity and quality 
assurance. Improved 
accuracy of VEE Report 
through scheduled edits 
and communication with 
Divisions, Provosts, Deans 
and other users. 
 
Participate with VCCS and 
the other 22 colleges to 
insure data integrity of the 
Business Intelligence 
System (QUINN). 

Monitor the VEE reports 
weekly to assure that all 
reported data is correct; 
 
 

Worked with OIR, AVPs, 
and academic divisions to 
insure that all reported 
data to the state is 
accurate and up-to-date.  
 
Provided crucial enrollment 
activity queries to OIR to 
help the college develop 
an enrollment 
management plan to 
increase enrollment. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Instructional & Information Technology 

Sub-Unit: Television Center 
 
PURPOSE STATEMENT: The Television Center at Northern Virginia Community College provides video production and program delivery support 
services to the College community. We operate and maintain the college's video communications network in order to further the mission of 
providing educational and workforce development opportunities to the community through its distance-learning program. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Manage the Television 
Center Video Production 
Resources in order to 
provide services to the 
college for at least 3 
projects in various stages 
at any given time.   

At least 10 video projects 
will be produced and 
delivered as the college 
may require and request. 
Video product on Cable 
station will be diversified to 
provide community 
interest. 

Produce programs of 
local interest to open up 
the cable station to more 
viewership. 
 
Produce high quality 
product as 
college/campuses 
request. 
 
Continue upgrading 
facility as necessary and 
able. 

Completed 40 projects for 
the College, Campuses and 
Cable Station.  
 
Recorded 22 audio products 
for the phone IVR and 
college departments. 
 
Relicensed 17 program 
series of educational and 
community interest. 
 
Began planning remodel of 
studio control room and 
setup of studio for quick 
insert shoots. 
 
Began initial planning for a 
bi-weekly cable program on 
college initiatives to inform 
the community. 
 
Repaired 2 campus 
emergency radio systems at 
AN and WO.  
 
AN used the studio for 
lighting classes. 

Continue to produce 
programs of local interest 
to open up the cable 
station to more viewership. 
 
Continue to produce high 
quality product as 
college/campuses request. 
 
Continue the upgrading of 
the studio facility. 
 
Put cable program about 
the college into production. 
 
Support for the Panapto 
lecture capture system has 
been given to TV. Will 
need to setup process.  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Maintain and operate the 
Conference Video Delivery 
system for a 96 - 99% 
delivery success rate. 

Delivery rate of 
conferences will be 
successful 96 - 99% of the 
time. 

Work with VCCS on 
upgrades/use of the 
system.  
Provide technical support 
to the college campuses. 
 
Measure successful 
delivery of conferences 
on the system. 
 
Move toward new web 
conferencing system that 
supports all devices. 

All Commonwealth 
Classroom VTC units were 
installed. Training and 
troubleshooting any issues 
will be done over the 
summer. 
Installation of VTC units at 
the new Pender facility 
commenced. 
 
E-pop web conferencing 
was ceased. Looking at 
implementing new web 
conferencing system. 
 
Seventeen Video 
Conferences were 
completed at the TV Center. 
 
Supported and tested with 
campus units throughout the 
year as requested. 

Complete installation of 
Pender units including tele-
presence. 
Provide Training for 
campus VTC users. 
 
Implement replacement 
web conferencing system 
and provide support. 
 
 
 

Operate and maintain the 
cable station head-end in 
order to provide between 
96-99% delivery success 
to the cable systems. 

Head-end signal to the 
cable system will be 
successfully delivered 96–
99% of the time.  

Maintain and improve 
Cable Head-end to 
continue successful 
delivery of college 
programs. 
 
Evaluate new 
technologies to keep the 
cable station current and 
reliable. 
 
Investigate replacing our 
current archive unit as 
well as off-site backup of 
the cable station 
programming. 

Cable system has a success 
rate of 99% for delivery of 
signal to Cox. 
 
Projects Completed: 
• Transmission Rack Air 

Chain is complete. 
• Temporary Primary 

playback system rack is 
complete and Primary 
VLM server and Encode 
server 1 are on line. 

• Main Primary Playback 
system Rack demolition 
is 95 % complete. 

• Secondary Playback 
system is complete, 
Secondary VLM server 

Continue on-going 
upgrades to keep system 
reliable. 
 
Continue to look at 
alternatives to Replace 
Archive unit. 
 
Look at setting up backup 
at new Pender location for 
the head-end in case of 
disaster at AN.  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

and Encode server 2 are 
on line. 

• Tertiary VLM Server for 
web schedule online. 

• IP KVM for all Annandale 
TV-Center servers is on 
line and complete.  This 
will be moving to Primary 
racks. 

• Evertz system and fault 
detection system are at 
50%. 

• SAN Fiber system is at 
25%. 

 
Have not yet settled on a 
replacement for the archive 
unit. 

Maintain and operate the 
college’s video servers for 
video on demand and 
streaming delivery for on-
line delivery access 96–
99% of the time. 

Students, Faculty and Staff 
will be able to access 
video materials on campus 
or off campus via the web 
at any convenient time of 
their choosing. 

Evaluate server setup 
and revise if necessary to 
increase reliability and 
ease of use. 
 
Implement new VOD file 
management and portal. 
 
Upgrade duplicate VOD 
server/storage system for 
emergency backup of 
system. 

Logs show system reliability 
at 99%. 
 
Use of system by users can 
be shown via our log pages 
at: 
http://www.nvcc.edu/tvcenter
/log_reports.htm 
 
We have begun replacing 
our VOD system; the new 
servers are built and videos 
are being uploaded onto 
them, a new web page is 
being worked on by WSDM. 
Implementation is scheduled 
for Fall 2013. 
 
Plan for VOD backups at 
Pender for disaster recovery 

Roll-out new VOD system 
 
Build Backup at Pender for 
disaster recovery. 

 

http://www.nvcc.edu/tvcenter/log_reports.htm
http://www.nvcc.edu/tvcenter/log_reports.htm
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Instructional & Information Technology 

Sub-unit: Information Technology Support Services 
 
PURPOSE STATEMENT: The primary purpose of the Office of Instructional and Information Technology is to provide the management and long-range 
planning necessary to move the College forward by procuring, maintaining, and enhancing computer, distance learning, and communications services to 
the College’s academic and administrative areas. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Maintain, update, and 
operate the College 
technology infrastructure 
so that the environment 
will support world-class 
teaching and learning. 

The college infrastructure 
(Network, Servers and 
Phone system) will be 
available on average 99% 
of the time with the 
minimum acceptable level 
to be 97%. 

Implement annual 
equipment refresh plan. 
 
Monitoring of the systems 
from both inside the college 
and the outside to alert the 
ITSS engineers of possible 
problem so they can be 
resolved rapidly. 

The College Network was up 
98.7% of the time due to a 
MAJOR storm shutting down 
Verizon and backup vendor’s 
equipment. The College 
Servers equipment were up 
99.03% of the time while the 
Phone system was up 
99.12% of the time due to 
Verizon outages. 

Work with both Verizon 
and Cox the ensure the 
connections are more 
stable and added 
additional connectivity at 
Level3 Data center to 
provide better coverage. 

Solve customer issues 
as efficiently as possible 

That the NOVA community 
will have an 80% customer 
satisfaction rate. The IT 
Helpdesk will close greater 
than 35% of first call 
resolution and close a 
minimum of 35,000 tickets. 

The number of respondents 
saying the service they 
received was average or 
better service. The percent 
first call resolution, total 
number of help desk tickets 
closed per year. 

NOVA IT HD 94% 
respondents responded 
service was average or 
better.   
 
NOVA ITHD  Customer 
Survey satisfaction was 94% 
or higher   
 
Perceptis respondents 
averaged a range between 
74% and 95% felt service 
was average or better. 
BbSS customer service 
satisfaction range is 75%-
89% (per their telephony 
data). 
 
IT HC first call complete is 

NOVA ITHD customer sat 
reports are consistent.  
Efforts will focus on 
training on specific issues 
related to complaints and 
new technologies.   
 
BbSS customer sat 
results were erratic.  
Some months were over 
85% and a few months 
were at 75%.  (Customer 
satisfaction and 
telephone data has only 
be available for the last 8 
weeks). 
 
Continued support 
actions with BbSS include 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

93%.   
ITHD first call resolution  
86%. 
 
Perceptis First call complete 
is 79% 
BbSS first call resolution (we 
were unable to obtain first call 
resolution data  from current 
BbSS reporting tools). 
 
 IT HD had 58260 total 
tickets.   
ITHD had total 59,908. 
 
Perceptis had 11,400 for the 
year.   
BbSS (as of March 2013 go-
live) 4,273. 

100% ticket reviews and 
a once per week 
conference call to review 
issues for additional 
training for staff.  (BbSS 
management recently 
reduced twice weekly 
calls to once per week)   
 
First Call resolution 
remains high for NOVA 
ITHD.  As indicated 
earlier, we are currently 
unable to get first call 
resolution for BbSS). 
 
 

Working with the VCCS, 
implement processes 
and procedures to take 
full advantage of 
delegated authority in 
the approved 
Memoranda of 
Understanding for Level 
2 status in information 
technology.  By March 1, 
2013, report on plans 
and current status for 
implementation of the 
technology project 
management standards 
and guidelines relevant 
to Level 2 status. 

