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ABSTRACT 

 
This project details the development and implementation of a student orientation 

program for students at Southwest Applied Technology College (SWATC), a trade and 

technical school based in Cedar City, and one of the newest members of Utah’s public 

system of higher education.  In philosophy, student orientation is designed to transition 

new students to a collegiate setting and to answer many of their most basic questions 

about campus services and academic life. 

The project details four comparisons and best practices used by peer institutions 

both inside and outside of SWATC’s accrediting body, the Council for Occupational 

Education.  The project summarizes the orientation program offered by SWATC, and 

offers critique for improved student orientation in an online environment. 
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Introduction 

The Student Services division of Southwest Applied Technology College was 

very limited in August 2005 when I began employment there as the Student Services 

Coordinator.  Until that point, Student Services consisted of traditional college 

registration and transcript functions with limited intervention services, and some local 

scholarships for adult students.  Because the college was now part of Utah’s System of 

Higher Education (UCAT, 2001), it needed to add other traditional college services to its 

offerings.  It was not just a good “customer service” model, but also required for SWATC 

to meet national accreditation standards for technical and trade colleges set forth by the 

Council on Occupational Education and the U.S. Department of Education (COE, 2006).  

To facilitate the COE accreditation process, candidate schools such as SWATC must 

compose a self-study report to summarize its efforts to meet COE requirements.  My 

report to COE on the SWATC’s student services division is included as Appendix 2.  The 

document also served as the base document from which to build all of SWATC’s 

required student services offerings. 

As the first coordinator, I chose to add the following offerings to the student 

services division:  advisement, financial aid, student recognition and graduation 

ceremonies, employment referrals, and student intervention.  Once the various new 

student service offerings were developed and approved, they had to be explained to 

students.  Traditionally, college campuses do this through the use of student handbooks 

and through a process called student orientation.  I wrote the SWATC student handbook 

with additional content and coordination from members of the SWATC administrative 

team (Appendix 3). 
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To build the student services division and the resulting student orientation 

program at SWATC, I chose to look at other peer institutions for inspiration and 

successful models.  These included fellow UCAT campuses, Bridgerland Applied 

Technology College of Logan, Utah, and Davis Applied Technology College of 

Kaysville, Utah.  Within the COE-umbrella, I looked at Tennessee Technology Center at 

Dickson.  Outside of the COE accreditation organization, I also chose South Central 

College of Mankato, Minnesota.  

The resulting SWATC student orientation program was built to explain the 

offerings available in the Student Services division, as well as the history and mission of 

the college and an overview of its programs.  Originally, the orientation was a live, but 

brief, 20-minute welcome by a member of SWATC’s administrative team or by faculty in 

the outlying counties we served.  I developed a speaker outline and trained the 

administration team on the points contained on the outline that is included as Appendix 4.  

To be fair, many of the courses that a technical college offers are short, about six weeks 

in duration, and a day-long orientation in the tradition of a four-year school would not be 

appropriate.  To maintain consistency, the orientation speaker outline mimicked the 

layout and wording in SWATC’s student handbook, student catalog, and website 

(formerly at www.swatc.org).  Part of orientation included a sign-in sheet (Appendix 5) 

and presenters gave copies of the student handbook to the class members.  Presenters 

returned the sign-in sheets to me.  To show additional accountability to SWATC’s 

accreditation body and to the UCAT governing officers, I made note of total attendance 

during the academic year using a spreadsheet sorted by instructor, course name and date 

(Appendix 6).  Eventually, the orientation was turned into a PowerPoint design and added 

http://www.swatc.org/
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to the SWATC website (currently www.swatc.edu) and copied to a DVD for those 

instructors in outlying areas that lacked access to a computer lab.  The PowerPoint is very 

basic, without audio or multimedia prompts.  It is a series of slides that students read and 

click through that explain their rights and responsibilities.  The web version also includes 

a sign-in prompt to note completion, attendance, and to also serve as an electronic 

signature confirming that they will comply with the college’s student policies and 

procedures. 

To evaluate SWATC’s service model and meet COE accreditation purposes, 

students were given an end of course survey to note their overall satisfaction with 

SWATC academic programs and college services (Appendix 7).  I based the survey on 

other surveys used by UCAT and COE peer schools.  Initially the survey was a paper and 

pencil evaluation, but to ease recordkeeping requirements and minimize handling, it 

became a web-based survey.  To specifically evaluate the student orientation model we 

used, the survey included two questions on the orientation process.  After building the 

student orientation model, the student evaluations showed dismal results.  A significant 

number of students noted that they were not aware of their student rights and 

responsibilities, or did not recall their student orientation session. 

Though I am no longer affiliated with SWATC, part of this paper will recommend 

changes to the orientation model to include more rich content and make it more 

interactive and memorable to students.  The suggestions could be implemented by any 

small trade or technical school which would like to utilize a web-based student 

orientation model to outline its policies and procedures and ensure that students have a 

basic understanding of their rights and responsibilities. 

http://www.swatc.edu/
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Best practices in student orientation among peer schools 

To build the student services division and the resulting student orientation 

program at SWATC, I chose to look at other peer institutions for inspiration and 

successful models.  These included fellow UCAT campuses, Bridgerland Applied 

Technology College of Logan, Utah, and Davis Applied Technology College of 

Kaysville, Utah.  Within the COE-umbrella, I looked at Tennessee Technology Center at 

Dickson.  Outside of the COE accreditation organization, I also chose South Central 

College of Mankato, Minnesota. 

Bridgerland and Davis both began as technology training centers in the early 

1970’s and grew into two-year colleges that offered associate degrees as part of UCAT, a 

member of Utah’s system of public higher education.  Because of their length of service 

in education and their membership as peer campuses within UCAT, they offered good 

building blocks for both the SWATC student services division and a student orientation 

program. 

Tennessee’s program was chosen because it was one of the first technical schools 

to offer an online version of student orientation.  The early orientation was a link to a 

PowerPoint that was accompanied by an audio narrative. 

South Central also offered a more polished online version of student orientation 

that was built using Adobe InDesign software and it included an audio narrative.  Like 

SWATC, South Central began life as part of a public school district.  South Central was a 

member of the K-14 educational model in Minnesota.  It grew into an independent 

vocational technical college that offered technical and trade certification, and it is now a 
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four-year college that offers associate and bachelor degrees in the trades, health sciences 

and technical fields. 

I looked at other colleges as well, but for the purposes of this paper, I narrowed 

the list to the ones that gave me permission to model my own programs, and resulting in a 

student handbook and orientation, on SWATC’s own student services offerings. 

Bridgerland Applied Technology College 

As one of the longest running, public technical and trade colleges in Utah, 

Bridgerland Applied Technology College, offered expertise and history in aiding 

SWATC’s own development of a student services division.  Based in Logan, Utah, the 

college shared many economic similarities with SWATC which is based in Cedar City, as 

well as very similar trade and technical programs for SWATC’s academic division to 

emulate. 

