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Processes (P)
4P1: Identifying staff requirements
The hiring qualifications for Midstate College are determined either by accreditation requirements, specific
job position requirements, or specific needs of the department. All faculty positions require at least one
degree or certification level above the level at which they are teaching. Job descriptions are maintained
and reviewed regularly in order to determine the credential and skill level for each position within the
organization. The Code of Ethics, as stated in the college catalog, outlines the values held important by
Midstate College Administration [See 4P7].
4P2: Ensuring credentials, skills, and values
Upon position availability, each opening is announced via internal email within the organization, on the
college website, and externally in order to obtain a pool of qualified applicants. Whenever possible, the
college prefers to promote from within the organization. The interview process typically includes the
President, Business Manager, Chief Academic Dean (for faculty), and Department Director conducting
a face-to-face interview with the applicants in order to evaluate their skills, philosophy, and values in
addressing whether the applicant will be an appropriate fit for the college. A panel interview made up of
appropriate personnel convenes and conducts the interviews in order to garner additional perspective into
the applicant’s credentials, abilities, and commitment to student learning and success. A second round of
interviews may be convened if deemed appropriate and necessary. References and transcripts are verified
in order to determine experience, work ethic, character, and credentials.
4P3: Recruiting, hiring, retention practices
The recruiting process begins once a position opening has been approved by the President. Job openings
are announced internally, as appropriate, in order to provide promotion opportunities from within the
organization. Position announcements are also provided through the college’s website and external arenas
such as pjstar.com, peoriahelpwanted.com, Peoria Journal Star, career fairs, and word of mouth. The
hiring process includes an interview, reference checks, and transcript verification. Midstate strives to hire
qualified applicants with the same values and caring attitude that the college shows toward its students.
Midstate College is an equal opportunity employer.
The college retains its employees by providing a caring, positive, family atmosphere. The open-door policy
of the college not only applies to its students but to the employees. The administrative philosophy of the
college is commitment from the top down; enhanced communication at all levels, thinking outside the box,
and permission to take reasonable risks. In addition to special events, including the annual Christmas party,
the college encourages employees to hold potlucks, cookouts, and the like for a variety of reasons such
as birthdays, baby/wedding showers, and other special occasions. This provides a level of socialization
among the employees and facilitates the family atmosphere and high morale of the employees. The
college also provides a benefits package of medical insurance, dental insurance, life insurance, 401k,
tuition reimbursement, personal/sick days, 14-16 paid holidays per year, vacation days (increasing at 10
and 20 years of service), pay increases for higher degrees obtained, continuing education training, and
encouragement of participation in seminars, workshops, conferences, additional training, and flexibility
in hours and scheduling. For the 401k contributions, the college will match up to 4% of the employee’s
income. This rate is one of the highest matching rates in the area.
Employee participation in benefits programs (as of 2/2011):
• 70% participate in the insurance programs
• 56% of employees participate in the 401k plan
• 47% of employees are continuing their education (21% administration/staff and 26% faculty)
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Average years of service (as of 2/2011):
• administration – 19 years of service
• full-time staff – 6 years of service
• part-time staff – 3 years of service
• full-time faculty – 10 years of service
• adjunct faculty – 4 years of service
4P4: Employee orientation
Employees are oriented to the institution’s history, mission and values through an orientation process which
includes providing documentation and review of the current Systems’ Portfolio, College Catalog, and the
Student and Personnel Handbooks. This is accomplished through a one-on-one review with the Business
Manager and/or the department director. In addition, the mission statement and code of ethics are located
in all classrooms as well as the main hall and lobby areas. New employees meet with their immediate
supervisors and are given additional information regarding job performance expectations. Administration
and/or department directors act as mentors to new employees to ensure a full grasp of job expectations as
well as to the mission, values and philosophy of the college.
4P5: Changes in personnel
The Board of Directors drives the recruitment, selection, and replacement of key administrative positions,
such as the President. Individuals with specified credentials and/or experience are sought, identified as
candidates, and upon careful consideration and review, approved by the Board under advisement and input
from administration. In addition, identified key upper-level personnel are kept current and are actively in the
loop should the need for transition occur.
Upon resignation, retirement, etc. of administration, staff, and full-time faculty/director positions, the college
uses the recruiting process referenced in 4P3. Adjunct faculty members are contracted each term based
on course needs [See 4P1, 4P2, and 4P3]. Appropriately credentialed faculty, both full-time and adjunct,
are rotated and cross-trained, and a list of new human resources is maintained such that academic and
administrative needs can be met.
The college continues to grow in both enrollment and personnel. An annual all-employee strategic planning