Additional procedures for 
identifying NOVA projects 
subject to the VCCS 
Project Management 
Standards will be 
developed; and written 
procedures for the 
implementation of the 
standards will be drafted. 
 
Training of IT staff on the 
new standards and how 
they apply will occur. 
 
Portfolio and project 
management software will 
be implemented to 
manage timelines, 
milestones, and 
documentation. 

Develop written guidelines 
for identifying projects that 
come under the new 
standard. 
 
Develop written procedures 
for implementing the 
standard. 
 
Provide ongoing training to 
campus and college IT staff 
on the new standard. 
 
Develop an automated form 
that will allow users to 
submit project requests.  
The form will provide a 
facility for users to enter 
certain required information 
to assist in the development 
of project charters and 
plans. 

We developed a set of criteria 
to determine the level of 
project management required 
and the role that the PMO 
should play in each specific 
project.  We also developed a 
web-based application that 
will help us determine the 
level of PM. 
 
We worked with HR and 
Professional Development to 
provide ongoing project 
management training related 
to our policies and 
procedures. 
 
Several projects were 
managed and monitored 
using our portfolio and project 
management software. 

We will continue to 
improve on the tools that 
we use to manage the 
project induction and 
management process. 
 
Training of campus and 
college IT staff will 
continue in an effort to 
instill the PM culture 
across the College. 
 
We will continue to 
educate the College 
community on the 
benefits of using project 
management in various 
settings and to achieve 
goals in various scenarios 
departments and 
functional areas. 



72 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Implement the 
Commonwealth ITRM 
Security Standard 501; 
Audit IT Standard SEC 
502; and comply with all 
the provisions of the 
COV IT Security Audit 
Standard. 

Successful IT audits will 
occur. 
 

Implement VCCS plan for 
addressing the COV IT 
standards. 
 
Perform a risk assessment 
of College IT environment. 
 
Develop IT Business impact 
Plan. 
 
Develop IT Disaster 
Recovery / Contingency 
Plan. 
 
Maintain Complete IT 
inventory and Asset 
management. 
 
Perform IT Security Audits 
(Accounts, System Access, 
System Harding). 
 
Ensure System Data 
(backups, restores, 
password protection, and 
encryption).  
 
Provide security training. 

 Over the past year NOVA has 
successfully completed 
several VCCS, VITA, APA 
and PCI Network 
audits/reviews and meet all of 
the ARMICS requirements 
and ISO 26000 requirements.  

 
 We have a full disaster 
recovery/contingency plan, 
COOP and IT inventory / 
asset management system 
that complies with COV IT 
requirements. IT Security has 
conducted several account 
audits over the past year to 
ensure access level, account 
status, and employment of all 
employees.  

 
 The college data is backed up 
regularly and encrypted and 
has been restored on a 
regular basis to ensure 
system integrity. 
 

Continue to work with the 
auditors to ensure NOVA 
is compliant and moves in 
the right direction with 
policies we need to put in 
place. Work on doing 
additional tests/audits 
throughout the year and 
make sure we are 
meeting the required 
audit requirements. 

Support College end-
users at Administration 
facilities at Annandale, 
faculty and staff at MEC 
and Pitney Bowes. 

Positive ratings from 
College staff, MEC, and 
Pitney Bowes IT users, 
and IT staff will occur. 
 
Improved operational 
coordination will occur. 

Restructure a number of 
administrative and support 
functions to increase 
organizational capacity, 
efficiency, and 
effectiveness to serve these 
users. 

Campus IT survey results 
through the Smartertrak 
system were again positive.  
The average response was 
raised from 4.3 to 4.7.  At the 
same time, the overall 
response rate also rose from 
2% to 7%.  The N= 275 
responses to 4,116 offers. 
 
Continued to further integrate 
functional activities between 
AN, MEC, PB.   Conducted 5 

Continue to look for ways 
to reduce redundancy 
and make the best use of 
talent across geographic 
boundaries.  Increase the 
survey frequency for 
closed tickets to 25% of 
all closed tickets to get 
more responses 
regarding the user 
experience. 
 
Continue to request 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

cross campus training events 
on classroom technology 
items (Sympodium, Clickers, 
MAC computers, Apple iOS, 
Crestron/Extron). 
 
Created 5 cross campus 
functional groups on the 
following topics: 
KACE management tools.  
Classroom presentation 
systems,   Classroom 
management software, Apple 
iPad learning carts. VDI 
image creation and 
management. 
 
AN campus was able to save 
2,200 dollars in screen 
inventory this year by using 
available items at MEC as the 
needs arose. 
 
PB and MEC were able to 
save $4,800 in computer 
purchases by using 6 
computer spares from AN 
inventory as machines at 
these locations failed.  
 
Added / Consolidated a 
number of IT units into one 
group when the move to 
Fairfax was completed to 
provide a better level of IT 
service for the Administrative 
campus. 

responses and contact 
from divisions and 
administration looking for 
opportunities to resolve 
issues and improve 
services. 
 
 
 
 
 
Continue these activities 
and grow the numbers of 
shared activities.  The 
KACE program, and 
Apple program have been 
incredibly successful for 
creating greater 
efficiencies between 
groups. 
 

Support the College 
Administration, Faculty, 
and Staff by providing 
Continuity of Operations 

Increased accessibility to 
critical college system will 
occur. 

Replicate critical system at 
the Manassas Campus 
providing greater up time, 
availability, and reliability 

The college has a DR site 
located in Manassas and all 
critical systems are replicated 
there several times a day. 

All critical systems are 
fully redundant in 
Manassas and we 
continue to add additional 
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and Disaster Recovery Most critical system has a 
redundant system in the DR 
site that are in a WARM start 
and can be switched to live 
within minutes.  

resources to eventually 
provide DR for all college 
systems located at 
NOVA. 

Operate the college 
emergency messaging 
systems to keep 
students, faculty, and 
staff informed during 
emergency and disaster 
situations. 

Message posting on 
multiple systems to 
provide maximum 
penetration in emergency 
message systems when 
used in emergencies will 
occur with 100% reliability. 

Test and expand, as 
appropriate, the digital 
signage system and work 
with vendors to maintain 
the appropriate text 
messaging system, PC 
Broadcast systems, IP 
Phone Broadcast system, 
and highway radio systems 
for use in emergencies. 

We have worked with 
Emergency Planning to train 
their users and develop 
testing procedures.  We are 
also implementing 
procedures to report bugs 
and system failures. 
 
Further improved connectivity 
to highway radio systems.  
Relocated one transmitter 
due to construction 
requirements and for better 
signal coverage. 
 
Multiple improvements have 
been made to the browser-
based applications the push 
alerts to LCD screens, 
computer workstations and 
desk phones.  Alerts are now 
sent simultaneously to all 
devices selected by the user. 

We will continue to test 
and monitor each 
notification system on a 
regular basis.  Ongoing 
research is being done to 
locate improved methods 
of communicating with 
staff and students. 

Expand use of document 
imaging and workflow. 

Document imaging system 
in the President’s suite 
and VP offices will be 
implemented. 
 
Document imaging system 
in other student-facing 
areas such as Veteran’s 
Affairs, Parking Services, 
etc will be implemented. 

Provide scanners, training, 
appropriate software setup, 
and follow-up for 
implementation. 
 
Consult with office 
managers, etc. to ensure 
that the proper workflows 
are created.  These 
workflows should be 
designed to streamline the 
flow and archival of 
documents. 

We have recently installed 
several additional scanners 
and implemented new 
workflows in several key 
departments. 
 
Conducted several high-level 
meetings with executive office 
personnel in order to 
determine the most functional 
workflow models possible. 
 
We have also been 

We are working with 
several departments to 
determine a “best 
practice” implementation 
plan that will allow 
divisions to transfer 
documents between them 
and their 
staff/departments. 
 
We are using these “best 
practices” to expand 
scanning beyond “records 
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with Targets Assessment Results Use of Results 

maintaining a list of the 
implementations that we are 
currently working on in an 
effort to better prioritize 
rollouts. 

retention” and to move us 
into the realm of paper 
reduction. 

Implementation of an 
automated student 
intake system. 

A software based system 
that can streamline the 
method in which students 
are handled when they 
visit various offices around 
the College in search of 
assistance will be created. 
 
Reporting on items such 
as reason for visit, length 
of visit, peak time, etc will 
be provided. 
 
An environment that is 
more friendly and helpful 
to the student will be 
created, and also reports 
that can help identify 
staffing requirements will 
be generated. 

Develop customized 
applications and interface 
with our existing 
ticketing/issue tracking 
system in order to control 
the workflow of student 
requests. 
 
Develop deployment plans 
for each campus. 
 
Train counselors on the use 
of the intake system and 
the ticketing/issue tracking 
system. 
 
Generate reports that 
accurately depict the 
student experience and 
provide certain insights into 
staffing requirements. 

Implemented the student 
intake system in Annandale 
as a pilot.  Staff and 
management were very 
involved in the development 
of the related procedures. 
 
After several months of 
testing and moderate system 
modification, the application 
was widely accepted and was 
also demonstrated to the 
other campuses for their 
consideration. 

We will continue to 
develop the Student 
Intake system based on 
feedback that we receive 
from the users. 
 