The orientation program at Bridgerland used two approaches (Bridgerland, 2006).  

Students received a very brief orientation during their first class session, if they were 

taking a single course toward their career.  Those programs included nursing assistant, 

truck driving, and similar short, single course training opportunities.  If the student was 

going into a full-time program lasting a few months to a year, they were required to 

attend a short, one-hour training with a student services representative.  Those students 

received a longer overview that consisted of a live presentation with PowerPoint slides.  

Added information included federal financial aid information and more detailed 

information about student support services, academic intervention and other campus 

services.  
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Influences on SWATC 

Because few of SWATC’s programs included financial aid at the time, and our 

student base for adults going into full-time programs was much smaller than Bridgerland, 

members of the administration team at SWATC decided to concentrate on shorter 

orientations.  At the time we developed our student services division, the student body 

was composed of about 70 percent high school students doing concurrent enrollment and 

30 percent adults interested in mostly short-term training programs like nursing assistant, 

phlebotomy or truck driving.  SWATC adults in full-time programs such as automotive, 

business technology, information technology, or welding were granted one-on-one or 

small group orientations that contained some greater depth, but on an appointment only 

basis because adult student numbers were so small.   Because of SWATC’s emphasis on 

job training, students might begin a year-long program but drop back into the job market 

sooner once they acquired necessary technical skills in one of the programs.  As an 

example of student numbers, most SWATC adult programs cannot handle more than 20 

or 30 students per year because of instructor and lab equipment limitations.  Because of 

UCAT’s open enrollment policies, adult students were free to drop in or out of a program 

at any given week provided space was available to them to start.  SWATC operated 

without the demands of semester or quarter schedules seen in traditional college settings. 

Davis Applied Technology College 

As one of the oldest and largest public trade schools in Utah, Davis Applied 

Technology College offered an abundance of resources and advice to SWATC in order to 

develop the student services division and to meet accreditation standards.  Davis offered 

several templates for student policies, procedures and student services practices, 
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including student orientation.  Davis offered the most comprehensive outline for both the 

orientation as well as the student policy documents that orientation is based on:  catalog, 

website and student handbook.  As the first of the UCAT member schools to pass COE 

accreditation, Davis also offered a unique prospective of the challenges to avoid in 

obtaining compliance. 

Davis offered a formal, live orientation for all students to attend before they were 

allowed to register for any programs.  The orientation included an overview of campus 

services, student policies and procedures, and concluded with a campus tour, a tour of 

program facilities and equipment. 

Influences on SWATC 

Again, because Davis had a much larger adult student body, the SWATC student 

services division chose to keep adult full-time program orientation on an appointment 

basis and other orientations to a brief, live presentation in the classroom. 

Tennessee Technology Center, Dickson 

President Dana Miller of SWATC was invited to attend a COE accreditation visit 

at Tennessee Technology Center in Spring 2006.  The Dickson trade school is one of 26 

technology centers in the Tennessee technology school system and shares a similar 

administrative philosophy with UCAT.  Like UCAT, each technology center has 

independent administration and decides which programs and services it will offer to 

match its local economic and employer needs.   

While President Miller was there to observe and participate in Tennessee’s 

accreditation renewal, he also met with the schools’ student services coordinator who 
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gave him a copy of the school’s orientation script and a disk that contained its orientation 

software.  Miller was impressed with the fact that Tennessee had automated its 

orientation process. 

The tech center converted its orientation from PowerPoint slides to a version that 

used an accompanying narrative audio track provided by their student services 

coordinator, Gary Fouts.  Students receive the disk when they arrive on campus and meet 

briefly with Fouts or another student services representative.  They are instructed to view 

the disk at home or on a school lab computer.  Once students viewed it, they were to 

return a completed, signed and dated form to campus that simply stated they viewed the 

disk and would abide by student policies and procedures. 

Influences on SWATC 

SWATC ruled out a similar format because we lacked the time, funding or 

equipment to convert a student services orientation with audio narrative to a disk.  We 

also viewed the format as “too static and impersonal.” 

South Central College 

Based in Mankato, Minnesota, South Central College was chosen because it 

began its life as part of Minnesota public school system, similar to the former technology 

centers that existed in Utah.  Once part of a K-14 system, South Central College became 

independent and was renamed the Mankato Vocational Technical College.  As the local 

economic need for more nurses and other technology-based degree programs became 

more pressing, the school grew into a four-year college with bachelor degrees, associate 

degrees and certification programs. 
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Like Davis, South Central requires that students complete an orientation program 

before they register.  The school developed an online version for students to view from 

home or in a school computer lab.  Like Tennessee, it was a multi-media PowerPoint 

converted into a web-version using Adobe InDesign software.  The South Central version 

was about 90 minutes long and was timed in such a way that a student could not fast 

forward or skip slides.  It introduced students to various student services and to financial 

aid.  Narration duties were shared by a variety of department heads.  Once students 

viewed the orientation they completed an online form indicating that they had “viewed 

and understood” their student rights and responsibilities. 

Influences on SWATC 

This orientation represented a very slick approach to the typical slideshow style of 

student orientations.  However, because of time constraints related to SWATC’s need to 

meet accreditation requirements from COE, we went with a very simple, personal or 

group presentation style of orientation and worked on the simple slideshow version later. 
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SWATC’s online orientation and student evaluation 

Because Southwest Applied Technology College covers a geographic service area 

that is larger than the states of Connecticut, Delaware and Rhode Island combined, many 

of its courses are taught in an outlying education center or in public spaces such as local 

high school classrooms.  The college serves communities located in Beaver, Garfield, 

Iron and Kane counties.  It is not always practical because of distance to send a student 

services representative or an administrator to the service centers or other instructional 

sites in these communities.  

For this reason, SWATC student services developed an online web-version of 

orientation and a DVD version.  Currently SWATC offers a PowerPoint slide version of 

the orientation that students can view from a link on its website, or an identical one on 

DVD disk (Appendix 1).  I wrote the original PowerPoint version used for orientation 

based on the scripts used in personal and group orientations at SWATC.  Another 

member of the SWATC student services team modified the layout and graphics and 

converted it to an online and DVD format.   Since leaving employment at SWATC, the 

online artifact has since been modified to include different layout and graphics and 

additional information, and that is included as Appendix 1.  The instructors can choose 

the format that is most practical for their outlying education center.  Typically instructors 

will choose to show it from the DVD.  If computer lab facilities exist at the center, they 

can send students there to complete it.  Instructors also have the option of referring 

students to view the link on their own time from a home computer.  The online version 

requires that the student enter a student identification name and number to monitor 

“attendance” at the end of the slide show.  The DVD version requires that a faculty 
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person take an attendance roll and share that with a student services representative.   