In-service is held to enlist and encourage feedback from across the institution. The information feeds
into projections, considered by administration in line with strategic goals and objectives. Administration
and pertinent department directors (and others as warranted) discuss the needs of the college and act
accordingly. Based on college and department growth, administration pursues appropriate adjustments in
personnel, and if necessary, the recruiting process ensues.
4P6: Contributions to productivity and satisfaction
• In-services are held semi-annually in which all employees are involved in strategic planning,
visioning, goal setting, accreditation processes, and more. This methodology facilitates campuswide communication, cooperation, and empowerment in the decisions and processes that the college
promotes and undertakes.
• The administrative staff meets quarterly and includes persons from all areas of the college. Communication
and input throughout the departments are valuable tools in working together.
• Communication throughout the campus is provided through the following: an employee newsletter, e-mail,
informal communication, and formal communications. All departments have a voice in the administrative
staff meetings.
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• The atmosphere of the college is such that it encourages personnel across the campus to interact as a
team. Whenever assistance is needed, everyone is ready and willing to pitch in and assist their fellow
co-workers. The ability to work independently but with full team support is a strong asset to the college
and the employees.
• Special project teams are used to gain input from personnel and focus on a specific task at hand.
• Team leadership is encouraged within the departments at their departmental meetings. Staff are encouraged
and expected to take an active role in meetings, to share ideas, and to assist in designing strategies.
• Management is empowered to make decisions in their departments and bring decisions to administration.
• Midstate leadership provides the equipment, supplies, technology, and facilities needed to perform job duties.
• The college encourages shared leadership, employee input, and shared decision making.
• The college has an open-door policy throughout the organization.
• The college is participating in the College Employee Satisfaction Survey provided by Noel-Levitz for
benchmarking opportunities as a key component to anonymously collect and evaluate employee
concerns, questions, and comments.
4P7: Ensuring ethical practices
The college’s Code of Ethics outlines the institution’s values of integrity, innovation, continuous improvement,
customer focus, and diversity. The Code of Ethics is posted prominently throughout the college. Employees
are asked to read the Code of Ethics and to sign and date an affidavit that they have done so. This signed
affidavit is kept in each employee’s personnel file. Updated training is conducted annually and includes
an explicit explanation of consequences should the Code of Ethics be violated. Employees reaffirm their
commitment to and understanding of the Code of Ethics by signature each year. Administration is committed
to leading by example as they themselves follow the institution’s published Code of Ethics.
4P8: Determining training needs
Training needs are determined through the strategic planning process, organizational planning, and
institutional and program accreditation requirements. The college’s evaluation process facilitates the
opportunity to discuss the goals of the employee and the college and to assess the need for any additional
training in order to meet those goals. Solution-focused training, surveys, in-service training, individual
program advisory board meetings, and course evaluations are used to assist in determining training needs.
This process provides a continued focus on quality improvement and industry standards such as new
software updates and other technological advances. Program strength lies with current, updated training
and vision. Inherent in organization planning is the need to keep current as well as to have a vision for future
planning. College in-services are held in that regard. In addition, faculty and staff are encouraged to seek
out memberships, training opportunities, in-services, etc., to enhance their collective and individual skills
and abilities. The college also encourages participation in advanced degrees and continuing education to
address current needs and anticipate future ones.
4P9: Training and development
Midstate College encourages all of its administration, staff, and faculty to obtain higher academic
degrees and offers tuition reimbursement to assist personnel in obtaining these goals. Employees are
encouraged to attend seminars, conferences, and workshops that will enhance their career paths and to
obtain certifications and continuing education units in order to keep their skills current. The college also
provides in-house training to keep the staff and faculty up-to-date on the latest technologies to enhance
job performance. A streamlined process has been developed to assist the employee and the college in
scheduling, planning, and processing payment procedures for an employee to attend off-campus seminars,
conferences, and workshops. The college also offers faculty (both full-time and adjunct) in-service training
on pertinent issues at each faculty meeting. Moreover, these same training opportunities are available
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for review and reinforcement via video conferencing, on-line and checkout through the dean’s office for
print materials. The Chief Academic Dean researches and investigates such areas as the following: new
teaching methodology, enhanced learning opportunities and strategies, methods for increasing strategic
department enhancement and growth, etc. Opportunities are then explored to initiate short-term and longterm objectives, all with personal and professional growth in mind.
4P10: Evaluating performance
The personnel evaluation system is designed to gauge the level at which administration, faculty and
staff are reaching their goals and job performance. The evaluation includes interpersonal relationships,