We also plan on 
completing the 
implementation to all 
campuses in various 
student-facing 
departments 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Instructional & Information Technology 

Sub-unit: Technology Applications Center 
 
PURPOSE STATEMENT: The primary purpose of the Technology Applications Center is to provide assistance to faculty and staff in selecting, developing, 
and producing modern, PC-based applications to improve teaching and learning; identify barriers to technology use and recommend realistic strategies for 
overcoming those barriers; support technology initiatives college-wide. 
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

Support the expansion and 
contribute to the Center for 
Excellence in Teaching 
and Learning (CETL), and 
expand technology-related 
professional development 
opportunities for faculty & 
staff focusing upon 
improving teaching and 
student success .To assist 
faculty and staff improve 
the quality of teaching and 
learning and contribute to 
NOVA being among the 
top community colleges in 
the use of instructional 
technology in the 
classroom. 

 

The number of TAC 
supported technology-
related training events will 
be increased. 
 
The use of instructional 
technology tools including 
Blackboard Collaborate, 
blogs, wikis, and podcasts 
will be increased. 
 
Increased participation in 
TAC-supported 
instructional technology 
training opportunities by 
10% will occur. 
 
The number of TAC-
supported instructional 
technology training 
opportunities will be 
increased by 10%. 

   Hire P14 and add 
additional TAC Mentors to 
increase offerings and 
reach more faculty.  

 
TAC staff will continue to 
participate in and provide 
support for CETL 
sponsored activities. 

 
Continue to offer existing 
training programs, and 
develop additional online 
short training courses, 
hybrid training courses, 
and online tutorials to 
meet the needs of those 
who cannot attend face-
to-face training. TAC will 
increase the offerings of 
face-to-face workshops on 
all of the campuses with 
the assistance of the TAC 
Faculty Mentors and the 
TAC full-time trainer. The 
TAC Faculty Mentors will 
survey their faculty and 
staff to identify their needs 
for the coming year.  
 

Hired P14. Working with 
Deans of Learning 
Technology to collaborate 
for more training offerings 
 
TAC Director served on 
Coordinator of CETL hiring 
committee. TAC Director 
serves on PUP Planning 
Committee. TAC staff 
assists with PUP 
conference. TAC presents 
at CETL Faculty 
Orientations, Faculty 
resource Fair and assists 
with Adjunct Day of 
Learning.  
 
Offered more virtual 
trainings to increase the 
number of trainings at all 
campuses. TAC Mentors 
assist with hybrid, 
Blackboard and 
Collaborate training. TAC 
Mentors took additional 
classes to improve the 
delivery of training 
programs. TAC worked 
with ELI to ensure ELI 

Proposals for additional 
P14s and TAC Mentors  
 
Continue to provide a 
robust schedule of training 
opportunities and 
alternative methods for 
participating in training –
including online tutorials.   
 
Collaborate with the Deans 
of Technology Resources 
to enhance training 
offerings and provide more 
time for development 
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Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

Continue to work with 
faculty and staff and 
CETL to increase the 
number using Blackboard, 
Blackboard Collaborate, 
and Web 2.0 tools 
effectively.   

 
Provide in-person and 
online training to support 
the upgrade of 
Blackboard. 

faculty meet requirements 
to teach online. TAC 
Created ELI Blackboard 
Primer for ELI faculty. 
 
Provided training via face-
to-face and online to 
support the Blackboard 9.1 
upgrade, Blackboard 
Collaborate and Hybrid 
Training.  

Implement and improve 
business continuity and 
disaster recovery plans to 
ensure the high availability, 
resiliency, reliability of 
enterprise services and 
certify that practices meet 
COV guidelines and 
standards. Special 
attention will be given to 
providing standards, 
training, and certification 
related to migrating college 
courses and instruction to 
the Web and to other 
modalities to insure 
continuity of the 
instructional program in the 
event of a disaster or 
pandemic event. 

Certify at least 75% of full-
time faculty as prepared to 
take their courses online in 
an emergency based on 
the approved certification 
criteria. 
 

Continue to provide 
training for full- and part-
time faculty to increase 
number who are 
Blackboard competent. 
 
Track all faculty who have 
achieved Blackboard 
competence. 

 

Currently 1,672 faculty 
were BB Competent 
through Summer 2013. 
 
  

Continue to increase the 
number of faculty 
Blackboard competent and 
increase the number of 
Web 2.0 tools available to 
the college in the event of 
a disaster.  

 
 
 
 
 
 
 
 
 



78 
 

COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods with 
Targets Assessment Results Use of Results 

Certify faculty to teach 
hybrid courses to insure 
quality courses. 

Certification of all faculty 
scheduled to teach hybrid 
courses.   

Continue to provide 
training for Hybrid 
Certification. 
 
Hire a P14 to assist with 
Course Reviews. 

Currently, 180 faculty are 
Hybrid Certified. 

Continue to offer classes 
face-to-face and virtually to 
increase the number of 
faculty hybrid certified. 
Continue to work with 
Deans to offer information 
regarding the hybrid 
training programs.  
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Institutional Advancement 

Sub-unit: Graphic Services, College Marketing, and Communications 
 
PURPOSE STATEMENT: The primary purpose of College Marketing and Communications is to provide the management and long-range planning 
necessary to move the College forward by ensuring that a consistent and positive image of the institution is projected through marketing, public 
information, and publications. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Publish high-quality 
communication materials 
that promote NOVA 
throughout the Northern 
Virginia area.  
 

NOVA will effectively 
communicate with 
prospective college 
students and the 
community. 

Track direct mail sent to 
promote the College 
throughout the Northern 
Virginia area. 

Post cards, letters, and 
brochures were mailed to 
high school seniors, their 
parents, and to transient 
students encouraging them 
to select NOVA for their 
educational needs. Post 
cards were mailed to all 
area residents promoting 
registration, guaranteed 
admission agreements, 
summer school options, 
and the transfer grant 
program. 

Target met.  
 
The response to the 
multiple mailings was 
positive and will continue 
to be implemented in the 
future. 

Ensure that new student 
applicants are informed of 
important dates, policies, 
and procedures. 

New student applicants will 
receive information on 
course registration and 
student orientation events. 
 

Update coordinated packet 
of informational materials 
each semester and send to 
all new student applicants. 
Include new information 
related to student success. 
 

Coordinated packet of 
informational materials 
was redesigned with a 
fresh look. Information was 
updated and expanded to 
include GPS for Success. 
Materials were sent to new 
student applicants 
throughout the year; post 
cards promoting 
orientation events were 
created and distributed 
both on campus and 
through the mail; ads 
promoting GPS and 
orientation were printed in 

Target met. 
 
Materials will continue to 
be used as a means to 
contact new students and 
promote student success. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

both the Schedule of 
Classes and College 
Catalog. 

Keep current students 
apprised of important 
dates, policies, 
procedures, and other 
relevant information. 

Current students will be 
encouraged to register for 
classes and take 
advantage of student 
services offered on 
campus. 

Produce materials 
promoting registration, 
academic advising, and 
other student services on 
campus. 

Posters promoting 
registration and academic 
advising were created and 
posted on campus. 

Target met. 
 
A new poster promoting 
Saturday registration dates 
is in production. 

Develop and maintain a 
set of print materials used 
to enhance outreach in the 
northern Virginia area. 
 

Residents of Northern 
Virginia will have greater 
awareness of the College 
and its curriculum, 
programs, and services. 

NOVA Graphics helped to 
create and implement a 
campaign promoting 
NOVA’s guaranteed 
admission agreements. 
 
 
 
 
 

The slogan “Come to 
NOVA first. Finish at the 
university of your choice.” 
was branded visually in 
coordination with NOVA’s 
commercial promoting 
Guaranteed Admission 
Agreements. Posters, 
billboard signs, retractable 
banners, and promotional 
items were created, 
produced, and distributed. 
Post cards and advertising 
materials were updated to 
include the new look and 
slogan. 

Target met. 
 
Slogan and Guaranteed 
Admission Agreement 
visuals will continue to be 
used and promoted. 
 
 

Strengthen NOVA’s brand 
to the public and protect 
NOVA’s brand by 
regulating identity 
guidelines. 

The NOVA community will 
be aware of NOVA’s visual 
identity guidelines and 
regulations concerning 
usage. 

Increase information 
available on the NOVA 
Graphics website and 
number of photographs 
available through the 
online photo library. 

The NOVA Graphics 
website was updated on a 
regular basis. A new 
publication family, 
Resources, was created 
and expanded. New 
photos were made 
available on a regular 
basis. A NOVA Graphics 
Style and Procedure 
Manual is being 
formulated. 

Target met.  
 
Publication families will 
continue to be evaluated, 
updated, and 
implemented. The NOVA 
Graphics Style and 
Procedures Manuel will be 
completed and distributed. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Institutional Advancement 

Sub-unit: Call Center 
 
PURPOSE STATEMENT: The primary purpose of College Marketing and Communications is to provide the management and long-range planning 
necessary to move the College forward by ensuring that a consistent and positive image of the institution is projected through marketing, public 
information, and publications. 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Be the main point of 
contact for College general 
information for internal & 
external customers. 

All incoming calls to 
campus information lines 
are answered by the 
College Call Center. 
 
Call Center main number 
is published in all 
advertising & promotional 
mediums including radio, 
print and web. 
 
Deliver College closings 
and emergency/crisis 
information quickly & 
accurately via phone, chat 
& email. 

Maintain convenient 
business hours within the 
Call Center, including 
Saturdays, to ensure wide 
availability. 
 
Provide multiple channels 
of communication via 
phone and web 
communications. 
 