Though I am no longer employed at SWATC, I am informed that the school is moving to 

complete online orientation requirements for easier tracking and to reduce the need for 

staff data entry (Bujack). 

Whether the student orientation is given to students by a presenter in the 

classroom setting or via the online version, it is quickly forgotten by the students.  

SWATC surveys students at the completion of their course or their program to assess 

student satisfaction of its programs, services and physical campus (Appendix 7).  I 

developed the survey and chose an online provider, Survey Monkey, to gather data that 

was required by both COE accreditation standards and other agencies.  During the course 

of the survey, students are asked two basic questions that are pertinent to student 

orientation.  They are:  Student Orientation gave me a good overview of campus services 

and students’ rights and responsibilities; and, I received Student Orientation in the 

following format.  It then lists five choices:  Internet or computer lab; DVD; instructor, 

student services representative, or “I do not remember student orientation.” 

A journal was kept to determine which format was used in each course or 

program setting.  Unfortunately, most of the students (54 percent, N=197) answered the 

format incorrectly or they selected “I do not remember” as their option.  Surveys were 

culled primarily from the Cedar City campus programs in beginning welding and nursing 

assistant, as they were the largest programs and faculty consistently required students to 

take the final evaluation.  Though I did not collect specific demographic data in the “End 

of Course” Student Survey,” I did correlate it to student registration data in the nursing 

assistant and beginning welding program.  Students in the evening nursing assistant 
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program are primarily women ages 19 or older with only three men in the program of 75 

students.  Students in the beginning welding program were primarily young men ages 14 

to 17 with only five young women in the program of 122 students. 

Though the survey lacks many quantifiable details, such as specific demographic 

information typically required for better surveys, the results seem to indicate that the 

student orientation program needs to become more memorable for SWATC students to 

truly understand their rights and responsibilities at the campus.  Students in both 

programs, though one skewed female and the other skewed male, were consistent in their 

lack of recall of a student orientation program or format.  In the interest of full disclosure, 

more surveys were conducted across all programs and gender and age demographics were 

culled from separate student registration records for those programs.  However, the data 

was lost when a personal hard drive failed.  Because I am no longer employed at 

SWATC, I don’t have access to the survey collection software program (Survey Monkey) 

or the student records system to retrieve the richer data and correlations that I had 

collected. 
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Critique and recommendations for an online student orientation model 

Though the survey lacks many quantifiable details, such as specific demographic 

information typically required for better surveys, the results indicate that the student 

orientation program needs to become more memorable for SWATC students to truly 

understand their rights and responsibilities at the campus. 

Rather than a static, one-way presentation of student rights and responsibilities, 

the orientation could include an interactive mechanism so students can interact with 

college personnel and with each other.  In SWATC’s case, it offers short-term training in 

the outlying communities and the courses are typically taught by local content experts 

that live in those communities.  Though employed by the college as adjunct faculty, the 

instructor is not necessarily familiar with the details of the school’s registration 

processes, financial aid, or its student services offerings.  The online student orientation 

fills in some of those knowledge gaps, but additional online resources bundled with 

student orientation can help answer more detailed student questions or needs. 

Several software programs are available to develop a more robust online student 

orientation environment, however Blackboard Vista (formerly called WebCT), is the 

program available to Utah’s public higher education institutions, including Southwest 

Applied Technology College.  In addition to offering an online link to a PowerPoint 

version of a student orientation presentation within the software’s orientation homepage, 

Blackboard offers an opportunity for student service representatives to maintain a central 

resource site for students to request more information, download college financial aid 

forms, and apply for accommodation waivers or a number of other student service 

offerings.  It can also be used to maintain communication with students through 
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announcements, calendars, message boards, online journals or blogs, and more.  In 2012, 

Utah’s public higher education and UCAT campuses will switch to Canvas, and I am told 

that Blackboard’s current curriculum will transfer well to it.  It will continue to offer the 

same functions while offering a better menu system and richer audio/video content 

ability. 

Ideally, an online student orientation can be viewed as a mechanism for creating a 

“community of learners” as practiced by many educators (Palloff and Pratt, 2007).  As 

online curriculum developer Michele Smith and education professor Zane Berge (2009) 

write,  

“Albert Bandura’s (1977) social learning theory is based on the 

idea that we learn from our interactions with others in a social context. 

Separately, by observing the behaviors of others, people develop similar 

behaviors. New concepts of social learning are being formed as new trends 

in distance education programs emerge. The rise in popularity of these 

programs increases the physical distance between educators and students. 

With this in mind, relying on in-person classroom and face-to-face 

interactions to provide all of social learning needs is a thing of the past. 

How can people learn by observation and interaction in a distance 

education environment where there is no in-person contact taking place? 

Smith and Berge answer their rhetorical question by noting that content-rich 

multi-user online courses can fulfill the promises and needs of social learning theory.  

Students can learn from each other, model appropriate learning behaviors while 

observing one another, and gain social contacts with classmates in the virtual or online 
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learning environment.  They specifically note that more than 400 colleges and 

universities use the multi-user platform of Second Life to offer distance learning courses 

to its 12,000,000-plus users.  

Taking its cues from peer schools and Utah universities that successfully use 

online learning, the student services division could build a student orientation that allows 

students to gain an affinity to the course content, the college and their instructors.  

Student services can assign a member of its advisement team to fulfill the role of 

orientation instructor.  Using the technology available, the instructor creates assignments 

and discussions that create a community online.  Instead of simply viewing a simple 

orientation slideshow, the student services instructor can manage a multi-user, virtual 

platform.  Curriculum can include the slideshow, but developers can also add so much 

more.  For instance, a discussion board area can be used for students to address short 

answer essay items and to encourage replies to each other.  Short quizzes can assess the 

student’s understanding of the orientation slideshow and college policies and privileges.  

Personal blogs and journals can document student discovery and allow for continued 

online conversations between students and also with orientation mentors.  Students in a 

distant community such as Milford or Escalante can connect better with their classmates 

on course issues.  They can also develop a mentoring relationship, and hence a social 

bond, to their online orientation instructor and indirectly develop an affinity for the 

college. 

Though students at SWATC often meet for short periods of time for just one 

course or program, they can benefit from an online community facilitated by student 

orientation and the student services division of the college. 
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As more trade and technical schools embrace online learning and distance 

education, they will need to offer an online student orientation equivalent to explain their 

support services and advisement offerings. 

The online student orientation model is already supported at one Utah school for 

the next academic year.  Utah State University, based in Logan, will add an online 

student orientation and advisement system for its Regional Campuses and Distance 

Education division.  Assistant Provost Robert Wagner said his division will offer more 

support to their remote students through an online orientation and Internet-based student 

services model (2011).  Serving more than 3,000 students through three regional 

campuses and 25 remote learning centers, Wagner said his unit is committed to advising 

its students in the same online framework they now use for their academic coursework. 

