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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

The follow up plan at Lindsey Hopkins Technical College provides a systematic process for
collecting, verifying, documenting, and analyzing graduate outcomes related to employment,
licensure attainment, and continuing education. Through collaboration among faculty,
administration, and student services personnel, follow-up activities provide valuable data used to
Evaluate program effectiveness, strengthened workforce alignment, support continuous
improvement efforts, and enhance student success outcomes. Information gathered through
graduate surveys, employer feedback, placement verification, and licensure results is used to
assess program quality, improve student support services, strengthen employer partnerships, and

ensure programs responsive to workforce needs.

To ensure consistency and effectiveness, Lindsey Hopkins Technical College has established
comprehensive student services procedures that provide a structured framework for registration,
records management, transcript requests, and student concerns and grievances. These
procedures are designed to ensure equitable access to services, maintain the integrity and
confidentiality of student information, and promote compliance with institutional policies, Miami-
Dade County Public Schools requirements, the Family Educational Rights and Privacy Act
(FERPA), and Council on Occupational Education (COE) standards.

The registration procedures outline the requirements and processes for student enroliment,
including eligibility verification, residency determination, assessment requirements, tuition and fee

collection, and student record creation. Records procedures establish guidelines for secure

maintenance, storage, access, and release of student information while ensuring the accuracy and
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confidentiality of educational records. Transcript procedures provide a standard process for
requesting, processing, and issuing official transcripts, certificates, and verification documents in a
timely and accurate manner. Student concerns and grievances procedures provide students with a
fair and transparent process for resolving concerns related to academic matters, student services,
and institutional operations through established channels of communication and administrative

review.

Together these plans and procedures support efficient operations, accountability, student advocacy,
workforce readiness, and high-quality customer service while ensuring students receive the
information and support necessary to successfully navigate their educational journey from

enroliment through program completion and career placement.

l. Follow-Up Plan

A. Scope of Services: The Follow-up Plan provides a systematic and ongoing service to track,
verify, and support graduate outcomes related to completion, placement, and licensure.
These services are designed to evaluate program effectiveness, strengthen alignment with

workforce demands, and support continuous institutional improvement.

Follow-up services are a collaboration among the Student Services Department and Faculty. Program
graduates and employers are encouraged to complete a survey, assessing career outcomes,
employability, and satisfaction with the education received, along with direct employer
contacts and input from advisory committees to evaluate graduate preparedness, skill
application, and overall program effectiveness. Specific follow-up activities and findings are

documented in FOCUS to ensure accuracy and accessibility.

Follow-up data is analyzed and shared with faculty and administration during the Opening of
Schools meeting. The data is used to guide improvements in student support services,
resource allocation, and overall program quality, while employer and completer feedback
support continuous program improvement and ensure alignment with Lindsey Hopkins

Technical College’s mission.

. Budgetary Resources: The Follow-Up Plan at Lindsey Hopkins Technical College is

supported through the institutional operating budget and district resources. Funding is
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allocated to support key components of follow-up activities including personnel, counseling
services, job placement activities, and outreach initiatives that support employment.
Resources including the Student Information Systems such, FOCUS, and standardized
assessment tools including CASAS Goals and CASAS Steps are maintained to collect,
document, and analyze follow-up data. Budget allocations are reviewed annually by
administration to ensure adequate resources are available to sustain effective follow-up
processes to support continuous program improvement and enhance overall workforce

readiness outcomes.

. Major Activities: Graduates are contacted at designated intervals to verify employment
status, placement in the field of training, licensure attainment, and postsecondary enroliment.
When appropriate, employers are also contacted to validate employment and provide
feedback on graduate performance and workforce readiness.

All follow-up interactions and outcomes are documented in accordance with institutional
procedures and maintained for compliance and reporting purposes. Data is entered into

FOCUS to ensure accuracy and accessibility.

Follow-up data, including placement rates, licensure attainment, and continuing education
outcomes, are regularly reviewed and analyzed to identify trends and measure program
effectiveness. Findings are shared with administration, faculty, and staff to support data-

driven, decision-making, and continuous improvement.

Results from follow-up activities are used to strengthen employer partnerships, enhance
curriculum relevance, improve student support services, and align programs with current
workforce demands, ensuring compliance with the Board of Miami-Dade County Public

Schools and COE standards while maximizing student success outcomes.

. Evaluation: The Follow-up Plan is reviewed annually by administration, faculty, and staff

during the Opening of Schools meeting, where a staff-wide survey is conducted to assess
the implementation and impact of the Follow-up Plan. Survey results are analyzed and
discussed at a subsequent faculty meeting to identify areas for improvement and inform
necessary revisions, ensuring a structured and documented cycle of continuous

improvement. Additionally, follow-up data including placement rates, retention, completion,
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licensure attainment, and employer feedback are reviewed on an ongoing basis throughout
the year. This data is analyzed at both the program and institutional levels to evaluate the
effectiveness of the follow-up processes, strengthen employer partnerships, and enhance
career readiness initiatives. Findings are used to guide data-informed decision-making,

improve service delivery, and ensure alignment with workforce demands.