Maintain an open line of 
communication with upper 
management & emergency 
personnel via work, cell 
phone and emails. 

The Call Center provides 
extended hours for peak 
registration. 
 
All campus main lines are 
answered at the Call 
Center. The Call Center 
responds to customers via 
phone, online chat, web 
mail and snail mail. 
 
The Call Center main 
number was published in 
all advertising and 
promotional media. 
 
A clear and open line of 
communication with 
management and 
emergency personnel is 
utilized and maintained.   
 
A Crisis Communication 
guide was created by the 
College Marketing & 
Communications unit and 
distributed to all key 
personnel. 
 
 

The Call Center will 
continue efforts to remain 
flexible to the needs of 
internal and external 
customers in the following 
ways: 
• Ensuring Call Center 

business hours are 
conveniently available; 

• Ensuring that all 
communication 
channels are 
maintained and 
available; 

• Continued promotion 
of Call Center main 
number on all NOVA 
advertising materials; 
and 

• Keeping 
communication lines 
open between upper 
management and 
emergency personnel 
and utilizing the Crisis 
Communication guide. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Provide high-quality 
customer service by 
providing timely and 
accurate responses to 
inquiries by phone and 
electronically from NOVA’s 
many and varied 
constituencies (including 
internal & external 
customers). 

All incoming inquiries are 
answered in a timely 
manner by Call Center 
staff 
 
High first call resolution 
(FCR) rate: 75% to 80% of 
all inquiries are handled by 
Call Center staff without 
transfer to other NOVA 
offices. 
 
All phone calls and online 
chats are initially answered 
in 35 seconds or less. 
 
At least 95% of all phone 
calls are logged with 
specific information. 
 
All web emails are 
answered within 4 hours. 
 
All mail requests for 
College materials received 
during business hours are 
fulfilled within 24 hours or 
less. 

Track call data provided 
through Cisco Automated 
Call Distribution (ACD) 
system. 
 
Track and analyze online 
chat and email data via the 
Smarter Track system. 
 
Maintain regular contact 
with key student services 
department heads to 
remain current on process 
and procedural changes. 
 
Track all phone call 
inquiries received by 
capturing type of caller, 
reason for call, and 
outcome of call using 
Access database. 
 
Track all requests for 
College materials via an 
Excel spreadsheet which 
captures date of receipt for 
requests and fulfillment. 
 
Maintain a current internal 
directory list of all campus 
and administrative 
departments’ hours and 
phone numbers.  This 
document is emailed 
monthly to key campus 
department heads for 
updates. 

All inquiries via phone and 
electronically are 
answered in a timely 
manner, with an average 
response time for phone 
and online chats of 38 
seconds and 51 seconds 
respectively.  
 
Online chats had a high 
response time due to 
ongoing technical issues 
with Smarter Track 
application. 
 
Average response time to 
web emails was 4 hours 
and 40 minutes. 
 
Average first call resolution 
for phone inquiries for both 
non-peak and peak 
registration period was 
75%. 
 
Receipt of mail requests 
was tracked; however, 
process was not in place 
to accurately track 
turnaround time in fulfilling 
requests.  
 
An internal Call Center 
directory of all campus and 
administrative contact info 
and operational data is 
sent out to key department 
heads on a monthly basis 
to capture all relevant 
updates. 

Continued efforts to 
consistently and effectively 
provide timely response to 
all inquiries received via all 
communication channels. 
 
Maintain current average 
response times for all 
communication channels 
to include: 
• Phone calls- within 35 

seconds or less 
• Web emails- decrease 

response time to 4 
hours or less 

• Online chats- within 35 
seconds or less.  

 
Work with IT project 
management regarding 
ongoing technical issues 
with the response time of 
online chats. 
 
Over 95% of all phone 
calls received are logged 
in call logging Access 
database daily. 
 
Implement a process to 
track actual turnaround 
time of fulfilling mail 
requests, with the goal of 
an average fulfillment time 
for all mail requests of 
within 24 hours. 
Consistently achieve FCR 
rate of 75% to 80% of all 
inquiries handled by Call 
Center without transfer to 
other NOVA offices. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Provide a consistently high 
level of efficiency and 
effectiveness in service. 

The Call Center will 
perform above industry 
benchmarks in call service 
levels, i.e. 80% of all calls 
received are answered 
within 20 seconds or less, 
an abandonment rate of 
5% or less, average speed 
of answer of 35 seconds or 
less. 
 
Maintain an overall 
customer satisfaction 
average of 90% or higher 
for phone and electronic 
services. 
 
Perform above industry 
benchmarks in electronic 
communications (e.g., 
response time for initial 
chats are 30 seconds or 
less, etc.). 
 

Maintain a robust call and 
computer tracking system 
to monitor day to day calls 
handled by each agent. 
 
Maintain a robust online 
chat and email system to 
analyze and forecast 
workforce needs. 
 
Conduct weekly and 
monthly Call Center 
coaching and trainings as 
needed with individual 
agents and team. 
 
Conduct three annual staff 
trainings that include key 
department heads in 
Student Services and 
Financial Aid. 
 
Provide post customer 
satisfaction surveys after 
each web email and online 
chat session to each user 
 

Monitored day to day 
phone calls handled by all 
agents using Call Rex, a 
call and computer tracking 
application. 
 
Online chats and emails 
were tracked, analyzed, 
users surveyed and 
workflow forecasted using 
Smarter Track application. 
 
Weekly and monthly Call 
Center trainings are 
provided to lead team 
leads and regular staff. 
 
Daily coaching and 
feedback is provided 
individually. 
 
Two key staff trainings 
were conducted during this 
period which included a 
representative from 
Student Services, 
Financial Aid, as well as a 
Saturday training focused 
on peak registration 
readiness and quality 
service. 
 
Overall satisfaction 
average for customers 
who utilized web email and 
online chat service was 
87%. 

Will continue efforts to 
provide 
• Regular coaching & 

feedback to agents 
individually and as a 
team. 

• Monthly customer 
satisfaction surveys to 
all users of web emails 
and online chat service. 

 

Continually assess the Call 
Center’s overall efficiency 
& effectiveness. 
 

Perform at or above 
industry benchmarks in the 
education sector, thereby 
demonstrating efficiency & 

Evaluation of all 2011 call 
center data from the Cisco 
Automated Call 
Distribution reports (Note: 

The Call Center earned 
Center of Excellence 
award for the third time 
demonstrating the unit 

The Call Center will 
continue to be assessed 
every two years by 
Benchmark Portal to 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

 effectiveness in call center 
operations. 
 
 

part of 2012 data was lost 
due to ACD technical 
malfunction & upgrade). 
 
Assessment done virtually 
by auditor to review 
performance data and rate 
Call Center on telephone, 
email and online chat. 
 
Conduct a customer 
satisfaction survey of 100 
recent callers to the Call 
Center by Benchmark 
Portal. 
 
Conduct an agent 
satisfaction survey of Call 
Center staff by Benchmark 
Portal. 
 
Identify & analyze Call 
Center business 
processes and policies. 
 
Call Center efficiency 
indicators include: average 
talk time, turnover of full 
time agents, cost per call & 
inbound calls handled per 
agent per hour.  
 
Call Center effectiveness 
indicators include: average 
hold time, transfer rate, 
average time in queue, 
first call resolution rate, 
and average calls 
abandoned. 

perform efficiently and 
effectively during the 
period assessed. 
 
Out of 100 recent 
(conducted June 2013) 
callers to the Call Center 
who were surveyed, 91% 
rated their overall 
experience as very 
satisfied or satisfied. 
 
After surveying all 
representatives in the Call 
Center, 86% stated they 
were very satisfied or 
satisfied with their job. 

ensure efficient & effective 
service is being provided. 
Data will be submitted 
electronically from 
management to 
Benchmark Portal at 
assigned periods to ensure 
timely assessment. The 
assessments will include 
quantitative and qualitative 
measurements. 



85 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Support enrollment and 
student success goals 
through proactive 
customer service 
strategies and directing 
inbound and outbound 
personalized 
communications. 
 

The Call Center will 
decrease the gap between 
new applicants and non-
enrollees and improve the 
user experience on the 
College website. 
 

Conduct phone surveys for 
OIR unit which involves 
contacting prospective, 
current and former 
students regarding their 
admission, registration and 
financial aid experience at 
the College. 
 
Collaborate with key 
student services 
department heads to 
resolve student complaints 
received at the Call 
Center. 
 
Proactively submit errors 
or technical difficulties with 
College website to Web 
Services unit. 
 
Provide quarterly feedback 
to the Web Services unit 
and upper management 
regarding frequently asked 
questions received from 
College website visitors, 
emails and online chat. 

Several phone surveys 
were conducted for the 
OIR unit to determine 
reasons for students’ non-
enrollment, non-payment 
and failure to utilize 
financial aid. Additional 
information was provided 
to assist in enrollment and 
recruitment of those 
surveyed. 
 
Collaboration with key 
student services 
departments is conducted 
to assist with student 
inquiries, complaints, and 
to obtain regular updates 
on program and process 
changes. 
 
Quarterly feedback is 
provided on internal and 
external inquiries and 
questions received via 
email, website and online 
chat. 

Continue efforts to learn 
and respond to factors 
affecting non-enrollment 
after application to 
College. 
 
Continue to collaborate 
with key student services 
departments, specifically 
Financial Aid, Admissions 
& Records, and Business 
Offices to effectively assist 
students. 
 
