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Preface 
This policies and procedures document has been developed to guide West Virginia Wesleyan College 
through the implementation of the Department of Education Title III Strengthening Institutions grant. 
The handbook is designed to ensure compliance with institutional, grant, and Federal regulations. In all 
cases, Federal law will supersede the policies and procedures of West Virginia Wesleyan College. This 
handbook will be updated periodically as is necessary.  
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Introduction 
West Virginia Wesleyan College was awarded a Title III Strengthening Institutions grant for the period of 
October 1, 2014 – September 30, 2019. The purpose of the grant involves two key objectives:  

1) Development and implementation of enhanced academic services, courses, and programs to 
increase student engagement, retention and persistence to graduation for first-time, full-time 
students; 

2) Development and implementation of a Teaching and Learning Center to support faculty through 
open source resources, faculty development and cross-discipline activities to better meet the 
educational needs of first-generation, minority or underprepared students.  

By September 2019, this project will increase:  

1) The fall-to-fall retention rate of first-time, full-time students;  
2) The six-year graduation rate of first-time full-time students;  
3) The number of upgraded classrooms with flexible furnishings and instructional technology;  
4) The number of faculty prepared to revise course curriculum to incorporate pedagogical best 

practices and the number of such courses delivered;  
5) The total number of students enrolled at the college. 

It is the goal of our grant management team that the project will operate in full compliance with 
institutional and federal requirements, audits will find no indications of fiscal irregularity or supplanting of 
federal funds, project components will be fully integrated into college operations, the project will have 
significant, measurable impact on strengthening the institution, and General Education Provision Act 
requirements will be met. Policies and procedures that will dictate the successful and efficient management 
of the grant are outlined below.  

Personnel 
Key Personnel Responsibilities and Job Descriptions 
The below chart details the key personnel integral in the implementation of this grant program. Job 
descriptions for each of these positions will be kept on file in the Title III office.  

Title III Key Personnel 

Title  Individual Responsibilities 

Project Director Dr. Boyd 
Creasman, Vice 
President for 
Academic Affairs  

The Project Director is responsible for direct oversight of 
the project and will serve as the contact with Title III 
officials at the Department of Education. The Director 
will supervise the Title III Coordinator and provide 
communication to and from the College Cabinet. 
Additionally, the Director will oversee all grant activities, 
allocations, and expenditures and will work closely with 
the Title III Coordinator on all reporting.  
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Title III/Student Success 
Coordinator  

Alison Clausen  This position has a dual role as coordinator of the Title 
III Activity, as well as leading efforts in the development 
and implementation of the Student Success Program on 
campus.  This position has lead responsibility over 
Objective 1. The job description includes coordinating all 
Title III-related programs (conducting meetings, 
disseminating information, developing a Title III policy 
manual, preparing annual reports to the federal 
government and ensuring assurances that Title III funds 
and institutional funds are not co-mingled), tracking and 
reporting progress on Title III objectives, developing and 
delivering student engagement programs based on best 
practices, acting as a liaison between students and faculty, 
and tracking program success.  

Teaching and Learning 
Center Coordinator 

Cynthia Brissey The Coordinator for the Teaching and Learning Center 
is responsible for setting up and operating the center full 
time, providing faculty with access to professional 
development opportunities, coordinating on campus 
workshops, and providing assessment support and 
technical assistance. This position has lead responsibility 
for Objective 2.  The Coordinator maintains a 
clearinghouse of resources for faculty, tracks participation 
in campus training sessions and participates in campus 
based committees representing the Center.  In addition, 
this position is responsible for the budget management of 
faculty travel stipends, mini-grants to faculty for release 
time or summer salary to redesign curriculum, and 
contracted with guest speakers to provide faculty 
development on campus. 

First-Year Academic 
Advisor     

Shauna Jones This position is responsible for advising and tracking 
first-year students who are determined to be academically 
underprepared or on an academic contract due to a poor 
classroom performance.  Students will be identified by 
the Admission and Academic Standing Council as 
conditional admits based on their high school GPA 
and/or ACT/SAT.  The job description includes 
implementing student academic contracts, providing 
individualized advising, and tracking student progress.  

First Generation 
Student Mentor 

 Kristin Greene This position is responsible for advising first-generation 
college students. Additionally, she will be educating First 
Year Seminar instructors on the best practices for 
working with first generation students. 
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Title III Evaluation Dr. Charles 
Schroder  

The position is responsible for providing assessment 
training, measurement tool development, data collection, 
and reporting.  

Experiential Learning 
Coordinator  

Jill Okes The Experiential Learning Coordinator is responsible for 
identifying internships and other experiential learning 
opportunities, coordinating with WVWC alumni to 
identify new opportunities, creating a clearinghouse of 
opportunities, linking students with experiential learning 
opportunities, tracking student placements, learning 
objectives and evaluations, as well as working with faculty 
to strengthen experiential opportunities.   