. Stakeholders: The Follow-up 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.

Il. Student Concerns and Grievance Procedures

Lindsey Hopkins Technical College is committed to maintaining an environment that promotes
respect, fairness, and open communication. Students who have concerns regarding academic

matters, student services, or institutional procedures are encouraged to first discuss the issue with

the appropriate instructor or staff member. If the concern is not resolved, students may elevate the

matter to the appropriate administrator, and then the Director. If the student is still not satisfied, the

student has the right to appeal to the next administrator at the district level in writing.

Office of Post-Secondary Career and Technical Education
Miami-Dade County Public Schools
1450 NE Second Avenue ¢ Miami, Florida 33132
Phone: 305.558.8000




If the grievance is unresolved, the student has the right to appeal to:

Commission of the Council on Occupational Education (COE)
7840 Roswell Road ¢ Building 300, Suite 325 « Atlanta, Georgia 30350
Phone: 770.396.3898 « Fax: 770.396.3790

Website: www.council.org

Student complaints and grievances are documented and reviewed by administration to ensure
that concerns are addressed in a timely and equitable manner. The process supports

transparency, student advocacy, and continuous improvement of institutional practices.

I1l. Registration Procedures

Students seeking to enroll in the Adult Education Program must be at least 16 years of age and
officially withdrawn from a K-12 school. All applicants are required to complete the Data Input
Registration Form (FM-3999). While proof of residency is not required for Adult General Education
(AGE) programs—including ESOL, ABE, and GED—students must present a valid form of photo
identification at the time of registration. AGE students are required to pay a flat tuition rate of $30.00

per trimester, along with an $8.00 testing fee and a $5.00 identification fee.

For students enrolling in Career and Technical Education (CTE) programs, tuition rates and
residency requirements remain in effect. Students must provide documentation verifying Florida
residency to qualify for in-state tuition. School personnel follow established procedures by verifying
residency using Form FM-7425, indicating residency status on FM-3999, and entering the
information into the FOCUS student information system. Additionally, students must complete and
sign a residency affidavit (FM-6909 or FM-6910) to affirm eligibility for in-state tuition. These
procedures also apply to AGE students who may later transition into CTE programs and wish to
establish residency at the time of initial registration.



http://www.council.org/

All students are required to complete applicable assessments as part of the registration process.
Intake staff must adhere to strict guidelines when reviewing residency documentation, particularly
for students attempting to demonstrate 12 consecutive months of Florida residency. Unacceptable
documents include birth certificates, library cards, bank statements, shopping or rental club cards,

hunting or fishing licenses, and concealed weapon permits.

Acceptable documentation is categorized into Group A and Group B. Students must provide at least
two forms of documentation, with a minimum of one document from Group A. Group A documents
include a Florida driver’s license or ID, vehicle registration, proof of homestead exemption, a lease
agreement, high school transcript, voter registration card, proof of full-time employment for the past
12 months, or a utility bill. Group B documents may include a certified letter from an agency,
certificate of domicile, proof of enrollment in an educational institution, membership in a Florida-
based organization, Florida incorporation documentation (for the past 12 months), or a professional

or occupational license.
IV. Records Procedures

The Registrar serves as the official Custodian of Records for the institution and is responsible for
maintaining the integrity, security, and accessibility of all student records. Record request forms are
utilized to formally document and process all requests for student information, ensuring an auditable
record of each transaction. Student records, including high school transcripts, college transcripts,
industry certifications, and licensure documents, are securely maintained in the Testing Department
after being accurately recorded in the FOCUS student information system.

Students requesting records must follow established procedures. Requests are initiated through the
submission of a Permission to Release Records form. For verification requests, students must
complete the Permission to Release form, and an official verification letter is issued within 24 hours

of receipt.

In accordance with the Family Educational Rights and Privacy Act (FERPA), students have the right

to inspect and review their education records within forty-five (45) days of submitting a written

request. Education records include academic, disciplinary, and financial information. The institution
provides access to these records and, upon request, copies may be issued, with a reasonable fee

applied for reproduction.




V. Transcripts Procedures

The Registrar serves as the official Custodian of Records for the institution and is responsible for

maintaining the integrity, security, and accessibility of all student records. Requests are initiated
through the submission of a Permission to Release Records form or a Transcript/Certificate
Request form. For transcripts and certificates, students are required to complete the appropriate
request form and submit payment to the cashier. A copy of the request is then provided to the
Registrar for logging and processing. Standard processing time for transcripts and certificates is
three (3) to five (5) business days. Students may choose to either pick up their documents or have
them mailed.
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