Maintain regular delivery of 
FAQs from internal and 
external customers via the 
website, emails, and online 
chat to the Web Design 
unit and senior 
management. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Institutional Research, Planning, and Assessment 

Sub-unit: Institutional Research 
 

PURPOSE STATEMENT: The purpose of the Office of Institutional Research, Planning, and Assessment is to conduct analytical studies and provide 
information in support of institutional planning, policy formulation and decision making.  In addition, the office provides leadership and support in research 
related activities to members of the NOVA community engaged in planning and evaluating the institution’s success in accomplishing its mission. 
 
COLLEGE STRATEGIC GOAL: STUDENT SUCCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Gather and analyze the 
data to help evaluate the 
success outcomes of 
course redesign initiative. 

NOVA educators, ATD 
task force and Math 
redesign group will have 
access to data to evaluate 
effectiveness of Math 
redesign. 
 

Quality of data report. 
 
Target: Data reports will 
be created on redesigned 
math courses for Spring 
2012 and Fall 2012. 

Data was processed to 
look at enrollment and 
student success in 
redesigned Math in 
comparison with traditional 
developmental Math for 
Spring 2012 and Fall 2012.  

Target met. The data 
served as a decision-
making tool for 
administrators for the 
purpose of evaluating the 
project and making 
improvements.   Reporting 
will continue on a semester 
by semester basis. 

Gather and analyze the 
data to help evaluate the 
success outcomes of first-
time students, particularly 
that of disadvantaged/ at-
risk students.  

NOVA educators will have 
access to data to evaluate 
the Achieving the Dream 
initiatives and make 
informed policy decisions 
about student success. 
 
 
 

Quality and diversity of 
data reports. 
 
Target: ATD data reports 
will be created for various 
ATD initiatives such as 
NSO, SOAR, SDV and 
Developmental Courses 
for Fall 2012.   

Data was processed and 
reports prepared for 
NSO/SOAR and SDV. The 
data compared the 
success outcomes of 
students participating in 
these initiatives with other 
first-time to NOVA cohort. 
Reports show trends in 
retention rates, success 
rates for these students.  

Target met. The data 
provided a decision-
making tool to 
administrators for the 
purpose of improving 
student success outcomes. 
Reporting will continue on 
a semester by semester 
basis.  

Support special initiatives 
by processing, analyzing, 
and providing the data 
required to start the 
projects and to assess the  
effectiveness of the project 
at the end of the semester.   

Mentoring project team will 
be provided random 
sample of students (drawn 
from the population of 
NOVA students who meet 
the project parameters) to 
commence the project for 
Fall 2012 and Spring 2013. 
Data will be provided to 
evaluate outcomes of 

1. Quality of reporting. 
 
Target: Experimental and 
control groups will be 
created and the list sent to 
the mentoring team at the 
beginning of Fall 2012 and 
Spring 2013 semesters.  At 
the end of Fall 2012 and 
Spring 2013, data will be 

Random sample of 
students was generated at 
the beginning of Fall 2012 
and Spring 2013 to create 
a list of potential mentees 
(and control group) and 
sent to the mentoring 
team. Data is being 
processed to compare the 
mentored students’ 

Target met. To better 
compile and track the 
project data a single 
person needs to be 
assigned the responsibility 
of gathering the data and 
transmit it between OIR 
and the mentoring team. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

mentored students in 
relation to the comparable 
group (control group) that 
was not mentored.  
 
Data will be provided for 
the GPS for success 
initiative to help the task 
force evaluate their pilot 
implementation, make 
improvements, and 
prepare for full 
implementation of the 
initiative. 

analyzed to compare 
demographics and 
success outcomes of 
mentored students with 
that of the control group. 
 
2. Availability and quality of 
data. 
 
Target: Data on GPS 
population, their program 
enrollment, retention, and 
GPA will be provided. 

outcomes with that of the 
control group.  
 
Student list and student 
outcomes data for the GPS 
population was provided 
for Fall 2012 semester, 
along with baseline data 
from previous semesters. 

Collect and analyze data to 
explore student 
engagement and help 
identify areas that need 
attention to improve 
student outcomes. 

Survey of Entering Student 
Engagement (SENSE) will 
be administered in Fall 
2012 and data will be 
processed and reports 
generated (in addition to 
the overall data and 
reports obtained from 
CCCSE). This will enable 
the college to evaluate 
student engagement and 
there by improve student 
success outcomes. 

Survey administration and 
quality of reporting. 
 
Target: Completion of 
survey administration and 
analysis and reporting of 
SENSE data. 
 

Survey was administered 
to selected sample of 
NOVA students and 
analyses were carried out 
and presented in the form 
of reports for use by the 
College to assess student 
engagement. Overall, five 
reports were generated for 
this project. 

Target met. Surveying and 
reporting will continue.  

 
 
COLLEGE STRATEGIC GOAL: STUDENT ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Provide data, targets, and 
research on NOVA 
enrollment. 

Administrators involved in 
high school outreach 
programs will have data to 
measure the effectiveness 
of NOVA high school 
efforts. 

Availability of reports. 
 
Target: Reports are 
generated regularly to 
monitor enrollment growth 
trends for Summer 2012, 
Fall 2012 and Spring 2013. 
In addition, College 

The reports were generated 
regularly and used by the 
higher administration to 
evaluate enrollment growth 
trends for this student 
population at NOVA and 
also used by the high 
school outreach programs 

Target met. Reporting will 
continue.  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Readiness reports are 
generated. 

to improve their outreach 
efforts. College Readiness 
data was generated for Fall 
2012 and reports prepared. 

Campuses will have 
achievable enrollment 
targets to guide their 
efforts based on OIR 
enrollment projections. 

Availability of reports. 
 
Targets: Enrollment 
planning reports generated 
for 2013-14.  

Generated Enrollment 
Planning by Campus and 
Division: 2013-14 report to 
set target FTES for the 
upcoming 2013-14 AY. This 
served as baseline data for 
monitoring enrollment 
during next year.  
The data was distributed for 
use by the Administrative 
Council and Academic 
Deans, and the report was 
published on OIR website. 

Target met. Reporting will 
continue.  

Administrative Council will 
have data on daily 
enrollment to continuously 
track the current 
enrollments with respect to 
the previous year’s 
enrollment. 

Availability and distribution 
of reports. 
 
Targets: Daily enrollment 
reports are generated and 
distributed for use by 
Administrative Council and 
other stakeholders.  

Daily enrollment reports 
were generated on a daily 
basis and shared regularly 
with the Administrative 
Council members and 
presented at each 
Administrative Council 
meeting. It was also 
periodically shared with the 
broader college community 
which included deans, 
registrars, and directors. 

Target met. The results 
prompted further research 
into reasons for the lack 
of expected enrollment 
growth. 

 Campuses will have 
enrollment trend data to 
compare enrollments over 
the last five years. 

Availability and scope of 
the reports. 
 
Target: data will be 
analyzed and a report 
prepared on five-year 
enrollment trend by 
campus. Data will be 
disaggregated by factors 
useful to evaluate the 
enrollment trends. 

Enrollment Trend Analysis: 
2007-08 to 2011-12 report 
was prepared for use by the 
NOVA campuses and 
higher administration. Data 
was disaggregated by 
aspects such as student 
groups (e.g., Adult, 
Evening, International) 
discipline, session, class 
day and time etc. to 
facilitate analysis of the 

Target Met. Considering 
the usefulness of the 
data, the decision was 
made to continue 
reporting five-year 
enrollment trends 
periodically. 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

enrollment trends. Further, 
data was presented by 
campus, so each campus 
could focus on its specific 
data when required. 

 Campuses will have data 
on course enrollment and 
seat utilization so they can 
assess enrollment trends 
and explore seat fill ratios 
and course demand.  

Availability of data.  
 
Target: Data report on 
enrollment and seat 
utilization by discipline, 
course, and sections. 

Enrollment and seat 
utilization data was 
analyzed for Fall 2012 and 
presented to the 
Administrative Council.  

Target Met. In the future, 
the data will be presented 
more concisely for easier 
interpretation.  

Track student movement to 
other colleges/universities.   

NOVA administrators and 
faculty will have a profile of 
students who transfer out 
and have better 
understanding of where 
they go after leaving NOVA 
and their success at the 
transfer institutions.   

Quality and scope of data. 
 
Target: Data reports and 
presentations are prepared 
on transfer rates by factors 
such as enrollment status 
at NOVA, degree status, 
degree type, time to 
transfer, attainment of 
degree at transfer 
institution etc.  

The data on transfer trends 
were presented at several 
Administrative Council 
meetings and reports 
published on the OIR 
website e.g., Transfer 
Trends: Fall 2007 through 
Fall 2011, NOVA Transfer 
Student Completion Rates 
at Virginia Public Four-Year 
Institutions. 

Target met. OIR will 
continue to track transfer 
data. 

 
 
COLLEGE STRATEGIC GOAL: TEACHING AND LEARNING 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Provide data to help the 
College evaluate and 
promote faculty diversity 
and teaching excellence. 

Higher administration will 
have data on NOVA 
faculty race/ethnicity 
composition for all the 
campuses. 

Availability of report. 
 
Target: Data and reports 
are prepared on faculty 
diversity for Fall 2012 
semester and comparison 
are done with similar data 
from previous semesters.   

Faculty Diversity by 
Campus: Fall 2008 to Fall 
2012 report was prepared, 
published, and presented 
at an Administrative 
Council meeting.  