Even with budget limits, a school or college can choose an institutionally 

provided software package such as Blackboard (and soon Canvas in Utah colleges and 

trade schools), or choose a free program such as Second Life to teach its orientation.  

With both software programs, some basic web skills are required in order to succeed in 

an online orientation or distance education course.  However, many students already use 

online software required for their academic courses and can apply the same skill set to an 

online student orientation model. 

This approach to online student communities could be applied at any trade or 

technical school with remote, extended campuses.  The same approach should also be 

applied at traditional colleges and universities with distance education courses or remote 

learning centers. 
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STANDARD 10 

 
STUDENT SERVICES AND ACTIVITIES 

 
 

INTRODUCTION 
 
The College provides career and technical education to students in the 

Southwest Utah region, which consists of Beaver, Garfield, Iron, and Kane 

Counties.  Southwest Applied Technology College seeks to supply a trained 

workforce for business and industry. 

 

Student Services interacts with students through activities ranging from 

recruiting, assessment, and registration to orientation, advisement, financial aid, 

and placement. Student Services facilitates the needs of Southwest Applied 

Technology College’s more than 1,800 students, and ensures they experience a 

smooth transition from initial contact to training and to eventual employment.  

Any adult or high school student, who states a technical training objective, and 

can benefit from training, is eligible to enroll in a Southwest Applied Technology 

College program.  A high school diploma or General Educational Development 

(GED) is not an entrance requirement for all programs.  Some programs at 

Southwest Applied Technology College operate on an open-entry/open-exit 

enrollment basis where students may enroll at any time during the year.  

Southwest Applied Technology College also provides short-term, occupational 

upgrade training which are defined-entry/defined-exit and are scheduled 

throughout the year. 

 

Student Services assists students in accessing appropriate and available support 

services that will help them in personal and career development and culminate in 

their eventual employment.  Services include advisement, assessment, 

Americans with Disabilities Act compliance, disability support services, financial 
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aid, orientation, placement assistance, recruitment, registration and student 

records, and student recognition.  Services are provided to students before, 

during, and after enrollment in a supportive environment that guarantees equal 

opportunity and access to services. 

 

 

ANALYSIS 

 

1.  Tests and other means of assessing the achievement and aptitudes 

of students for various occupations are appropriate and are used to 

provide personalized counseling and program placement services to 

students. (Objective 10-1-a) 

 

Southwest Applied Technology College has an open enrollment policy.  

Southwest Applied Technology College programs do not require an assessment 

before a student is admitted to the course.  However, if a student does not meet 

course performance standards while enrolled, faculty or student services 

personnel may refer the student to the Testing Center for academic assessment 

testing.  Southwest Applied Technology College’s educational partner, Iron 

County School District, operates the Testing Center in the College’s main campus 

building.  To assess student achievement/aptitude, Southwest Applied 

Technology College uses Accuplacer, a nationally-normed test published by The 

College Board.  When necessary, we use the testing modules for reading 

comprehension, sentence skills/grammar, and basic arithmetic. 

 

If the Accuplacer results suggest that significant basic academic skill deficits exist 

that would limit the student’s ability to succeed in the classroom, the student is 

referred to Iron County School District’s Adult Educational Program Services 

(AEPS).  Co-located in Southwest Applied Technology College’s main campus 
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building, this remedial academic support program provides individualized 

assistance for students in strengthening their math, reading and writing skills to 

the level where they can be successful in the appropriate training program. 

 

Personalized counseling and program placement assistance are also available to 

students through career counseling, vocational interest inventories, and aptitude 

assessment.  Student Services offers the Choices program via the Internet.  

Published by Bridges Transitions, Inc., the Choices software allows students to 

assess their own skills and interests in order to explore matching career and 

educational options.  Secondary students at all locations are placed in courses 

using the recommendations of the appropriate high school guidance department.  

If an outside agency requests additional testing, such as Myers-Briggs or the 

Career Occupational Preference System, it can be arranged through the Testing 

Center and an independent contractor who administers these tests. 

 

 

2.  There is a student orientation program to acquaint new students 

with policies, functions, and personnel of the institution.  (Objective 

10-1-b) 

 

Student orientation is conducted for all students by Student Services staff or by 

instructors at the beginning of each defined-entry/defined-exit program or for 

each student as they are admitted into an open-entry/open-exit program.  

Students receive a Student Handbook during the orientation. 

 

The orientation and handbook include information on: 

  admission and registration  disability services 

  assessment services   computer use policy 

  record confidentiality  financial aid 
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  student health and safety  non-discrimination policy 

  media services   refund policy 

  sexual harassment policy  smoking and alcohol policy 

  student advisement   student conduct 

  transfer policy   tuition and fees 

  grievance policy   campus contacts 

 

 

3.  A designated staff member is responsible for maintaining official 

files and records of students. (Objective 10-1-c) 

 

The maintenance of official student files and records is the responsibility of the 

Data Specialist, under the supervision of the Vice President for Student 

Programs.  The Data Specialist maintains records related to student enrollment, 

tuition and fees, competency, certification and completion.  The Student Services 

Coordinator is responsible for maintaining student files and records related to 

assessment, counseling, financial aid, and student support services. 

 

 

4.  Written procedures for access to student records are established to 

protect their confidentiality, limiting access to authorized personnel 

only.  (Objective 10-1-c)  

 

Southwest Applied Technology College has written policy and procedures to limit 

the access of student records to authorized personnel only.  This policy and 

procedure is to ensure the confidentiality and privacy of student records in 

compliance with the Family Educational Rights and Privacy Act (FERPA). 
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Before an authorized person is allowed to take a student record, he or she must 

sign the record out with the Data Specialist or the Student Services Coordinator 

in compliance with the Southwest Applied Technology College Student and 

Financial Aid Storage and Security Procedures.  Using the procedure, the record 

is returned and signed back in. 

 

Instructors and staff members have been trained in Southwest Applied 

Technology College procedures regarding Family Educational Rights and Privacy 

Act (FERPA) and access to student records. 

 

 

5.  The institution, upon request by students, provides transcripts 

containing as a minimum the following information: program of study, 

courses or units of study completed with corresponding grades, and 

period of enrollment. (Objective 10-1-c) 

 

Student Services provides official transcripts to students, or to an authorized 

person or agency, upon written request from the student.   The transcript 

includes student’s name, social security number, the date of transcript request, 

listing of program competencies completed including hours, ending date, 

location, clock hours, and transferred credit from other institutions.  Students 

must request the release of records in writing. 

 

 

6.  All period of enrollment, financial, academic and current educational 

progress records are available at the institution. (Objective 10-1-c) 

 

Student Services maintains a record system which contains the period of 

enrollment, financial, and academic records of students.  Academic and financial 

records are stored electronically in the student information system (VSR4).  
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Individual student enrollment information is also maintained in a hard copy 

format, by course, for all active post-secondary students.  This includes 

demographic data, financial assistance information and date enrolled.  Progress 

records are stored in hard copy format in a fireproof, locked file cabinet, and 

include information on student competency, certification and completion.  The 

hard copies of current and recent student records are available at the main 

campus.  Older hard copy student records are stored in locked filing cabinets in 

the locked fireproof vault at Cedar High School, adjacent to the main campus. 