Instructional Support 
Technician 

Traci Probst The Instructional Support Technician is responsible for 
supervising the upgrading of classrooms with functional 
classroom furnishings and instructional technology, 
providing training to faculty, troubleshooting technology 
issues, and serving as an advisor on the development of 
new courses requiring specialized classroom structure.  
This position reports to the Teaching and Learning 
Center Coordinator but will have a close working 
relationship with the Director of Informational 
Technology to ensure compliance with campus 
technology specifications and maintenance agreements. 
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Organizational Chart 

 

 

Time and Effort Reports 
Time and Effort Reports will be completed monthly for all Title III personnel. They will be due on the first 
day of each month. These reports will be reviewed by the Title III Coordinator and filed in the Title III 
Office. The Time and Effort Report for the Title III Coordinator will be signed by the Project Director and 
filed in the Title III Office.  

Changes in Key Personnel 
All changes in Key Personnel require prior approval from the Title III Program Office per 34 CFR 200.308. 
This includes changes in personnel, personnel replacement, prolonged absence, or reduction in allocated 
time.  

Hiring Procedure 
The hiring procedure for individuals wholly or partially supported by Title III funds will follow current 
hiring practices of West Virginia Wesleyan College.  

Equipment 
Procedures for equipment inventory will follow 34 CFR 200.313. Equipment records will be kept for all 
equipment valued at $3,000 or more purchased under the grant and an inventory will be conducted once a 
year. All equipment will be dispersed through the Title III office so proper inventory and record keeping 
can occur for all pieces of equipment. Upon acquisition of equipment, the Equipment Inventory Record 
will be completed. In addition, the inventory record will be updated each year during the annual inventory. 
An updated copy of the Equipment Inventory Record will be available on the shared Wesleyan network at 
all times. 

Equipment Records must contain: 

Instructional Support Technician

Graduate Assistants (4)

First Year Advisor

Experiential Learning Coordinator

First Generation Student M entor

Title III/Student Success CoordinatorTeaching and Learning Center Coordinator

Board of Trustees

Vice President/Dean of Academic Affairs

President

Project Director

In Kind 50%

External Evaluator

http://www.ecfr.gov/cgi-bin/text-idx?SID=b667f53e1c5ca1611fad984b9ea5abd3&mc=true&node=se2.1.200_1308&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=b667f53e1c5ca1611fad984b9ea5abd3&mc=true&node=se2.1.200_1313&rgn=div8
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 Description of the equipment and the model number 
 Equipment identification number, such as a serial number 
 Identification of the grant that provided the equipment 
 Date the equipment was acquired and the cost 
 Location and condition of the equipment, including the date this information was reported 
 Any other important information regarding the replacement or disposition of the equipment 

Travel 
All travel associated with West Virginia Wesleyan College must follow the College Travel Polices, including 
allowable costs of hotel, travel arrangements, meal reimbursements, etc. All Title III funded travel must be 
reasonable and necessary to move the College toward achieving the goals and objectives of this program. 
Further, all use of grant funds for travel must supplement current travel resources and not be used to 
replace existing funds or travel opportunities. As such, the Travel Request Form must be submitted two 
months prior to travel to the Title III Office. No reservations should be obtained without approval from the 
Title III Office. Title III funds may not be used to purchase alcoholic beverages or entertainment 34 CFR 
200.423) Upon approval, individuals will be provided with a list of regulations regarding travel on behalf of 
West Virginia Wesleyan College as well as policies for traveling with grant funds. College credit cards will 
not be provided for meal and miscellaneous expenses during travel funded by Title III. Instead, individuals 
will submit receipts for reimbursement.  

Upon return from travel, the Travel Report Form must be submitted to the Title III Office within 10 days. 
Additionally, a post-travel workshop will be required of all individuals traveling using Title III funds. The 
workshop should be scheduled through the Teaching and Learning Center Coordinator at an appropriate 
venue and occur within 30 days of travel. If travel occurs during the summer months, the workshop must 
occur within 30 days of the first date of the fall semester. This workshop should include the following: 

1) Purpose of travel 
2) Summary of conference/workshop. This should include a list of the most valuable three to five 

items learned while attending the conference/workshop. 
3) Overview of how the conference/workshop contributes to the Title III objectives.  
4) How the information/skills gained through attendance at the conference/workshop will be utilized 

to create positive change and strengthen West Virginia Wesleyan College. 
5) Discussion on how the information or strategies gained through the conference/workshop can be 

applied in various settings or disciplines. 
6) If applicable, an overview of follow-up or next steps that should occur on campus as a direct result 

of the travel. 

Failure to properly follow the travel policies and procedures will result in an individual no longer being 
eligible for further travel funding.  