Target Met. Based on the 
results, the higher 
administration felt that the 
College was making good 
progress on improving its 
faculty diversity. OIR will 
continue reporting this 
data on a yearly basis. 

Data on teaching load of 
full-time vs. the part-time 
faculty will be provided to 
help the college track its 
progress towards the goal 

Availability of data and 
report. 
 
Target: Availability of the 
data as part of the 

The data on faculty 
distribution, credits hours 
taught by full-time vs. part-
time faculty 
(disaggregated by campus 

Target Met. Reporting will 
continue.  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

to increase the proportion 
of credit hours being 
taught by full-time faculty.  

Selected Trend report.  and discipline) was made 
available as part of the 
Selected Trend Data on 
Disciplines: Fall 2008 to 
Fall 2012 report.  

Provide data to help the 
college develop and offer 
new programs that are 
responsive  
to and supportive of the 
region’s knowledge-based 
economy. 

Data will be reported on 
anticipated growth of 
industries, occupations, 
and staffing patterns within 
NOVA service areas. 

Availability and scope of 
the reports. 
 
Target: Reports are 
prepared on the top 
growing industries in 
NOVA’s service area with 
information about the top 
10 projected occupations 
for each industry. For each 
occupation, provide 
information on the regional 
breakdown of jobs, 
national educational 
attainment levels within 
the occupation, and 
related educational 
program completions in 
the region and at NOVA. 

Data and reports were 
prepared and shared with 
higher administration. 
Eleven different reports 
were prepared – one 
summary report and one 
report each for the top 10 
industries. 

Target Met. Reporting will 
continue.  

 
 
COLLEGE STRATEGIC GOAL: EXCELLENCE  
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Publish annual reports that 
are used by college faculty 
and staff and other internal 
and external stakeholders 
as a source of data on 
general and some specific 
college statistics. 

College faculty and staff 
and other internal and 
external stakeholders will 
have access to the Fact 
book, Selected Trend 
report, and Indicators of 
Institutional Effectiveness 
report in a timely manner. 

List of annual published 
reports 
 
Target: Fact Book, 
Indicators of Institutional 
Effectiveness data, 
Selected Trends data are 
prepared and available. 

The Fact Book was 
published for 2012-13. 
Selected trend data was 
generated for Fall 2012 
and posted online. 
Compiled detailed tables 
for 2011-12 indicators 
such as headcount, FTES, 
enrollment of dual-enrolled 
and recent high school 
graduates, and continuing 

Target met. Reporting will 
continue.  
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education students. 
Graduate report (number 
of graduates by program 
and specialization) was 
generated for 2012-13. 
Data processing for Fact 
Sheet for 2012-2013 is 
underway. 

Collect and disseminate 
data on students’ 
satisfaction with various 
college non-academic 
services and help the 
concerned departments 
improve their services.  

The various non-academic 
departments will have 
student feedback on the 
services they provide to 
the students. 

Successful administration 
of the Customer 
Satisfaction survey and 
availability of data and 
reports on student 
feedback. 
 
Target: Collect and 
analyze student 
satisfaction data and 
generate reports to share 
with the college 
administration and the 
non-academic 
departments at NOVA. 

Customer satisfaction 
survey was administered 
to NOVA students in Fall 
2012 and results for the 
top five most used non-
academic offices was 
presented to the NOVA’s 
Administrative Council. In 
addition, reports were 
prepared for individual 
departments like Testing 
Center, Financial Aid 
office, NOVA police, etc. to 
inform them about the 
level of student 
satisfaction the students 
had with their services. 

Target Met. Reporting will 
continue on a periodic 
basis.       

 
 
COLLEGE STRATEGIC GOAL: LEADERSHIP 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results  Use of Results 

Help NOVA position itself 
as a national leader for the 
college completion goals 
and policy dialogue. 

Presentations and reports 
will be prepared to 
showcase and share 
NOVA data with other 
institutions, at national, 
regional, and local 
conferences and 
meetings, and assist 
institutions in learning 
NOVA’s student success 
initiatives. When needed, 
OIR will assist them in 

Availability of data and 
reports. Presentations at 
conferences. 
 
Target: Data and reports 
will be prepared and 
presentations made on the 
various ATD initiatives, 
e.g., developmental math 
redesign, policy changes, 
etc. Additionally, NOVA 
will secure Leader College 

Presentations have been 
done on topics like 
Developmental Math 
Redesign, Mandating 
Policies, and Role of OIR 
in Students Success at 
several national 
conferences, e.g., at the 
ATD DREAM conference, 
Math Technology Pioneers 
Meeting (2012), National 
Association for 

Target Met. Presentations 
and reporting will continue.  
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implementing the 
initiatives at their own 
institutions. 

recertification in 2012. Developmental Education 
(2012), etc. The 
information was also 
shared in meetings hosted 
for visitors from other 
institutions (and research 
groups) interested in 
learning NOVA’s student 
success initiatives and 
possibly modeling NOVA.  
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Institutional Research, Planning, and Assessment 

Sub-unit: College Planning 
 
UNIT PURPOSE STATEMENT: The purpose of the Office of Institutional Research, Planning, and Assessment is to conduct analytical studies 
and provide information in support of institutional planning, policy formulation, and decision making. In addition, the office provides leadership and 
support in research-related activities to members of the NOVA community engaged in planning and evaluating the institution’s success in 
accomplishing its mission.  

 
COLLEGE STRATEGIC GOAL: EXCELLENCE 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Improve the efficiency and 
effectiveness of the annual 
planning and evaluation 
process. 

OIR will be able to identify 
which areas of the 
planning process need 
improvement, more 
guidance, and training. 
 
Units will receive useful 
feedback on how to 
improve the reporting of 
their annual planning and 
evaluation process. 
 

Method: Review of annual 
planning and evaluation 
reports. 
 
Target: Collect data on the 
annual planning and 
evaluation submission 
rate, types of evaluation 
methods utilized by units, 
and ways results have 
been used to improve 
expected outcomes. 
 

A review of annual 
planning and evaluation 
reports identified an 81% 
submission rate for units 
and campuses for the 
2012-13 evaluation cycle.  

OIR staff reviewed data 
collected from the 2012-13 
annual planning and 
evaluation reports to verify 
that evaluation results 
were used to make 
improvements. 
 
Email reminders to submit 
reports were sent to all 
units and campuses at 
various times throughout 
the cycle. OIR has planned 
to continually monitor 
submission rates. 

Ensure that NOVA’s 
strategic plan is 
appropriately integrated 
into the administrative 
units. 

Each administrative unit 
and campus will have a 
plan with annual goals that 
reflects the college’s 
strategic goals. 

Review of 2012-13 report 
submissions. 
 
Target: 100% of units link 
their unit goals with 
college-wide strategic 
goals. 

All units that submitted 
reports successfully linked 
their unit goals with the 
college-wide strategic 
goals. 

Review of report 
submissions showed that 
units continue to link unit 
goals with college-wide 
strategic goals. Monitoring 
will continue.  
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Assist campuses and 
administrative units with 
evaluating consistently and 
meeting annually all the 
reporting requirements. 

The campuses and 
administrative units will 
report on the key 
components of the annual 
planning and evaluation 
process in their 2012-13 
annual reports. 

Review of report 
submissions. 
 
Target: 100% alignment of 
unit goals, expected 
outcomes, evaluation 
methods, evaluation 
results, and use of results 
for every report entry. 

All units that submitted 
reports for 2012-13 
included the key 
components of annual 
planning and evaluation 
and were aligned. 
 
Use of the template for 
report submission is an 
area for improvement. 

Alignment of entries in the 
annual planning and 
evaluation reports has 
improved. The template for 
submission of annual 
planning and evaluation 
reports, originally 
developed during the 
2011-12 cycle, was shared 
with units and sub-units. 
More units have used the 
revised template however 
a few reports were 
submitted with the older 
version. OIR has planned 
to continue to share the 
revised template with units 
and emphasize the use of 
it. 
 
In communication with 
units and sub-units, 
resources such as the 
handbook, Annual 
Planning and Evaluation: A 
Guide to Campuses and 
Units, were shared, as well 
as other resources such as 
PowerPoint Presentations 
and links to additional 
helpful information on the 
OIR website. 
 
In an effort to ensure that 
individuals who coordinate 
the APER process for their 
units and campuses are 
prepared for the task, OIR 
met with one such person 
regarding the APER 
process and report-writing 
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Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

elements. Both the OIR 
staff and the APER 
coordinator found the 
meeting to be beneficial, 
and OIR plans to meet with 
additional coordinators in 
the coming year. 

Provide current, useful, 
and accurate information in 
support of institutional 
planning, policy formation, 
and decision making. 

Policy and decision 
makers will have updated 
data, research reports, and 
policy briefs available to 
them on the OIR College 
Planning website to assist 
with making informed and 
data-driven decisions. 

Checklist 
 
Target: The following 
checklist must be 
completed before units 
submit their first report 
draft: 
• NOVA’s Mission 

Statement and Strategic 
Goals 

• NOVA’s Strategic Vision 
2015: Gateway to the 
American Dream 

• NOVA Goals 
• Virginia Community 

College System (VCCS) 
Strategic Plan 

• NOVA President’s Goals 
Supporting Achieve 2015 

• Annual Planning and 
Evaluation Process 

• Planning Units and Sub-
units 

• Annual Planning and 
Evaluation Cycles 

• Unit Planning and 
Evaluation Working 
Group 

Planning documents were 
updated with the latest 
versions available. 