 

 

7.  Preserving and protecting student records is provided by the use of 

storage devices, duplicate physical or computer records, security files, 

or other measures that ensure both the preservation and security of 

the records from fire, theft, vandalism, and other adverse actions. 

(Objective 10-1-c) 

 

Electronic student records are maintained and preserved within the password-

protected VSR4 student information system.  The system is protected by a 

hardware firewall.  Twice daily, the VSR4 student records are automatically 

backed up on the College’s Linux Redhat server and a redundant backup is 

created on the Lacie server. 

 

To preserve and protect records from fire, theft, vandalism and other adverse 

actions, the VSR4 student records are automatically backed up weekly to two 

external hard drives.  One hard drive backup is placed in the locked fireproof 

filing cabinet in the main office by the Data Specialist.  The second hard drive 

backup is deposited in the Southwest Applied Technology College’s safe deposit 

box at State Bank of Southern Utah in Cedar City by the Finance Manager. 
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All hard copy student records for current and recent students are stored in 

locked fireproof filing cabinets at the main campus.  Older hard copy student 

records are stored in locked filing cabinets in the locked fireproof vault at Cedar 

High School, adjacent to the main campus.  Southwest Applied Technology 

College recently acquired an electronic imaging system and is in the process of 

converting hard copy student files to an electronic format.  This process is 

supervised by the Data Specialist. 

 

 

8.  The institution provides and has implemented appropriate grievance 

policies for handling complaints from students, as described in the 

institution’s catalog and/or the student handbook.  The Commission’s 

mailing address and telephone number are included to provide for 

cases where the grievance is not settled at the institutional level. 

(Objective 10-1-d) 

 

Southwest Applied Technology College’s grievance procedure is described in the 

Catalog, the Student Handbook, and on the Southwest Applied Technology 

College website.  While attending Southwest Applied Technology College all 

students have the opportunity of informally or formally contesting any action, 

grading, or evaluation made by administration, faculty, or staff of Southwest 

Applied Technology College.  Students who feel their grievance has not been 

satisfactorily resolved may appeal to the Council on Occupational Education.  The 

address and telephone number of Council on Occupational Education are 

provided in the Catalog, the Student Handbook, on the Southwest Applied 

Technology College website, and in the Student Grievance Policy. 
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9.  The institution maintains records on student complaints that are 

filed in accordance with the institution’s grievance policy to ensure 

acceptable quality in the educational programs offered by the 

institution. (Objective 10-1-d) 

 

The College is firmly committed to collaboratively working with students to find 

solutions to any complaints.  Through comprehensive communication strategies 

and focused attention on conflict management, Southwest Applied Technology 

College consistently satisfies complainants at the institutional level.  Since 

Southwest Applied Technology College was granted accreditation candidacy 

status, there have been no formal grievances filed with the Council on 

Occupational Education. 

 

Records of student complaints are maintained by the Program Director.  To date, 

there have been no formal student complaints filed with the Southwest Applied 

Technology College. 

 

 

10.  The institution provides academic advisement services to assist 

students in planning and completing the occupational education 

programs that they pursue.  (Objective 10-1-e) 

 

Academic advisement is provided through the Student Services Coordinator or 

the Program Director.  At orientation, students are advised of the educational, 

financial and support services provided by Student Services.  Program 

information is provided prior to enrollment.  Technical and program-specific 

advisement is referred to Program Coordinators and faculty.  Faculty may refer 

struggling students to the Student Services Coordinator for advisement and 
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individualized assistance to help the student complete his/her educational 

program. 

 

 

11.  If the institution has processed Title IV loans or is currently 

processing Title IV loans, it has a default management plan that meets 

the requirements of the Commission for as long as required by the U.S. 

Department of Education to maintain a plan (Objective 10-1-f) 

 

Not applicable.  The college does not offer Title IV loans. 

 

 

12.  The institution has adopted and implemented a written plan for 

the health and safety of students in cases of sickness, accidents, or 

emergency health care needs on campus, and the plan is evaluated 

regularly.  (Objective 10-1-g) 

 

Southwest Applied Technology College has a written plan for the health and 

safety of students in cases of sickness, accidents, or emergency health care 

needs on campus.  Each item is addressed separately in the plan.  Copies of the 

Emergency Operation Plan are available in each classroom and office.  The 

Emergency Operation Plan is evaluated annually by the Campus Safety 

Committee. 

 

 

13.  A system is in effect for reporting and investigating all incidents 

affecting health and safety.  (Objective 10-1-g) 
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The College has a reporting and investigating system in effect to deal with all 

incidents affecting health and safety.  Any incident related to health or safety is 

reported in writing to the Building Supervisor on a Campus Safety Concerns 

Report or Student Injury Report Form.  The information is reviewed by the 

Campus Safety Committee to determine appropriate action.  Incident reporting 

procedures are outlined in the Emergency Operation Plan. 

 

 

14.  The institution is responsible for any reasonable accommodation of 

students identified to have special needs. (Objective 10-1-h) 

 

Any qualified student may apply for special accommodations as defined by the 

Rehabilitation Act of 1973 and the Americans with Disabilities Act which provide 

comprehensive civil rights and protections for persons with disabilities.  

Southwest Applied Technology College complies with Americans with Disabilities 

Act guidelines and will accommodate requests from qualified students with a 

diagnosed disability if the request is reasonable and properly documented.  

Submission of an accommodation request does not guarantee that the 

accommodations will be made.  The Program Director is Southwest Applied 

Technology College’s designated Americans with Disabilities Act Coordinator.  

The Program Director reviews the request to determine whether the 

accommodation is reasonable and appropriate to Southwest Applied Technology 

College s educational environment. 

 

Faculty and staff are provided with instruction regarding the Americans with 

Disabilities Act and accommodations in the Employee Orientation Manual and 

faculty and staff meetings. 
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15.  The institution has a written plan for determining the effectiveness 

of student personnel services, for documenting an annual evaluation of 

these services, and for disseminating the results to the staff so that 

pertinent information can be used to improve the student personnel 

services.  (Objective 10-1-a through h) 

 

Southwest Applied Technology College follows a written plan to determine the 

effectiveness of student personnel services and to document annual evaluation 

of the services.  The plan consists of multiple elements: student surveys, 

coworker interactions, and employee performance evaluations.  The collected 

data is reviewed by the Vice President for Student Programs and shared with 

Student Services personnel so that continuous improvement may be made in the 

services provided.   