Mini-Grants for Faculty Development 
Mini-grants for summer or vacation stipend will be available for faculty members to dedicate time to revise 
course offerings and design new pedagogy. All mini-grants must be reasonable and necessary to move the 
College toward achieving the goals and objectives of this program. To secure a mini-grant, the Mini-Grant 
Proposal Form must be submitted to the Center for Teaching and Learning Coordinator two weeks prior to 
the proposed activity.  The proposal form should be accompanied by rationale and evidence from course 

http://www.wvwc.edu/intranet/eForms/travelpolicy.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=1038a5aa5330192f6f1304a7a5c7fdf2&mc=true&node=se2.1.200_1423&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=1038a5aa5330192f6f1304a7a5c7fdf2&mc=true&node=se2.1.200_1423&rgn=div8
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syllabi, course evaluations and course assessment demonstrating that course development could positively 
impact student learning and engagement. The proposal should include any request for tools necessary to 
implement the course alterations (software, teaching tools, etc.) Each proposal will be reviewed by a 
committee, who will render final funding decisions. The following factors will be considered in funding 
decisions: 

1) Potential to impact student learning and engagement 
2) Potential to reach a large number of students 
3) Potential to develop teaching strategies and new methods of delivery 
4) Potential for collaboration and communication between faculty members 
5) Course must be scheduled to be offered within one year from the completion of the mini-grant 
6) Participation in professional development opportunities through Center for Teaching and 

Learning 

Upon completion of the mini-grant, faculty members will be required to submit the Mini-Grant Report 
Form, along with an updated course syllabus. Additionally, the Mini-Grant Impact Report Form detailing 
the impact the mini-grant had on student learning and engagement in the classroom, as evidenced by 
course evaluations and course assessment must be submitted within 30 days following the completion of the 
semester in which the updated course was taught.  

Faculty completing Mini-grants will be paid $1000 per credit hour of the course being revised. The total 
payment, minus $500, will be paid upon submission of the Mini-Grant Report Form and updated syllabus 
and the remaining $500 will be paid upon submission of Mini-Grant Impact Report Form, accompanied by 
course evaluation and course assessment. Failure to properly follow the mini-grant policies and procedures 
will result in an individual no longer being eligible for further mini-grant funding.  

Mini-Grant Steps 

Step 1: Complete Mini-Grant Proposal Form with syllabus, course assessment, course evaluations attached. 

Step 2: Redesign course 

Step 3: Submit Mini-Grant Report Form with revised syllabus at completion of stipend period 

Step 4: Teach redesigned course 

Step 5: Submit Mini-Grant Impact Report Form with final syllabus, course assessment, and course 
evaluations within 30 days following the completion of the semester in which the redesigned course was 
taught.   

Student Confidentiality 
All student records will be kept and protected according to the Federal Education Rights and Privacy Act 
(FERPA).  

Financial Management 
The Business Office of West Virginia Wesleyan College, in conjunction with the Vice President for 
Administration and Finance, will oversee the management and accounting for all Title III grant funds. 
Federal law requires complete accounting of all resources related to the grant activities. The general 

http://www.ecfr.gov/cgi-bin/text-idx?SID=cc9e117b99c46a57a3aa8017d5f1fb40&node=pt34.1.99&rgn=div5
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financial management of the grant will follow the West Virginia Wesleyan College Financial Procedures 
where applicable.  

Drawdown 
All payments to the College from the grant will be processed through the G5 Payments Module. The 
College has elected to utilize a reimbursement method of payment. The Business Office will manage the G5 
Payments Module and all drawdowns of funds. 

Audit 
The College will conduct a A-133 Audit (OMB Circular A-133) on a yearly basis as is required by the Single 
Audit Act for grantees that expend more than $500,000 of Federal funds in one fiscal year. The audit will 
be overseen by the College Business Office.  

Allowable 
Costs are considered allowable if it can be demonstrated that the cost is (1) necessary and reasonable, (2) 
allocable, (3) given consistent treatment through application of generally accepted accounting principles, 
and (4) conform with any limitations or exclusions set forth in the Federal Cost Principles or the Grant 
Award Notification (OMB Circular A-21). Additionally, a list of unallowable activities will be utilized to 
ensure expenditures meet Federal regulations.  

Reasonable 
A cost is considered reasonable if it would be incurred by a reasonable person. 

Allocable 
A cost is considered allocable if it is associated with specific activities found within the approved grant.  

Expanded Authorities 
Prior approval requests may be waived in some instances based on Expanded Authority. These include time 
extensions, budget transfers, and carryover (34 CFR 200.308).  

Time Extensions 
A one-time extension of the project period for up to one year may occur without prior approval. Written 
notification that includes supporting reasons for the extension and an updated expiration date of the grant 
must be submitted to the Program Officer no later than 10 days before the end of the project period. The 
extension cannot be for the sole purpose of exhausting unexpended funds, cannot require the need for 
additional funds, and cannot change the scope or objectives of the project.   