dedication, planning and organizing, judgment and decision making, productivity, initiative, technical
abilities, communication, and personal factors such as attendance and attitude. The system is
designed to give the employee the opportunity to set goals for themselves and their departments. The
evaluations are performed by the department directors or supervisors. Evaluations are then reviewed
by the President.
Instructional personnel are anonymously evaluated by students through the quarterly course evaluations;
program directors, the Chief Academic Dean, and/or the President will on occasion visit classrooms to
evaluate instructors; additionally, faculty provide quarterly self-assessments on the courses they teach.
Feedback on each of these methods is immediate so that changes can be made if necessary.
Both instructional and non-instructional personnel are encouraged to participate and continue to strive for
growth and improvement as quality improvement applies not only to the processes we put in place but to
the personnel that perform these functions as well.
4P11: Reward and recognition
Midstate College recognizes the importance of both employee recognition (reinforcing behaviors) and
employee reward (rewarding results). To those ends, the college addresses the following four areas:
compensation, benefits, recognition, and appreciation. Performance is linked to the goals set by the college
for each individual (instructional and non-instructional) as well as the final outcome (performance levels)
achieved by each individual. The compensation package is reviewed annually and includes the following:
401k, health insurance benefits, etc. [See 4P3].
Recognition and appreciation are also integral parts of the rewards system. This is accomplished in a number
of ways to include acknowledgement of persons before their peers for specific accomplishments achieved,
actions taken and attitudes exemplified through behavior. Plaques, gift cards, and flexible scheduling are
among the tangible rewards offered. In addition, supervisors and upper-level management personally
congratulate employees who do a good job, and many write personal notes praising good performance.
The college takes pride in giving employees whatever they need to do their job. In this spirit, attention is given
to providing a pleasant work culture with state-of-the-art equipment. The college provides an adequate and
pleasant physical work space conducive to morale and production. We afford each employee opportunity
for career advancement through incentives such as additional training, classes, or degree options in order
to develop and advance skill levels. Moreover, the institution encourages a healthy balance between work
and personal life through flexible work schedules and ample time off.
4P12: Determining motivation factors
Midstate College’s open-door policy provides opportunity for discussion, problem solving, and maintaining
open lines of communication. Job requirements are established in order to meet standards and objectives
to fulfill the goals of each position. Student evaluations aid in the improvement of teaching content,
methods, and practices. Faculty have immediate access to the course evaluation system and faculty selfassessments in order to make changes in course content and make necessary revisions when warranted.
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Administration reviews evaluations and provides feedback, mentoring, encouragement, and reinforcement
to facilitate improvement and encourage faculty to be proactive and engaged. Annual strategic planning
meeting, quarterly administrative meetings, and an annual AQIP in-service provide opportunities for faculty/
staff input and feedback. Thus key issues are presented, discussed and implemented using the tenets of
the inverted pyramid. Faculty and staff realize they are stakeholders through this process.
The Communication Survey is anonymously administered to all faculty and staff of Midstate College. This
document yields valuable information involving and regarding key areas and issues. [See 4R2]
4P13: Ensuring a healthy workplace
Annual AQIP and employee communication Surveys are distributed in order to gauge the satisfaction of
employees in particular areas of the college, such as communication and general understanding of college
practices. As mentioned in 4P6 we have recently adopted the Noel-Levitz College Employee Satisfaction
Survey. Information and statistics from that survey will allow administration to assess and determine the
appropriate course of action in specific instances as outlined in the survey.
Health and safety issues are of paramount concern. A health and safety committee meets semi-annually
(more if warranted) to review the security and health practices on campus. The selected personnel on
this committee are planning to develop a crisis recovery plan in the event of any disaster situation that
may present itself (bomb threat, severe weather, fire, necessity of evacuation, etc.). Security systems are
monitored and upgraded frequently and are continually being improved upon, including the surveillance
system and lighting. Full-time security personnel have been added and rove the campus regularly during
hours of college operation. Evacuation and emergency procedures are outlined in the Personnel and
Student Handbooks. In addition, security personnel are trained on CPA/AED by the American Red Cross.
First aid is available to employees and a disinfecting and cleaning process is in place to deter the spread
of viruses. Hand sanitizers are available in every classroom. Age-limited access and specific safety
precautions (reviewed with pertinent personnel) are enforced in the Allied Health area due to the presence
of hazardous materials. Proper safeguards are in place within the IT structure for disposal of sensitive data
(paper and electronic). In addition, personnel and student files are in secure areas and locked. Access to
those files is provided only to relevant personnel. Children are not permitted to accompany adults to class;
and, when on campus for other reasons, must be supervised by an accompanying adult.