 

 

16.  The institution provides placement services for all completers. 

(Objective 10-2) 

 

The primary objective of Southwest Applied Technology College is to prepare 

each student for employment.  Responsibility for placement of students is a 

collaborative effort between the individual students, instructional staff, Student 

Services personnel, and administration as outlined in the Southwest Applied 

Technology College Placement Plan. 

 

Southwest Applied Technology College provides placement referral services for 

all program completers.  The Student Services Coordinator provides job listings 

to students on the Southwest Applied Technology College web site and in emails 

to appropriate faculty.  Copies of the listings are maintained in Student Services 

office.  Students may also receive leads from instructors who have developed 
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relationships with local employers.  Also, advisement services and other 

interventions are available as needed through the Student Services Coordinator. 

 

Faculty members and Program Coordinators work closely with advisory 

committee members and various industry partners to ensure employment 

demands are met and to potentially place students.   

 

Additionally, Skills for Workplace Success instruction is implemented into most 

program curricula or available to all students on an as needed basis.  

Competencies include how to successfully apply and interview for employment, 

human relations, problem solving, personal ethics, and interpersonal skills.   

 

 

17.  The institution demonstrates that it is following a written plan for 

placement services, including the following elements: 

 

a.  identification of responsibility for coordination of services.  

(Objective 10-2) 

 

The Student Services Coordinator and each program coordinator or instructor 

share responsibility for the coordination of placement activities.  These activities 

assist students in achieving career goals and assist prospective employers in 

contacting interested students. 

 

b.  communication network between the placement coordinator, the 

staff, the faculty, and various business and industries of the service 

area. 
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The Program Coordinator manages the communications network between the 

Student Services Coordinator, the staff, the faculty, and various business and 

industries.  Southwest Applied Technology College programs and their employer 

advisory committees have developed a process that leads from training to 

related occupational placement.  The Student Services Coordinator works closely 

with the Program Coordinators and the Vice President for Student Programs to 

facilitate program placement practices of trained students to local business and 

industry.  A list of program employer advisory committee members is maintained 

by the Southwest Applied Technology College Administrative Assistant. 

 

c.  file/listing of employers and employment opportunities. 

 

Student Services maintains an Access database of area employer contact 

information, which is shared with faculty and students.  Student Services also 

posts job listings on the Southwest Applied Technology College website.  Hard 

copies of the job listings are also kept in the Student Services Coordinator’s office 

for students or others to peruse.  These efforts assist students in their search for 

employment, labor market information, and related services. 

 

d.  counseling of students. 

Students may access counseling at the program level through faculty, or through 

Student Services personnel.  The counseling program at Southwest Applied 

Technology College is available on an “as needed” basis.  Services are designed 

to ensure that all students have sufficient contact with an advisor necessary to 

progress through the instructional program as easily as possible. 

 

e.  maintenance of placement records for completers as a means of 

measuring the success of the institution in achieving its mission.  

(Objective 10-2) 



STUDENT ORIENTATION 51 

 

Placement records for student completers are maintained by Data Specialist for 

the Vice President of Student Programs.  Student completer files consist of 

Training Outcome Reports for each student. 

 

CHALLENGES AND PROPOSED SOLUTIONS 
 

Student Services faces a significant challenge to meet the needs of an increasing 

number of students desiring enrollment, financial aid, academic advisement, 

assessment, counseling, and other services germane to this department.  A 

majority of the personnel within Student Services maintain multiple job 

descriptions, which contributes to this challenge.  The number of students and 

potential students accessing Student Services has increased consistently from 

year to year.  Adequately staffing Student Services to meet the expanded growth 

and the expectation for quality customer service, increased production, and 

efficient processing of student information is difficult due to budget constraints. 

 

A solution to this increasing “gap” in providing quality services to student needs 

can be met by creating more pragmatic staffing patterns.  The current plan and 

future solution to meet the needs of students is continually assessed and 

adjusted through the office of the Vice President for Student Programs.  Our goal 

is to provide quality service despite budget limitations to meet the needs of 

current and future Southwest Applied Technology College students. 

 

Challenges also exist in managing and storing student records.  The student 

information system, VSR4, will be replaced by UCAT system-wide software called 

“Northstar” within the next six months.  Southwest Applied Technology College 

personnel were involved with the development of the software.  The transfer of 

data may present challenges, but the system will be more integrated and 

improve data management abilities Southwest Applied Technology College is 
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developing a paperless storage system for student data that will allow for 

scanning and storage of student documents for registration, accounting and 

training outcomes. 

 

 

SUMMARY 
 

Southwest Applied Technology College meets the Student Services and Activities 

requirements of the Council on Occupational Education.  Student Services 

personnel provide the foundation for students to be successfully placed in 

technical training programs.  Students experience an open and helpful 

environment within Student Services including, but not limited to advisement, 

assessment, Americans with Disabilities Act compliance, disability support 

services, financial aid, orientation, placement, recruitment, registration and 

student records, and student recognition.  Southwest Applied Technology College 

and Student Services continue to deliver exceptional technology training for the 

communities we serve. 

 



STUDENT ORIENTATION 53 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 3:  

Southwest Applied Technology College Handbook 



STUDENT ORIENTATION 54 

 



STUDENT ORIENTATION 55 

 



STUDENT ORIENTATION 56 

 



STUDENT ORIENTATION 57 

 



STUDENT ORIENTATION 58 

 



STUDENT ORIENTATION 59 

 



STUDENT ORIENTATION 60 

 



STUDENT ORIENTATION 61 

 



STUDENT ORIENTATION 62 

 



STUDENT ORIENTATION 63 

 



STUDENT ORIENTATION 64 

 



STUDENT ORIENTATION 65 

 



STUDENT ORIENTATION 66 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 4:  

Student Orientation Speaker Outline 



STUDENT ORIENTATION 67 

Student Orientation Speaker Outline 
 
 Welcome to our campus.  It is our plan to help you accomplish your 
educational goals in an efficient, flexible and friendly manner as we offer you a 
wide range of programs to help you succeed in the workplace.  This brief 
presentation and the accompanying handbook outline some of the 
responsibilities and rights you have as students.  It will also provide you with 
quick access to the information that will be helpful to you in understanding how 
your training programs work.  The handbook outlines many of the services and 
activities that are available to you on our Campus. 
 

1. Welcome to campus 
a. History (member of Utah College of Applied Technology with 7 

sister campuses) 
b. Mission (on page one of handbook) 
c. Building Hours (After Labor Day:  Monday to Thursday 8 a.m. to 8 

p.m.; Friday 8 to 5) 
d. Location of restrooms and drinking fountain 
e. Campus Security (Your safety is important.  Please report injuries 

to instructor.  Also, we work with Cedar City Police Department and 
have an officer assigned to us; also see p. 4) 

 
2. Explanation of Services 

a. Main Office:  Student Registration, Payments, Student 
Records/Confidentiality (High school students can register for 
night classes, too and tuition is free for them; any course fees are 
paid there; students may ask for copies of transcripts after they 
complete their ATC program.) 

b. Media Center:  Computer Lab, Library, and Assessment Center 

(They may use the media center anytime it is open and available.  
Academic assessment testing is available for students who need it) 

c. Student Services:  Advising, Disability Support Services, 
Financial Aid, Placement, Student Success/Graduation 

(Students may see student services for ADA assistance and 
supportive services to help them succeed in the classroom.  They 
can also see student services for help with these and other topics.  
Please see handbook for more details.) 