Budget Transfers 
No prior approval is required for many budget transfers. Those that do require prior approval include: 

 Changes in project scope or objectives;  
 Changes in a key personnel specified in the award document;  
 The absence for more than 3 months or a 25% reduction in time of the approved project director;   
 The need for additional Federal funds;  
 The transfer of funds allotted for training allowances to other categories;  
 Transfer or contracting out of any work   

http://www.wvwc.edu/intranet/eForms/Financial_Procedures.pdf
http://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf
http://www.whitehouse.gov/omb/circulars_a021_2004#c
http://www.ecfr.gov/cgi-bin/text-idx?SID=b667f53e1c5ca1611fad984b9ea5abd3&mc=true&node=se2.1.200_1308&rgn=div8
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Carryover 
Funds that are unexpended in a given budget period will be carried over into the following budget period 
without prior approval. Unexpended funds may be used for any allowable coast that falls within the scope 
and objectives of the project. The Program Office may require a written statement describing how the funds 
will be used.  

Procurement Process 
The procurement of goods and services funded through the Title III grant will follow the College 
Purchasing Procedure Guidelines. For the purpose of the grant, purchases will only be allowable if it is 
demonstrated that it contributes to the project objectives. All information technology and construction 
purchases will be approved by the Vice President for Administration and Finance. All other purchases will 
be approved first by the Title III Coordinator and then the Project Director. In all cases, the procurement 
standards outlined in 34 CFR 200.317-200.325 must be followed.  

Record Keeping 
Both the Business Office and Title III Office will be responsible for the record keeping of all grant 
expenditures. Documentation of all expenditures will be kept on file in both locations. This documentation 
will include all quotes, product information, purchase orders, receipts, and project bids. 

Monthly Budget Reconciliation  
Each month, the Title III expenditure records will be provided by the Business Office on the 10th to be 
reconciled against the Title III Office records. Once reconciled, these will then be compared with a monthly 
G5 drawdown report and reconciled. 

Endowment 
The Title III grant includes a $2 million endowment challenge. The Title III Grant will match any gifts 
made to the Endowment Challenge Fund dollar for dollar, up to $400,000 annually. The Advancement 
Office will solicit donors to meet this challenge and manage records for gifts received. The endowment will 
be managed by the College Comptroller in conjunction with the Finance Committee of the Board of 
Trustees.  The management of the endowment challenge must follow all Federal Guidelines as they pertain 
to grant management (34 CFR 628) 

Matching Requirements  
The College must raise the matched funds prior to drawing down the funds from the Title III grant. The 
Vice President of Advancement will act as the major gift officer for this campaign. The following may not 
be used to match the endowment (34 CFR 628.42): 

 A pledge of funds or securities; 
 Deferred gifts such as a charitable remainder annuity trust or unitrust; 
 Any Federal funds; 
 Any borrowed funds; or 
 The corpus or income of an endowment fund or quasi-endowment fund existing at the closing date 

established by the Secretary for submission of eligibility requests under the Endowment Challenge 
Grant Program. This includes the corpus or income of an endowment or quasi-endowment fund 
established by a foundation if the foundation is tax-exempt and was established for the purpose of 
raising money for the institution. 

http://www.wvwc.edu/intranet/eforms/purchasingprocedure.pdf
http://www.wvwc.edu/intranet/eforms/purchasingprocedure.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=b667f53e1c5ca1611fad984b9ea5abd3&mc=true&node=sg2.1.200_1316.sg3&rgn=div7
http://www.ecfr.gov/cgi-bin/text-idx?SID=0027cbf8ca0f3b50ecb81fdd28bd5297&node=pt34.3.628&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=0027cbf8ca0f3b50ecb81fdd28bd5297&node=pt34.3.628&rgn=div5#se34.3.628_142
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Grant Corpus and Income 
The corpus, made up of the Federal funds and College match, must be placed in an independent 
endowment and not comingled with other institutional endowment funds. The College may not drawdown 
or spend any portion of the endowment corpus for 20 years from the date of the grant award.  

The College may drawdown and spend 50% of the income of the endowment corpus. This income may be 
spent on: (1) costs of operating the institution, including general operating and maintenance costs, (2) costs 
of administering and managing the endowment fund, or (3) costs associated with buying and selling 
securities (34 CFR 628.45) 

Records 
The College is required to keep records of the (1) source, kind, and amount of matching funds, (2) type and 
amount of investments of the endowment fund, (3) amount of the endowment fund income, and (4) 
amount and purpose of expenditures of endowment fund income (34 CFR 628.47). The records must be 
kept for a minimum of five years after the conclusion of the grant period. A report on the state and progress 
of the endowment fund will be included in the Annual Grant Performance Report.  

Evaluation and Reporting  

Ongoing reporting and evaluation of the Title III grant project will help to ensure that progress toward the 
goals and objectives of the project is occurring and funds are being managed in a fiscally responsible 
manner.  

Staff Meetings 
The Title III personnel will have weekly staff meeting to review the progress of the grant. Minutes will be 
kept and logged for all meetings. 