College Planning 
continues planned 
improvements to methods 
for ensuring current 
documents are available 
on the website. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Office of Institutional Research, Planning, and Assessment 

Sub-unit: Academic Assessment 
 
PURPOSE STATEMENT: The Office of Institutional Research, Planning, and Assessment provides leadership and support in research, planning and 
assessment to members of the NOVA community engaged in planning and evaluating the institution's success in accomplishing its mission. 
 
COLLEGE STRATEGIC GOAL: TEACHING AND LEARNING  
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Continue to establish a 
culture of assessment at 
the College. 

More faculty/staff will be 
involved with assessing 
student learning. 
 

Providing training to 
faculty/staff on SLOs 
and/or assessment. 
Additions to structure for 
assessing SLOs. 
 
Target: Continued 
progress in supporting 
the expansion of the 
knowledge base and 
involvement of 
faculty/staff.  

Throughout Fall 2012 and 
spring 2013, Academic 
Assessment provided 
workshops across the 
College. In Fall 2012, the 
SLO Specialist provided 
workshops on developing 
rubrics and classroom 
assessment techniques 
(CATs), approximately 40 
faculty attended these 
sessions. In Spring 2013, the 
SLO Specialist and Director 
of Academic Assessment 
developed a series of 
workshops to address the 
entire assessment process. A 
total of ten sessions were 
offered with 94 attendees. 
With two staff members, 
Academic Assessment was 
able to present two 
workshops at the January 
2013 Power Up Your 
Pedagogy (one on CATs and 
the other on aligning test 
items with course objectives). 
For those two workshops, 
there were 45 attendees, an 
increase from approximately 
20-25 the year before.  

Based on attendance and 
feedback provided from 
the Administrative Council 
and faculty, Academic 
Assessment expanded its 
workshop offerings from 
Fall 2012 to Spring 2013. 
With the additional 
workshops in Spring 2013, 
attendance increased 
(almost doubled from Fall 
2012), as did attendance 
for PUP presentations. 
Moreover, most of the 
faculty attending the 
workshops were not SLO 
Lead Faculty, who should 
already be familiar with 
SLOs. Based on 
attendance sheets, about 
seventy percent of the 
attendees were general 
faculty (including full- and 
part-time faculty), 
indicating that in general, 
many of the faculty 
attending were new to the 
SLO process. 
After the provosts and 
deans became more 
involved in the assessment 
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The Director of Academic 
Assessment was invited to 
speak at events to educate 
faculty/staff about 
assessment, including 
Orientation for New Faculty in 
Spring 2013 and at training 
for Counselors in Spring 
2013. Academic Assessment, 
along with the two other sub-
units of OIRPA, was also part 
of a Faculty Resource fair in 
Fall 2012. 
2012-13 was the first 
complete year of having 
provosts (and deans) more 
involved in the 
communication and 
submission processes. The 
College continued to 
enhance the structure of 
faculty involvement for SLOs. 
A work group was developed 
to address the responsibilities 
of assistant deans/program 
heads. SLOs were included 
in the list for those acting as 
cluster chair.  
As a result of increased 
resources available to 
faculty/staff and faculty/staff 
involvement (such as 
provosts, deans, and 
assistant deans), the target 
was met.  

process, both the number 
of Annual Planning and 
Evaluation Reports 
submitted in a timely 
manner and the quality of 
these reports increased. 
Based on the improved 
Annual Planning and 
Evaluation Reports, the 
Administrative Council 
voted in Spring 2013 to 
keep the SLO 
communication structure of 
provosts communicating 
with and submitting 
materials to the VP of 
IRPA. Additionally, the 
work group on assistant 
deans has continued to 
make progress and should 
finalize their work this year. 
 

Assessment efforts will 
continue to improve. 

IE audit of Annual 
Planning and Evaluation 
Reports for Instructional 
Programs. 
Target: there will be an 
improvement in the 

After instructional programs 
submitted their Annual 
Planning and Evaluation 
Reports in Fall 2012, 
Academic Assessment 
conducted an IE audit for 

In 2011-12, Academic 
Assessment had instituted 
several new deliverables. 
Regarding Annual 
Planning and Evaluation 
Reports, the Administrative 
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submission rate and 
quality of Annual 
Planning and Evaluation 
Reports from the previous 
year. 

those programs. The audit 
was shared with the 
Administrative Council. 
As with the two previous 
years, there was 100% 
submission rate for all 
instructional programs.  
The average rubric score 
continued to increase (on a 
rubric with a 4-point scale): 
 

Year Rubric 
Score 

2011-12 3.8 
2010-11 3.5 
2009-10 3.4 

 
Evidence from IE the audit 
demonstrates that this target 
was met. 

Council determined that 
the Spring deadline did not 
add much to the 
effectiveness of the reports 
and decided to remove it 
from the calendar for the 
2012-13 reports. 
In order to help programs 
better describe how they 
are using results of 
assessments to improve 
student learning, Academic 
Assessment provided 
approx. 20 example 
entries, covering a variety 
of ways programs can use 
results to improve student 
learning.  
 
To help programs 
understand the reporting 
process better, Academic 
Assessment offered 
workshops on closing the 
loop in Spring 2013. This 
workshop addressed 
working with analysis and 
reporting. 
 
The results of the IE audit 
were included in NOVA’s 
follow-up report to 
SACSCOC. 
 
The IE audit has been 
scheduled to be updated 
annually. 

Contribute to NOVA’s 
efforts to receive 
reaffirmation of its 
accreditation from 

NOVA will provide 
appropriate reporting and 
documentation to meet 
SACSCOC IE 

A satisfactory result from 
SACSCOC. 
 
Target: No or minimal 

After receiving a 
recommendation for CS 
3.3.1.1 in Nov. 2011, NOVA 
instituted considerable 

OIR was able to provide 
extensive documentation 
to SACSCOC for the April 
2013 report demonstrating 



99 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

SACSCOC. requirements. recommendations related 
to IE. 

changes to address this. OIR 
submitted a report to 
SACSCOC in April 2012, 
describing its efforts. 
SACSCOC requested a 
follow-up report to detail the 
results of the changes. 
In that follow-up report 
(submitted in April 2013), OIR 
was able to describe how the 
changes made (starting in 
February 2012) improved the 
SLO process, which thereby 
meant NOVA was in 
compliance with CS 3.3.1.1. 
SACSCOC approved the 
report and changes and 
requires no additional follow-
up on CS 3.3.1.1. The target 
was therefore met. 

that NOVA was in 
compliance of CS 3.3.1.1. 
Based on SACSCOC’s 
acceptation of the report 
and approval of the results, 
OIR decided that 
continuing with the 
processes that resulted in 
approval would be an 
appropriate course of 
action. 
 
The next submission to 
SACSCOC is not due until 
2017. 

Meet requirements of 
VCCS-mandated 
activities. 

NOVA will participate in the 
assessment of oral 
communication. All VCCS 
schools must submit 
speeches for at least 25 
graduating students. 
 

NOVA will contact 
graduating students to 
invite them to take part in 
the given general 
education assessment. A 
satisfactory number of 
graduating students will 
take the assessment. 
 
Target: Meet VCCS’s 
requirement of scores for 
25 graduates. 

VCCS requested that a CST 
faculty member be directly 
involved with the 
implementation of the 
assessment. Speeches for 32 
graduating students were 
sent to VCCS, thereby 
meeting the target for number 
of submissions.  

While NOVA was able to 
provide more than the 
minimum number of 
submissions, the sample 
sent to VCCS was not 
representative of NOVA’s 
graduating students. OIR 
will resume taking the lead 
role in implementing the 
VCCS-mandated 
assessments. 

Assess general 
education. 

NOVA will determine next 
steps for assessing general 
education goals outside of 
the VCCS-mandated 
assessments. 
 

General education will be 
discussed extensively by 
the General Education 
Council. 
 
Target: The general 
education goals will be on 
the agenda for at least 
three Gen Ed Council 

During 2012-13, the General 
Education Council discussed 
assessment of general 
education at all its meetings: 
10/25/12, 11/27/12, 1/31/13, 
2/28/13, and 4/19/13. This 
exceeded the target. 
 
The Director of Academic 

As a result of this mapping 
process, course objectives 
on course content 
summaries were reviewed 
and some were 
determined to be neither 
observable nor 
measurable. The General 
Education Council began 
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meetings and the Gen Ed 
Council will determine 
next steps. 

Assessment (a member of 
the General Education 
Council) provided an 
overview of curriculum 
mapping, with special 
attention to having 
statements that are 
observable and measurable. 
As the General Education 
Council decided the previous 
year, it began with mapping 
the gen ed goals to courses 
that fulfilled general 
education requirements and 
were highly enrolled (for a 
total of about 40 courses).  
 
This process took place 
throughout the semester, with 
all members of the General 
Education Council involved 
with getting feedback from 
faculty who teach the courses 
that fulfill general education 
requirements. 

contacting those 
disciplines that need to 
update their course 
objectives. The General 
Education Council has 
planned to finish this 
project and discuss next 
steps in the Fall 2013 
semester.  
 