 
3. Policies – We will treat all of our students, even high school age, like 

college students, but with these rights also come responsibilities.  All of 
these policies will be enforced. 

a. Student Conduct (Students must follow the Student Standards of 
Conduct.  All standards are applied equally to both high school and 
adult age students, p.9-10) 

b. Probation / Suspension / Dismissal (If standards are broken, 
there are remedies. These are listed on page 10) 
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c. No Smoking / Drug Free Campus (Smoking and drugs are not 
allowed on the campus, p.8) 

d. Computer Access/Acceptable Use Policy (Computers are for 
classroom use only – no personal use, p 4) 

e. Non-Discrimination & Harassment Policies (p. 6, 7) 
f. Grievance Procedures (If students have a concern about their 

coursework, instructor or classmates, they can visit with student 
services p. 6) 

 

In conclusion, welcome to the campus.  (Emphasize friendly front office) 
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Student Orientation 
 

Instructor Name______________________________________________ 
 

Course Name________________________________________________ 
 

Date_______________________________________________________ 
 
YES, I attended SWATC’s student orientation & received a handbook. 
 
Please sign: 

 
______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________ 

 
______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________ 

 

Please return completed form to Student Services 
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2007-2008 Student Orientation Summary of Attendance 

PROGRAM INSTRUCTOR COURSE ORIENTATION 
DATE 

STUDENT 
TOTAL 

BT AMY SORENSEN BEGINNING EXCEL 4/16/2008 3 
BT AMY SORENSEN FILE MANAGEMENT 4/9/2008 1 
BT AMY SORENSEN WORD INT. 2/27/2008 5 
BT AMY SORENSEN DIGITAL PHOTOGRAPHY 1/8/2007 13 
BT AMY SORENSEN FILE MANAGEMENT 3/26/2008 9 
BT AMY SORENSEN COMPUTER BASICS 1/9/2008 7 
BT CRYSTAL HOLLIDAY COMPUTER BASICS 8/30/2007 14 
BT CRYSTAL HOLLIDAY ADVANCED PHOTOSHOP 2/28/2008 7 
BT CRYSTAL HOLLIDAY INTRO TO PHOTOSHOP 1/17/2008 14 
BT EMILY JONES COMPUTER BASICS 8/29/2007 7 
BT EMILY JONES COMPUTER BASICS 8/29/2007 7 
BT KRISTI BUNDRICK MS EXCEL II 4/8/2008 4 
BT PEGGY GREEN A2, A3, A4 9/7/2007 6 
BT PEGGY GREEN B2, B3, B4 9/7/2007 13 
BT PEGGY GREEN A2, A3, A4 1/17/2008 7 
BT PEGGY GREEN B2, B3, B4 1/18/2008 7 
BT PEGGY GREEN BT 10/23/2007 7 
BT PEGGY GREEN - 

ADJUNCT 
COMPUTER BASICS 4/7/2008 5 

HST ANNE CURTIS ANATOMY/PHYSIOLOGY 
(A2) 

8/21/2007 14 

HST ANNE CURTIS MEDICAL TERMINOLOGY 
(A3) 

8/21/2007 17 

HST ANNE CURTIS HST (B3) 8/20/2007 11 
HST ANNE CURTIS HST (B4) 8/20/2007 15 
HST ANNE CURTIS MEDICAL TERMINOLOGY 

(A1) 
1/17/2008 5 

HST ANNE CURTIS CNA (B3) 1/14/2008 19 
HST ANNE CURTIS A2 1/15/2008 12 
HST ANNE CURTIS INTRO TO EMERGENCY 

MED (B4) 
1/14/2008 12 

HST ANNE CURTIS INTO TO EMERGENCY 
MED (B2) 

1/14/2008 16 

HST DEBBIE ROBERTSON ASL II 1/17/2008 5 
HST DEBBIE ROBERTSON ASL 1/15/2008 13 
HST GRACE VLASICH MAP 8/17/2007 15 
HST GRACE VLASICH CNA(A3/A4) 8/17/2007 12 
HST GRACE VLASICH CNA (B1/B2) 8/20/2007 14 
HST GRACE VLASICH INTRO TO HS 8/20/2007 16 
HST GRACE VLASICH MEDICAL TERMINOLOGY 

(B1) 
1/16/2008 18 

HST GRACE VLASICH HOPE 1/16/2008 6 
HST GRACE VLASICH CAN 1/15/2008 14 
HST JO ANN LAMB CNA  8/28/2007 6 
HST JO ANN LAMB CAN 4/30/2008 4 
HST JODEE ASHE ASL (A2) 8/21/2007 21 
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PROGRAM INSTRUCTOR COURSE ORIENTATION 
DATE 

STUDENT 
TOTAL 

HST JODEE ASHE ASL (A3) 8/21/2007 11 
HST JODEE ASHE ASL (A4) 8/21/2007 20 
HST KATHY BLACK CAN 1/28/2008 15 
HST KATHY WILLIAMS CAN 4/23/2008 18 
HST KATHY WILLIAMS CAN 1/15/2008 17 
HST LARRY LASKOWSKI ASL II (B2) 8/28/2007 10 
HST LARRY LASKOWSKI ASL II (B3) 8/28/2007 9 
HST LARRY LASKOWSKI ASL II (B4) 8/28/2007 21 
HST LARRY LASKOWSKI ASL II (A2) 8/27/2007 19 
HST LARRY LASKOWSKI ASL II (A3) 8/27/2007 15 
HST LARRY LASKOWSKI ASL II (A4) 8/27/2007 23 
HST LORI CORNFORTH LAW AND ETHICS 1/16/2008 6 
HST LORI NICKERSON PHLEBOTOMY 9/5/2007 6 
HST LORI NICKERSON CLINICAL LAB (A4) 8/21/2007 7 
HST LORI NICKERSON INTRO TO CLINICAL LAB 

(B4) 
1/14/2008 5 

IT DALE WALLACE SCRIPTING (A1) 8/21/2007 13 
IT DALE WALLACE INTRO TO PROGRAMMING 

(A2) 
8/21/2007 15 

IT DALE WALLACE INTRO TO IT (A3) 8/21/2007 5 
IT DALE WALLACE COMPUTER REPAIR (B1) 8/20/2007 18 
IT DALE WALLACE COMPUTER 