Monthly Progress Reports 
Monthly Progress Reports will be completed by Teaching and Learning Center Director and Student 
Success Coordinator. These reports will summarize the Time and Effort reports from Title III staff and 
include project timelines and accomplishments, expenditures, professional development, summary of 
project travel, status of classroom upgrades, and updates on project evaluations. These reports will be 
submitted to the Program Director on the 15th day of each month. 

Updates to Campus 
The Project Director, Title III Coordinator, and Teaching and Learning Center Director will be responsible 
for making periodic reports to Cabinet, Faculty/Staff, and the Board of Trustees through campus 
publications, relevant committee meetings, and social media to assure broad institutionalization of the Title 
III achievements. Additionally, a monthly Title III newsletter will be distributed to campus during the 
academic year. 

Interim Report 
The Interim Report is the first reporting requirement to the US Department of Education and will 
document the first six months of the grant. This report is typically due April 30th.  

http://www.ecfr.gov/cgi-bin/text-idx?SID=0027cbf8ca0f3b50ecb81fdd28bd5297&node=pt34.3.628&rgn=div5#se34.3.628_145
http://www.ecfr.gov/cgi-bin/text-idx?SID=0027cbf8ca0f3b50ecb81fdd28bd5297&node=pt34.3.628&rgn=div5#se34.3.628_147
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Annual Grant Performance and Fiscal Report 
The Annual Grant Performance Report will review current performance on grant objectives and financial 
expenditure information. This report must be submitted within 90 calendar days of the conclusion of the 
grant year. The performance report will be compiled from the Monthly progress Reports and Quarterly 
Executive Summaries; the Business Office will prepare the annual expenditure report. The report should 
include a summary of accomplishments and a progress report on the goals and objectives for the established 
term. Prior to submission, this report will be reviewed by the External Evaluator.  

Final Performance Report 
The Final Performance Report is due within 90 days of expiration of grant. 

External Evaluations 
The External Evaluator will be responsible for providing external evaluation. This evaluation plan has been 
designed to provide useful data at various steps in the project to inform decisions that will improve student 
success.  The Evaluation team includes the Project Director, Institutional Research, Title III Coordinator, 
and the External Evaluator, along with the support of a graduate student. Evaluation of the Title III project 
will critically review the following:  

 Degree to which the institution achieved the project goals and objectives 
 Improvement of retention and graduation rates  
 Change in campus awareness and understanding of components of student success 
 Activity and task implementation at each of the relevant project steps 
 Performance monitoring of key indicators determined throughout project 
 Extent to which the practices and improvements of the actions are assimilated into the College’s 

operation 
 Evaluation of performance of key personnel responsible for implementing the activities, tasks, and 

overseeing the project 

Surveys 
A variety of student surveys will be utilized to gain baseline and follow-up data on the academic and co-
circular expectations and experiences of our students. All first-year students will take the Beginning College 
Survey of Student Engagement (BCSSE) during Orientation. The data and reports from this survey will 
help to inform the programming and needs of the entering freshman class. Individual student reports will 
also be provided to advisors. Additionally, the National Survey of Student Engagement (NSSE) will be 
proctored to freshman and senior students every other year. In the years that the NSSE is not proctored, the 
Student Satisfaction Inventory will be proctored to all students.  

In addition to student surveys, the Faculty Survey of Student Engagement (FSSE) will be proctored to 
faculty every other year. This will provide us with useful data on faculty perceptions of student engagement.  

Student Success Center Programs 
Students enrolled in the Student Success Center programs will evaluate the program and their progress in 
academic preparedness. The Mid-Semester Advising Evaluation will be given at the mid-semester mark and 
the Semester-End Advising Evaluation will be given at end of the semester.  
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Additionally, all students in the programs will have a predicted GPA calculated based on their attributes 
entering their freshman year of college (HS GPA, Test Scores, etc.) This predicted GPA will then be 
compared to their actual GPA as earned in both the fall and spring semester of their freshman year.  

Experiential Learning Program 
Students participating in an experiential learning opportunity will complete the Experiential Learning Exit 
Survey upon completion of their participation in the program.  Additionally, the community partner 
hosting the student will compete the Site Supervisor Evaluation at the completion of the student’s 
participation.   

Student Workshops 
Students participating in workshops given by the Student Success Center will complete the Student 
Workshop Evaluation at the conclusion of the workshop. This evaluation will be utilized for all student 
workshops offered throughout the program. 

Student Success Center Drop-In Students 
At this time, students that drop into the Student Success Center but are not enrolled in a program will not 
complete a formal evaluation. However, they will be asked to sign in.  

Center for Teaching and Learning Workshops 
Faculty and staff participating in workshops given by the Center for Teaching and Learning will complete 
the Faculty Workshop Evaluation at the conclusion of the workshop. This evaluation will be utilized for all 
faculty workshops offered throughout the program, including mini-grants, technology training, guest 
speakers, consultants, webinars, and all other trainings.  

Retention Reports 
Each Semester or Year, as designated, the Office of Institutional Research prepares the following reports to 
support improvement of student retention and inform student programming decisions. The results from 
these reports and analysis will be shared with the Strategic Enrollment Management Committee, Retention 
Committee, and staff of the Student Success Center.  

