LINDSEY HOPKINS
TECHNICAL COLLEGE

STUDENT SERVICES
EFFECTIVENESS PLAN
2026-2027




Table of Contents

Mission and Vision
Overview
A. Scope of Services

B. Budgetary Resources

C. Staff Roles and Responsibilities of Student Services

D. Counseling
E. Major Activities
F. Evaluation

G. Stakeholders




Mission

The mission of Lindsey Hopkins Technical College is to empower students to achieve their
career goals and to develop their ultimate potential.

Vision

Lindsey Hopkins Technical College will be a showcase institution. Our administration, faculty,

and staff, united in purpose, will provide our student body with the most advanced
career/technical and academic education.

Overview

Lindsey Hopkins Technical College (LHTC) is committed to providing students with high quality
support services that promote the successful completion of market-driven career and technical
education programs. The Student Services Department collaborates closely with department
chairpersons and instructional staff to support student achievement, retention, and overall

program success.

To ensure consistency and effectiveness, LHTC has established an Student Services
Effectiveness Plan with a comprehensive framework for delivering, evaluating, and continuously
improving student support services. The plan ensures that services are accessible, student-
centered, and aligned with the institution’s mission of promoting student achievement, retention,

program completion, and workforce readiness. Through coordinated efforts among counselors,

financial aid staff, testing personnel, the registrar, job placement staff, instructors, and

administration, students receive the support necessary to successfully navigate enrollment,
academic progress, completion, and employment pathways. The plan outlines the scope of
services provided, staff responsibilities, counseling and support activities, evaluation methods,
and stakeholder involvement. Data collected through customer service surveys, student
outcomes, retention, completion, placement, and licensure results are reviewed to assess
effectiveness and drive continuous improvement. The Effectiveness of Student Services Plan
serves as a guide for maintaining high-quality services that support student success while

ensuring compliance with institutional standards.




l. Student Services Effectiveness Plan

A. Scope of Services: The Student Services Department at Lindsey Hopkins Technical College
provides comprehensive, coordinated, and student-centered services designed to support
academic achievement, workforce readiness, and successful program completion. Services
are delivered with a focus on meeting the diverse needs of the student population while

promoting equitable access, informed decision-making, and lifelong learning.

The department offers a full range of support services, including academic and career
counseling, accommodations, testing services, financial aid guidance, career planning,
referrals to community resources, and job placement assistance. These services are aligned
with institutional goals to strengthen student retention, completion, and employment
outcomes while ensuring all students are treated with respect and professionalism.
Specialized support services are also provided to students enrolled in the Florida
Postsecondary Comprehensive Transition Program (FPCTP) through the BRIDGE Program
designed for students with unique abilities, and students participating in the GATE Program
designed for students ages 16 to 21 wishing to enroll in a Career and Technical Education
program while working toward obtaining their high school diploma or its equivalent. These
services include individualized advising, transition planning, accommodations coordination,
academic support, career exploration, community resource referrals, and workforce
readiness activities designed to promote student success, retention, completion, and

employment outcomes.

Operations within the Student Services Department are structured to ensure efficiency,

accountability, and compliance with institutional policies and accreditation standards. The

Assistant Director provides overall leadership and oversight to ensure alignment with the

Board of Miami-Dade County Public Schools and Council on Occupational Education
(COE) requirements and institutional priorities. Counselors deliver advising and student
support services; the Testing Chairperson oversees the administration and integrity of  all
testing processes; the Financial Aid Officer manages financial aid programs in
accordance with federal and state regulations; the Job Placement Specialist
coordinates employment follow-up and placement activities; and the Registrar maintains

the integrity of student records and oversees registration procedures.
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Through this coordinated approach, the Student Services Department ensures the delivery
of high-quality services that support student success from enrollment through program
completion and entry into the workforce.

. Budgetary Resources: The Effectiveness of Student Services Plan at Lindsey Hopkins
Technical College is supported through the institutional operating budget and district
resources. Funding supports personnel, counseling services, job placement activities,
retention initiatives, and survey systems. Resources including student information systems
such as FOCUS, standardized assessment tools including CASAS Goals and CASAS Steps
are maintained to ensure the effective delivery of student services. Budget allocations are
reviewed annually by administration to ensure adequate resources are available to support

the effectiveness of student services.

C. Staff Roles and Responsibilities of Student Services

e Student Services Department: Coordinates student services operations
by overseeing enrollment processing, records management, and financial
services, including managing student accounts and receipting, while

ensuring accurate recordkeeping, accountability, and timely reporting.

Guidance Counselors: Provide academic advising, counseling, and
support for all programs including GATE program; maintain documentation
of student interactions in FOCUS; monitor attendance, behavior, and
academic progress. Collaborate with instructional staff to strengthen
retention, reinforce endurance, and maintain a safe, structured learning

environment.