Results (R)
4R1: Measures of valuing people
Employee Communications Survey: This survey is conducted annually with both full-time and parttime personnel. Survey results are used to determine and implement adjustments and/or improvement in
communication across the campus.
Course Evaluation System: Each quarter, course evaluations are distributed online to students to evaluate
each faculty and each course taken. These evaluations rate the instructors’ teaching methods, knowledge,
active involvement with the students and more. Once all grades have been posted, the results are made
available to faculty and administration through the faculty online portal (Gateway).
Faculty Self-Assessments: Each quarter, faculty review course content in line with class progress and
performance and make needed/necessary revisions as warranted.
Student Opinion Survey: The SOS provides annual student feedback of every department in the institution
and a four (4) year comparison rating is provided to gauge improvement levels and/or areas of concern.
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Graduate Exit Survey: The Graduate Exit survey provides summative feedback of every department in
the institution on a quarterly basis.
Student Focus Forum: The Forum provides annual student feedback of every department in the institution.
Detailed notes are taken to provide documentation of student comments.
Personnel Evaluations: Evaluations are performed on a regular basis to gauge administrative and staff
levels of performance.
Examiner: The AQIP Examiner has been used to determine a level of improvement of processes between
each cycle in the AQIP process.
The Adult Learning Focused Institution (ALFI) Assessment Tool: The CAEL ALFI initiative obtains
information about their effectiveness in serving adult learners through two distinct sources. The Institutional
Self-Assessment Survey (ISAS) allows members of the institutional community (leaders, faculty, and staff)
to systematically evaluate the institution’s structures, processes, and communications to determine the
degree to which they are consistent with the best practice according the nine principles. The survey process
is performed on a three-year cycle.
4R2: Results of valuing people
Employee Communications Survey: This survey addresses all faculty and staff at Midstate College.
Results support a communication system that is yielding a communication survey with a high level of
satisfaction. Percentage increases indicate the employee satisfaction level and support the inverted
pyramid communication model.
Figure 4.1 – Employee Communications Survey results
Communication Process