Yearly Retention and Graduation Rate Report Document 
• Academic Year Summary 
• Retention by Semester 
• First Year Retention Summary 
• Second Year Retention Summary 
• Third Year Retention Summary 
• First Year by Major Detail Report 
 

First-time Full-time Retention Demographic Report and Regression Analysis (Each Semester) 
• Sex 
• Instate Out of State 
• Minority 
• HS GPA 
• Scholarship Athlete 
• Scholarship PA 
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• Academic Major 
• First Generation 
• Pell Recipient 
• Diagnosed Learning Disabilities 
• Enrolled in Developmental Courses 
• Identified as "At Risk" at the point of admission 
• First Term GPA (specifically breaking out students who complete the semester not in good 
academic standing) 
 
Graduation Rate Reports 
• Graduation Rate Report Summary  
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Record Keeping Summary 
Records: Completed By: When Due: 
Time and Effort All Title III Staff 1st of Each Month 
Monthly Progress Reports Title III Coordinator, 

Teaching and Learning 
Center Director 

15th of Each Month 

Staff Meeting Minutes Title III Coordinator Weekly 
Travel Request Form Faculty, Submitted to 

Teaching and Learning 
Center Director 

45 Days prior to Travel 

Travel Report Form Faculty, Submitted to 
Teaching and Learning 
Center Director 

15 Days Post Travel 

Equipment Inventory Record Instructional Support 
Technician 

Updated as inventory 
changes, Verified yearly 

Policies and Procedures 
Manual 

Title III Coordinator Updated as necessary 

Annual Performance Report Title III Coordinator, 
Business Office, Project 
Director 

Yearly, Due December 31st 

Monthly Budget 
Reconciliation 

Business Office 10th of Each Month 

Purchase Records 
 Quotes 
 Product Information 
 Purchase Orders 
 Receipts 
 Bids 

Business Office, Title III Staff Updated as purchases occur 

 

Appendix 
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Title III Job Descriptions 

Job Description—Title III Student Success Coordinator 

The Title III Student Success Coordinator is a twelve-month position, requiring a Master’s degree 
and experience with student success and advising.  Experience with reporting to federal 
government or similar agencies is a plus.  The coordinator will report to the Title III Project 
Director and perform the following job responsibilities: 

 Coordinate all activities of the grant to ensure that they are consistent with the mission of the 
College and that all responsibilities and timelines are met 

 Oversee Title III budgeting and allocations, identifying and assessing outcomes for each activity 
that involves expenditures 

 Report activities and expenditures to the Department of Education 
 Prepare periodic reports, financial statements and records on program activities,  

progress status as necessary 
 Provide direction for the Teaching and Learning Center Coordinator, the First-Year Academic 

Advisor, the First Generation Student Mentor, the Experiential Learning Coordinator, the 
Instruction Support Technician, and Title III External Evaluator on grant activities 

 Collaborate with the Vice President for Enrollment Management and the Student Success Team 
on retention efforts 

 Maintain Title III Blackboard page/website for WVWC 
 Coordinate logistics for meetings and conferences as necessary 
 Develop, compile and write communications and promotional literature for  

distribution, such as newsletters, brochures, meetings or flyers. 
 Convene regular meetings of the Title III staff and advisory committee 
 Deliver student success programming to first-year students 
 Work to ensure the sustainability of activities after the grant period is complete 
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Job Description—Teaching and Learning Coordinator 

The Center for Teaching and Learning Coordinator is a twelve-month position, with a doctorate 
or other terminal degree in an academic field preferred. The position will report to the Program 
Director.  The ideal candidate will have a proven record of commitment to teaching excellence and 
student learning.  In addition, a high degree of computer literary and demonstrated ability to 
integrate technology in the classroom and workspace is necessary.  The coordinator will perform 
the following job responsibilities: 

 Coordinate efforts to improve student learning through the Teaching and Learning Center 
 Plan and coordinate, in consultation with the Vice President for Academic Affairs, the new faculty 

orientation each year 
 Develop and coordinate orientation and online training for adjunct faculty 
 Develop and oversee instructional activities for staff to support retention and the enhancement of 

student learning 
 Organize monthly workshops for faculty development that will foster improvements in teaching 

and student learning 
 Recruit and hire consultants to present workshops on best practices in teaching and learning 
 Maintain Blackboard page/website of resources and scheduled activities for the Center for 

Teaching and Learning 
 Develop outcomes for all activities that use Title III funding and assess the outcomes related to 

each expenditure 
 Oversee and submit requests for payment of stipends to faculty and staff for their participation in 

summer workshops 
 Serve as chair of the committee responsible for the distribution of mini-grants and stipends to 

faculty  
 Provide assessment support to faculty and staff in developing and measuring student learning 

outcomes 
 Collaborate with the Vice President for Academic Affairs and the Associate Dean for Teaching and 

Learning on activities in the grant that involve the improvement of teaching and learning 
 Assess effectiveness and participant satisfaction of  all workshops and training sessions 
 Collaborate with the Title III coordinator on all these activities 
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Job Description—First Generation Student Mentor 

The First-Generation Student Mentor will be responsible for advising and tracking first-generation students 
as defined in the recently awarded US Department of Education Title III Strengthening Institutions 
Program grant award.  This is a full-time 12-month position reporting to the Title III Coordinator. This is a 
grant funded position, with funding approved for 4 years.  Ongoing employment is contingent upon future 
funding.   