BRIDGE Personnel: Provide individualized transition services, academic
support, career counseling, and coordination with community agencies to

support students with unique abilities and other special populations.

e Test Chairperson: Oversees all testing processes, maintains secure

and valid assessment practices, analyzes student performance data,
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and supports faculty and students to improve program completion and

credential attainment.

Financial Aid Officer: Provides financial aid counseling and financial
assistance for enrollment. Ensures compliance with federal, state, and
institutional regulations.  Supports student access and retention by
providing accurate guidance on financial aid opportunities, application
procedures, and eligibility requirements.

CTE |Instructors: Educate and inspire learners in programs. Track
student progression, withdrawals, and Occupational Completion Points
(OCPs); contact students to determine reasons for withdrawal and
support retention efforts.

Job Placement Specialist: Support students in developing and
achieving personal, academic, and career objectives through a
coordinated process of assessment, advisement, and placement that
encourages program completion and workforce transition.
Collaborative efforts in supporting employability through resume
preparation, interview coaching, career advising, and employer

engagement.

Registrar: Maintains official student records, completion status, and
placement documentation. The Registrar ensures secure storage,
confidentiality, and proper retention timelines for student records, including

enrollment, completion, placement, and licensure.

Student Services Administrator: Provides oversight of Student Services
Department and ensures coordinated follow-up and reporting for the

Effectiveness of Student Services.

CTE Administrator: Provides oversight of the CTE Department and

ensures coordinated follow-up and reporting for the effectiveness
of the CTE programs.




D. Counseling: Counselors monitor students’ academic progress, provide guidance on
appropriate program and course placement, and serve as liaisons between students and
instructors to ensure students receive the support necessary for program completion and
successful transition into employment. Student orientation is offered at the beginning of
each trimester for both day and evening sessions to ensure students are familiar with
academic pathways, job placement services, institutional policies and functions of LHTC,
and the resources available to them. Counseling staff also monitor student attendance as
part of ongoing efforts to promote retention and student success. Counselors maintain
documentation of all student interaction in FOCUS to ensure accurate recordkeeping and to

support data-informed decision-making.

Additionally, counseling services include individualized transition planning and specialized
support for students enrolled in the BRIDGE Program and GATE Program. Services may
include self-advocacy development, social skills training, career exploration,
accommodations coordination, and referrals to community agencies to promote successful
educational, personal, and employment outcomes. Counseling services are designed to
support the diverse needs of all students and include conflict resolution, test-taking skills
development, social skills enhancement, self-esteem building, tolerance, and acceptance.
When students' needs extend beyond the scope of services provided by the institution,
referrals are made to appropriate outside agencies for assistance, including financial aid
resources, social services, and therapeutic support. Guidance counselors are available
Monday through Thursday from 7:50 a.m. to 9:00 p.m. and Friday from 7:50 a.m. to

3:10 p.m., serving both day and evening students.

. Major Activities: The effectiveness of the Student Services Plan is demonstrated through

coordinated, student-centered activities that support enroliment, retention, and workforce
readiness. The department provides structured intake, orientation, and registration
services, along with individualized academic and career advising. Student progress is
monitored through attendance, performance, and withdrawal data, with targeted
interventions implemented for at-risk students. Equitable access is ensured through the
coordination of accommodations as disclosed by the students.




Student Services also administers required assessments such as CASAS Goals and
CASAS Steps using results to inform placement, provides financial aid guidance in
compliance with regulations, and supports career readiness through job placement
services and employer connections. Accurate records management ensures data
integrity, while customer service standards, student feedback, and regular staff
collaboration promote continuous improvement. Ongoing analysis of enroliment, retention,
completion, and placement data guides decision-making and strengthens overall service
effectiveness.

. Evaluation: The Effectiveness of Student Services Plan is reviewed annually by
administration, faculty, and staff during the Opening of Schools meetings, using a survey to
collect feedback on the plan’s effectiveness. Survey results are reviewed and discussed at
a subsequent faculty meeting to identify needed revisions or improvements, ensuring a
formal and documented cycle of continuous improvement. Additionally, the Effectiveness
of the Student Services Plan is evaluated through an ongoing Customer Service Survey
process. Survey results are reviewed during monthly Student Services Department
meetings, where feedback is analyzed and used to make data-informed decisions to

enhance service delivery and support student success.

. Stakeholders: The Effectiveness of Student Services Plan is communicated to all

stakeholders, including students, faculty, staff, administration, and community partners, to

ensure awareness and shared responsibility for student success. The plan is readily

accessible in the Media Center, the Student Services Department, and on the Lindsey
Hopkins Technical College website, promoting transparency and consistent implementation

across the institution.
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