Based on the discussions 
during the meetings, the 
General Education Council 
decided to have a session 
for Power Up Your 
Pedagogy in January 2013 
so that faculty outside of 
the Council can learn more 
about mapping general 
education goals. It was not 
well attended, in part 
because it was scheduled 
at the same time as the 
two SLO workshops. 
Because of possible 
continued work on 
mapping, the General 
Education Council has 
decided to review offering 
a workshop. 

Facilitate 
program/discipline 
review activities. 

Programs/disciplines will 
receive guidance in 
completing their reviews 
which will help the 
programs/disciplines make 
progress in completing the 
reports. 

Programs/disciplines 
submit review reports and 
Academic Assessment 
provides feedback. Once 
approved by multiple 
parties (Academic 
assessment, AVP of 
Academic Services, 
deans, provosts, and 
readers on the 
Curriculum Committee), 

The following programs 
submitted their reviews or 
action plan implementation 
reports to the Curriculum 
Committee, which approved 
the reviews and passed them 
on to the Administrative 
Council: 
 
Reviews: 
• SDV 

While the target was met 
for this outcome, continued 
improvements are needed.  
 
Items regarding reviews 
and action plan 
implementation reports 
were again included on the 
semester cluster agendas 
in order to raise the 
awareness of programs 



101 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

the Curriculum 
Committee votes on 
accepting the review.  
 
Target: Continued 
progress in helping 
programs/discipline 
initiate and complete their 
respective 
program/discipline 
reviews. At least two 
programs/disciplines 
complete their reviews 
and/or action plan 
implementation reports. 

• Economics 
 

Action plan implementation 
reports: 
• Psychology  
• Sociology  
• English 
• Air Conditioning 
 
An additional program 
submitted a draft of their 
review: Hospitality 
Management. 
 
Based on minutes from the 
semesterly cluster meetings, 
many programs have 
discussed and taken action 
for the review (such as 
Accounting and Biology). 
 
The target for continued 
progress was met. 

regarding these in-depth 
reviews. 
 
In order to make the 
review process more 
efficient and meaningful, 
Academic Assessment 
updated the review 
process to provide more 
guidance. The sub-unit has 
also drafted a data 
package to update the 
program evaluations 
currently in use.  
 
Academic Assessment has 
determined next steps to 
get the review process on 
track. These include 
having programs complete 
checklists to determine 
their progress and for 
those programs that are 
very overdue, for the chair 
and dean to meet with the 
Director of Academic 
Assessment and the VP of 
IRPA to set a timeline for 
completion. 
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Annual Planning and Evaluation Report for Administrative Units: 2012-13 
Unit: Vice President, Workforce Development Division 

 
PURPOSE STATEMENT: The Workforce Development Division’s mission is to provide customer-focused workforce solutions for the Northern 
Virginia community. The workforce solutions assist and support regional businesses and employers to develop and sustain a qualified workforce, 
enabling them to perform at a high level.  
 
COLLEGE STRATEGIC GOAL: RESOURCES 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Position the Workforce 
Development Unit to be 
competitive with others 

 The establishment of 
strategic alliances has 
proven to be a key strategy 
in increasing WDD 
footprint in delivery of 
training and WD services 
and increasing revenue 
and enrollment potential. 
The office will establish 
strategic alliances with 
organizations in support of 
providing training and WD 
services for regional 
businesses and 
employers. 

Using an annual 
Partnership Inventory. 
Partnership is defined as 
having a formal 
MOU/agreement. 
 
Target: Increase the 
number of formal strategic 
alliances with 
organizations (exclusive of 
industry associations) by 5 
and sustain the current (as 
of FY12) 13. 

Nine new formal strategic 
alliances were established 
and 10 current strategic 
alliances were sustained. 
 

These results have been 
used to assess the 
benefits of expanding 
strategic partnerships as a 
permanent strategy and 
product line for reaching 
client markets that 
otherwise would not be 
captured through 
traditional open enrollment 
and/or contract training 
methods. 

Enhance ability to innovate 
new products and services 
for both open enrollment 
and business 
employee/customers 

WDD will increase 
productivity by reducing 
inefficiencies related to 
getting the “product” out 
the door improving 
services and offerings for 
our customers. 
 
 
 

Using a system (Goldmine) 
to track and assess current 
length of time for three 
types of processes: 1) Big 
Ideas- from first time an 
idea is discussed to actual 
implementation. 
2) Contract delivered – 
Using Goldmine to track 
from prospect to contract 
signed. 
3) Service delivered – 
contract signed to point of 
delivery. 
 
 

Implemented Process 
Improvement Teams -PIT 
Teams, increased Health 
class offerings across 
multiple locations.  

Discussions have been 
held with college units 
(Finance/Administration; 
HR; and Purchasing) to 
emphasize need for “just-
in-time” responses and 
approvals for WD which 
operates as an 
entrepreneurial unit that 
can least afford delays in 
getting “the product” out 
the door.   
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Targets:  
• Reengineer processes 

core to product 
development. 

• Reduce redundancies 
for greater staff 
efficiency and 
effectiveness to reduce 
current time required for 
up to three core 
processes.  

• Reduce internal cycle 
time by at least 4 weeks 
overall – cycle time is 
the time it takes to 
transform an idea to full 
implementation of a 
program/method/or 
process.  

Support regional 
businesses and employers 

An increasing number of 
regional businesses will be 
served. 

Use Goldmine tracking 
system  
 
Our target for the year was 
592 businesses served - 
an increase of 5% over the 
previous fiscal year.   
 

Actual number of 
businesses served by the 
WD division was 1,073 for 
the region. 

The target was exceeded 
by 81% due to a more 
precise method of 
counting.  The total 
number reported to VCCS 
of 1,299 included 
academic services. 
Results exceeded target. 
No additional action at this 
time.  

Increase revenue WDD will increase revenue 
compared to FY12. 

Target: Increase the total 
annual revenue from all 
business services and 
products sold from FY 12 
actual $10.3 million to 
$12.0 million FY13 
Business is defined as all 
the products and services 
in Workforce Development. 
 

FY 13 Revenues were 
$10.5 or 2.3% increase 
over FY 12, well below the 
$12.0 target. 
Direct and indirect 
expenses for that same 
period were  
$6,654,868.  
Adding the 30% cost, 
based on the $12.0 target, 
making WD total expenses  

Uncertainty in the business 
community about 
sequestration impacted 
revenue generation. 
Resolutions to the ongoing 
discussions with Facilities 
and collaboration with 
campus provost 
addressing space issues to 
help with the revenue 
managements have 
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$10,3 or a net positive of 
$200,000 against revenues 
earned. 

begun.  

Increase customer 
satisfaction (open 
enrollment student and 
business 
employee/customer) 

Customers will report high 
levels of satisfaction from 
WDD courses and 
services.  

Target: Establish baseline 
100% using specific survey 
instruments. 
 
  

Through monthly customer 
satisfaction surveying, we 
established a baseline 
measurement for 
assessing customer 
satisfaction.  During the 
period surveyed, we 
measured the following: 

a. Would register for 
other classes. 

b. Satisfied with 
overall experience. 

c. Would recommend 
WDD to a friend. 

 
Of the customers 
surveyed, over 91 percent 
indicated agree-strongly 
agree in the above 
categories. 

Based on results received, 
we have evaluated this 
Dashboard metric as a 
“green” indicating positive 
customer satisfaction with 
WDD programming 
delivery.  We have planned 
to use these results to 
examine how we can 
achieve 100% customer 
satisfaction by examining 
front to end delivery, 
administration and 
customer outcomes. 

 
 
COLLEGE STRATEGIC GOAL: STUDENT ACCESS 
 

Unit Goal Expected Outcomes Assessment Methods 
with Targets Assessment Results Use of Results 

Increase student 
enrollment 

WDD will help increase the 
number of students 
enrolled in both non-credit 
and credit courses at 
NOVA. 
 

PeopleSoft data and OIR 
generated reports 
 
Targets: 
• Increase the total 

number of unduplicated 
students enrolled in 
(Workforce Identified) 
classes by 10% FY12 
as indicated by college 
OIR figures 

• Increase the ratio of 

Target of 10% increase 
(16,425from FY13) was 
not achieved.  FY 13 
enrollments were 13,018, 
or 21%below target 
(unduplicated). 
 
The ratio of students to 
number of classes taken 
increased from 1.73  
(actual FY 12) classes to 
1.84 classes FY 13. 

Student enrollments were 
impacted by space 
availability on campuses, 
lost contracts with high 
enrollments; and, 
cessation of contract 
training business 
development outreach due 
to economic challenges. 
WDD collaborated with 
campus provosts/staff to 
secure space to 
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students to number of 
classes taken from 2:1 
to 3:1. 

• Increase the total 
number of students 
who move from non-
credit (career) to 
enrolling in credit 
(career) courses by 
10% FY12. 

 

 
Number of repeat 
businesses increased 39% 
versus the target of 31%. 
 
Total number of students 
who move from non-credit 
to credit was 1,694 versus 
the target of 3,000 

accommodate ESL 
enrollments.   
 
Regarding repeat business 
increases, business 
developers expanded their 
sales strategies to include 
multi-year contracts and 
contract “follow-
ons/extensions”. 
 
Improved tracking and 
reporting methods have 
been implemented to 
insure accurate and 
complete accounting of 
Business contracts with 
the implementation of a 
CRM system-Goldmine 
and non-credit-credit 
movement, for all WDD 
programs. 
 
Baseline data has been 
captured to determine 
contribution of WDD to 
credit FTE. 
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