Duties include, but are not limited to: 

1. Provide one-on-one advising/mentoring for first-generation students to assist in the transition to 
college 

2. Provide comprehensive student support services to a caseload of first-year, first-generation students, 
including academic advising, referrals, and tutoring resources 

3. Provide training to first-year seminar instructors on the needs of first-generation students 
4. Provide strategies to faculty and staff on how to best serve first-generation students 
5. Work closely with the Center for Teaching and Learning Coordinator to provide programming to 

faculty members on advising and working with first-generation students 
6. Serve as a consultant to faculty working with first-generation students  
7. Implement and oversee a first-generation mentor program  
8. Assist with the coordination of a broad-based, resource-focused student success program for first-

year students 
9. Collaborate with faculty and staff to identify at-risk first-generation students as the academic year 

progresses 
10. Ensure awareness of student services available on campus and to refer students as necessary 
11. Collaborate with Academic Services, Admission, and The Learning Center  

Qualifications/Skills/Abilities: 
Bachelor’s Degree required. Experience in higher education preferred.   

1. Knowledge of retention theories and methods 
2. Experience with student retention programs 
3. Skill in the development and execution of programs 
4. Ability to establish goals, structures, and processes necessary to implement a mission and strategic 

vision 
5. Leadership, coaching, and teambuilding skills to strengthen and cultivate relationships 
6. Ability to network and interact, as well as develop and support effective partnerships with key 

groups and individuals 
7. Ability to prioritize ongoing and new projects, as well as conduct research and gather information 
8. Strategic and analytical thinking skills with an ability to solve problems and make decisions 
9. Strong oral/written communication, presentation, and interpersonal skills 
10. Positive attitude 
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Job Description - Experiential Learning Specialist 

The Experiential Learning Specialist will be responsible for managing expanding experiential 
learning opportunities for Wesleyan students as defined in the recently awarded US Department 
of Education Title III Strengthening Institutions Program grant award.  This is a full-time 12-
month position reporting to the Title III Coordinator. This is a grant funded position, with 
funding approved for 5 years.  Ongoing employment is contingent upon future funding.   

Duties include, but are not limited to: 

1. Identifying internships and other experiential learning opportunities off campus 
2. Assisting faculty and staff in developing new experiential learning opportunities on campus 
3. Coordinating with WVWC alumni to identify new opportunities for students placements, 

internships, and volunteer programs 
4. Creating a clearinghouse of opportunities for students 
5. Linking students with experiential learning opportunities 
6. Providing students with training in how to secure experiential learning and job opportunities in 

collaboration with Career Services Director 
7. Working closely with Academic Departments that require experimental learning experiences to 

place students in opportunities in their chosen field 
8. Tracking student placements, learning objectives, and evaluations 

 
Qualifications/Skills/Abilities: 
Master’s Degree in Education, Business, Human Resources or a related field, and 3 years Higher 
Education internship/apprenticeship experiences.  

1. Skill in the development and execution of programs 
2. Knowledge of relevant accreditation and certification requirements 
3. Ability to establish goals, structures, and processes necessary to implement a mission and strategic 

vision 
4. Leadership, coaching, and teambuilding skills to strengthen and cultivate relationships 
5. Ability to network and interact, as well as develop and support effective partnerships with key 

groups and individuals 
6. Ability to prioritize ongoing and new projects, as well as conduct research and gather information 
7. Strategic and analytical thinking skills with an ability to solve problems and make decisions 
8. Strong Oral/written communication, presentation, and interpersonal skills 
9. Positive attitude 
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Job Description—First-Year Academic Advisor 

The First-Year Academic Advisor will be responsible for advising and tracking first-year students as 
defined in the recently awarded US Department of Education Title III Strengthening Institutions 
Program grant award.  This is a full-time 12-month position reporting to the Title III Coordinator. 
This is a grant funded position, with funding approved for 5 years.  Ongoing employment is 
contingent upon future funding.   