PROGRAMMING (B2) 
8/20/2007 18 

IT DALE WALLACE INTRO TO IT   8/22/2007 6 
IT DALE WALLACE COMPUTER REPAIR 1/16/2008 9 
IT DALE WALLACE B2, B3 1/18/2008 8 
IT DALE WALLACE SCRIPTING (A1) 1/17/2008 9 
IT DALE WALLACE A2 1/15/2008 7 
IT DALE WALLACE A3 1/15/2008 7 
IT ISABELLA BORISOVA IT (A2) 8/21/2007 7 
IT ISABELLA BORISOVA IT (A3) 8/21/2007 2 
IT ISABELLA BORISOVA IT (A4) 8/21/2007 15 
IT ISABELLA BORISOVA IT (B2) 8/20/2007 8 
IT ISABELLA BORISOVA IT (B3) 8/20/2007 12 
IT ISABELLA BORISOVA IT (B4) 8/20/2007 13 
IT ISABELLA BORISOVA A4 1/15/2008 5 
IT ISABELLA BORISOVA COMPUTER REPAIR (B4) 1/14/2008 12 
IT TRAVIS TERRY COMPUTER REPAIR  8/22/2007 6 
IT TRAVIS TERRY PC TROUBLESHOOTING 2/4/2008 3 
TRADES CARL JOHNSON BASIC WELDING (A1) 8/23/2007 19 
TRADES CARL JOHNSON WELDING (A2) 8/23/2007 18 
TRADES CARL JOHNSON WELDING (B2) 8/20/2007 18 
TRADES CARL JOHNSON AUTO MECHANICS 1/17/2008 7 
TRADES CARL JOHNSON BASIC WELDING (A1) 1/17/2008 17 
TRADES CARL JOHNSON BASIC WELDING (A2) 1/17/2008 18 
TRADES CARL JOHNSON BASIC WELDING (B1) 1/16/2008 11 
TRADES CARL JOHNSON BASIC WELDING (B2) 1/16/2008 12 
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PROGRAM INSTRUCTOR COURSE ORIENTATION 
DATE 

STUDENT 
TOTAL 

TRADES DAVE TERRY PROFESSIONAL TRUCK 
DRIVING 

4/30/2008 2 

TRADES DAVE TERRY PROFESSIONAL TRUCK 
DRIVING 

3/11/2008 3 

TRADES DAVE TERRY PROFESSIONAL TRUCK 
DRIVING 

1/2/2008 4 

TRADES DAVE TERRY PROFESSIONAL TRUCK 
DRIVING 

7/9/2007 6 

TRADES DAVE TERRY PROFESSIONAL TRUCK 
DRIVING 

7/30/2007 6 

TRADES JAROD BAKER HS AUTO TECH 8/28/2007 22 
TRADES JIM RILEY WELDING (A3) 8/21/2007 14 
TRADES JIM RILEY WELDING (A4) 8/21/2007 15 
TRADES JIM RILEY WELDING (B3) 8/20/2007 7 
TRADES JIM RILEY WELDING (B4) 8/20/2007 10 
TRADES JOHN VOEPEL PLUMBING 1/28/2008 27 
TRADES JOHN VOEPEL PLUMBING 9/5/2007 25 
TRADES LONNIE OLSEN ELECTRICAL 1 & 2 9/10/2007 47 
TRADES LONNIE OLSEN ELECTRICAL 1/14/2008 22 
TRADES MATT 

VANDENBERGE 
ELECTRICAL 1 & 2 9/10/2007 12 

TRADES MATT 
VANDENBERGHE 

ELECTRICAL 1/14/2008 8 

TRADES MIKE LIEBHART MASONRY (A2) 8/21/2007 10 
TRADES MIKE LIEBHART MASONRY (A3/A4) 8/21/2007 3 
TRADES MIKE LIEBHART MASONRY (B1) 8/20/2007 7 
TRADES MIKE LIEBHART MASONRY (B2) 8/20/2007 15 
TRADES MIKE LIEBHART MASONRY (B3) 8/20/2007 10 
TRADES MIKE LIEBHART MASONRY (B2) 1/18/2008 12 
TRADES MIKE LIEBHART MASONRY (A1) 1/17/2008 12 
TRADES MIKE LIEBHART MASONRY (B1) 1/16/2008 14 
TRADES MIKE LIEBHART MASONRY (A2) 1/17/2008 13 
TRADES RICHARD GRANGER PROFESSIONAL TRUCK 

DRIVING 
8/20/2007 6 

TRADES RICHARD GRANGER PROFESSIONAL TRUCK 
DRIVING 

8/20/2007 6 

TRADES RICHARD GRANGER PROFESSIONAL TRUCK 
DRIVING 

9/10/2007 6 

TRADES RICHARD WITTWER AUTO TRANSMISSION & 
TRANSAXLES  

4/10/2008 5 

TRADES RICHARD WITTWER POWER  MECHANICS 1/22/2008 7 
TRADES RICHARD WITTWER SMALL ENGINE REPAIR 8/17/2007 20 
TRADES RICHARD WITTWER AUTOMOTIVE PM 8/17/2007 10 
TRADES SCHMIDT 

CONSTRUCTION 
HEAVY EQUIPMENT 
OPERATOR 

4/8/2008 2 

TRADES STEVE GOLD ELECTRICAL 1/14/2008 21 
TRADES WADE ESPLIN ENGINE REPAIR 4/10/2008 6 
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PROGRAM INSTRUCTOR COURSE ORIENTATION 
DATE 

STUDENT 
TOTAL 

TRADES WADE ESPLIN ATC-ASE HS AUTO (A1) 
(B1) 

1/15/2008 12 

TRADES WADE ESPLIN AUTOMOTIVE AM 8/17/2007 15 
   TOTAL  1363 
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VITA 

Lisa Jane Laird teaches part-time at Dixie State College of Utah in St. George.  In 

addition to teaching 15 credits per year in Human Communication, she also advised students in 

the Department of Communication.  Previously, Lisa served four years on the management team 

at Southwest Applied Technology College.  She directed the successful development, 

implementation, and national accreditation of the college’s new student services division. 

While working for Southern Utah University’s Career Services office, Lisa supervised 

employer relations, employer recruitment activities, a campus-wide internship program, and 

provided career advisement to more than 300 students per year during her eight-year tenure as 

assistant director.  Previously, she worked for five years for Cedar City Corporation in the 

economic development office as a business development assistant.  There she recruited more 

than 34 new companies, which brought more than 2,000 new jobs, $2-million in new property 

tax revenue, and more than 2-million square feet of new industrial or manufacturing space. 

Lisa also has four years of journalism experience as a staff writer and photographer for 

the Daily Spectrum, Lake Powell Chronicle, and Moapa Valley Progress. 

She holds Bachelor of Arts degrees in Communication and in Political Science and a 

Secondary Education certification from Southern Utah University.  Her professional affiliations 

include the Society for Human Resource Management, and the American Economic 

Development Council. 