2009

2010

Information Level

2009

2010

Overall very satisfied

19%

30%

Overall fully informed

19%

28%

Overall satisfied

70%

58%

Overall fairly informed

47%

48%

Course Evaluation Survey: Composite course evaluation ratings for the academic year 2010 – 2011
reflect an above average rating. The ratings are as follows:
Figure 4.2 – Course Evaluation Survey results
Fall 2010

Winter 2010

Spring 2011

Summer 2011

3.31

3.26

3.33

3.33

Student Opinion Survey: Students are the very core of Midstate College. Their satisfaction is of primary
concern and is a tangent measure of how each department (and person) is doing. The Student Opinion
Survey corroborates exemplary student satisfaction and the commitment the college has to them.
The following ratings regarding the value of people are on a 5.0 scale:
Figure 4.3 – Student Opinion Survey results
Student Opinion Survey

2009

2010

2011

Overall Satisfaction Rating

4.27

4.34

4.39

Concern of faculty and staff demonstrated to students as individuals

4.15

4.26

4.45

Attitude of non-teaching staff toward the students

4.18

4.40

4.39

Encouragement received from faculty and staff to achieve students full
potential

4.11

4.34

4.45

Effectiveness of student leadership in college policies

4.17

4.20

4.33
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Student Focus Forum: All key department directors participate in the panel which provides instantaneous
feedback. Results from the forum have ranged from adding and/or amending services, updating advertising,
changing personnel, etc. Students’ comments are taken seriously and necessary changes made accordingly.
An assessment rubric is being developed in this area to provide quantitative data in order to gauge results.
4R3: Achieving its goals
Strengthened results-oriented faculty orientation
• Complementary Rubrics in all courses
• Commitment to ongoing faculty development
• Regularly scheduled full-time and adjunct faculty meetings with pertinent topics and published agendas
• Staff numbers increased to meet student population growth in order to maintain positive levels of
production and effectiveness in the student services departments
• Standardized Syllabi
• Employee evaluations
• Strategic Plan
4R4: Comparisons
As stated in 4R1, the CAEL ALFI Assessment processes and the AQIP Examiner are performed in order to
provide valuable and comparative data in Valuing People. Our pride in our people is a mantra that Midstate
college not only verbalizes but also practices. We take great pride in our faculty and staff, a quality that
shows in all that we do and is evidenced not only by our own statistics but in how the college compares
with other schools.
Figure 4.4 – Adult Learner-Focused Institution (ALFI) Survey results
CAEL Adult Learner-Focused Institution (ALFI)

Midstate College

Other Schools

Category 4: Valuing People
Teaching and Learning Processes

2010
6.23

2010
5.73

Student Support Systems
Life and Career Counseling

6.23
6.03

5.48
5.35

Midstate College

Other Schools

Figure 4.5 – AQIP Examiner results
AQIP Examiner
Category 4: Valuing People
Colleges overall effectiveness in valuing people
Hiring people who share our mission, vision, and philosophy
Providing our people with the training and development
opportunities they need to be successful in their jobs
Aligning individual performance assessment and feedback with
institutional objectives
Motivating faculty, staff, and administrators to improve their
own performance
Addressing faculty, staff, and administrator job satisfaction and
morale
Gathering and analyzing regularly a set of measures of
our success in recruiting, hiring, orienting, developing, and
retaining good employees
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2004
3.49
3.86
3.65

2010
3.90
4.18
4.05

2004
2.81
3.31
3.18

2010
2.85
3.26
3.18

3.36

3.75

2.87

2.91

3.28

3.83

2.57

2.67

3.51

3.79

2.38

2.44

N/A

3.77

N/A

2.57
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Improvement (I)
4I1: Improvements
Midstate College distributes the Employee Communication Survey online annually and it is a critical
instrument in gauging employee culture and communication. It is also instrumental in strategic planning.
The Communication Survey and the Student Focus Forum were created as the result of an action project
entitled, Leading and Communicating. A nine-step process was developed and has been employed since
its inception. The college annually requires all employees to complete the survey, and the Forum is held
annually. The results are evaluated by the Core Committee, and feedback is provided to the institution as a
whole and is updated on an annual cycle.
The Student Opinion Survey is a comprehensive, annual survey submitted to students online (anonymously).
This survey seeks opinions and information on every department and aspect of the college. Feedback is
reviewed by administration and the college’s AQIP core. The information is then distributed to Department
Directors and is available on the Staff drive. A four-year comparison report is available to provide
comparative data. Review of the survey tool itself has been placed on a three-year cycle for review to
update the questions and departments.
A Faculty Orientation Action Project has been completed. The action project has improved communication
and enhanced the college’s expectations through a thorough orientation process as well as improved
teaching methods and course content.
As a result of an action project, the assessment day and the faculty self-assessment procedures have
improved the process by providing the necessary time and the venue for faculty to address a wide range of
concerns, to implement change, and to come together as a cohesive team.
4I2: Culture and infrastructure support
The goal of Midstate College is to establish a culture which anticipates growth and proactively envisions
a mission-driven, values-based strategic plan. The information yielded from the course evaluation review
process, faculty self-assessments, the employee communications survey and the annual strategic planning
meeting is used to develop targets for goal setting at all levels. The information gleaned from these very
different and varied assessments focuses on staff, faculty, and students and guides efforts for applying
suggestions, innovative ideas, and creativity to an ever-improving philosophy of development, growth, and
success for the students and the college.
These evaluation tools help diagnose overall organizational climate, anticipate potential problems, assess
methodology, and measure effects of change. Particularly noteworthy, and emphasized throughout the
entire Systems Portfolio, is the family atmosphere of integrity, trust and caring that permeates the very core
of the institution. College personnel, at every level, are working together to ensure all categories throughout
the Systems Portfolio are interrelated with the purpose of leveraging strengths to clarify, remediate, and
improve quality.
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