Duties include, but are not limited to: 

12. Providing academic advising for first-year students who are deemed academically underprepared  
13. Designing and implementing student academic contracts for students with a poor college grade 

point average 
14. Assisting with the coordination of a broad-based, resource-focused student success program for first-

year students 
15. Working closely with the Admission Office in identifying underprepared first-year students who 

will benefit from focused academic support 
16. Communicating with faculty and staff to identify at-risk students as the academic year progresses 
17. Providing assistance in the Academic Services office with registration, advising, and academic 

planning 
18. Tracking student progress to ensure class attendance and conscientious effort 
19. Ensuring awareness of student services available on campus and to refer students as necessary  
20. Close collaboration with Academic Services, Admission, and The Learning Center will be required 

of this position 

Qualifications/Skills/Abilities: 
Master’s Degree in Counseling or a related discipline with a minimum of 3 years of academic 
advising experience.  

11. Knowledge of retention theories and methods 
12. Experience with student retention programs 
13. Skill in the development and execution of programs 
14. Knowledge of relevant accreditation and certification requirements 
15. Ability to establish goals, structures, and processes necessary to implement a mission and strategic 

vision 
16. Leadership, coaching, and teambuilding skills to strengthen and cultivate relationships 
17. Ability to network and interact, as well as develop and support effective partnerships with key 

groups and individuals 
18. Ability to prioritize ongoing and new projects, as well as conduct research and gather information 
19. Strategic and analytical thinking skills with an ability to solve problems and make decisions 
20. Strong Oral/written communication, presentation, and interpersonal skills 
21. Positive attitude 
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Job Description - Instructional Technology Specialist  

This Instructional Technology Specialist will be responsible for the implementation of improved 
classroom technology as defined in the recently awarded US Department of Education Title III 
Strengthening Institutions Program grant award.  This is a full-time 12-month position reporting 
to the Teaching and Learning Center Coordinator but have a close working relationship with the 
Director of Informational Technology to ensure compliance with campus technology specifications 
and maintenance agreements. This is a grant funded position, with funding approved for 5 years.  
Ongoing employment is contingent upon future funding.   

Duties include, but are not limited to, 

1. Assisting in the selection, ordering, and installation of classroom technology 
2. Developing and delivering technical training sessions and workshops 
3. Working with a wide range of multimedia software including, audio, video, web, animation, and 

photo to develop materials for online, hybrid, and face to face courses 
4. Developing instructional web and media-based interactive learning objects (tutorials, demos, 

training modules) 
5. Troubleshooting technical course design issues with faculty 
6. Conducting research to identify potential applications for new and emerging instructional 

technologies 
7. Collaborating with co-workers, on Title III and college-wide projects 
8. Participating in Title III meetings and committees 
9. Designing and developing print and web based user documentation 
10. Conducting software training sessions for students, faculty and staff 
11. Providing instructional technology support for the College 

 
Qualifications/Skills/Abilities: 
Master’s degree in instructional technology, instructional design, or Education preferred with at 
least 2 years of experience working in the instructional technology field.  

 Experience providing technical training in group and individualized sessions  
 Intermediate to advanced skill in the use of Microsoft Office applications, including, Word, Excel, 

PowerPoint, Access, Publisher 
 Intermediate to advanced skill in the use of the Blackboard Course Management System  
 General knowledge of the Blackboard Learning Management System, or similar  
 Intermediate to advanced skill in using web and media based technologies for education 
 Curiosity about and commitment to learning cutting edge technologies for support of education 

online  
 Ability to work with and train in both a PC and Macintosh environment  
 Knowledge of instructional design principles  
 Knowledge of online course development standards and procedures  
 Knowledge of educational applications of social media  
 Knowledge of educational theories, including instructional systems design, and adult learning 

theory  
 Excellent oral and written communication skills  
 Excellent presentation skills  
 Excellent customer service skills  
 Positive attitude
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Instructions: This report is to be completed by all Title III personnel on a monthly basis.  Submit this 
completed form to the Title III Office by the 1st of each month.  

Name         Position       

Month       Year       

 

Major Tasks Performed  Obj. # % of Time 

   

   

   

   

   

   

   

   

 

         
Signature     Date 
 
         
Title III Coordinator Signature   Date



Equipment Inventory Record 
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West Virginia Wesleyan College
Title III Strengthening Institutions Grant Program
Equipment Inventory Record

Name of Equipment Model Number Serial Number Date Acquired
Cost of 

Equipment
Location of 
Equipment

Notes Date Inventoried Condition

Instructions: This form is to be updated as equipment is acquired and verified yearly. 
Year 1
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Instructions: This form is to be submitted to the Title III Office 2 months prior to proposed travel.    

Name         Position       

Date of Travel      Location of Travel     

Name of Conference            

Conference Website            
            

1. Have you or anyone at the College attended this conference before?  

* If conference attendance has been previously paid for by the institution, then grant funds cannot support it. 

 

 

2. This conference/workshop will contribute to institutional development and is related to the Title 

III objectives in the following way:  

*The Title III objectives are available on the Title III webpage 

 

 

 

3. Which activity/objective/goal does it support?  

 

 

 

4. What is the intended outcome of attending this conference? How will you utilize and apply what is 

learned at the conference when you return to campus? 

 
 
 
 
 



West Virginia Wesleyan College 
Title III Strengthening Institutions Grant Program 
Travel Report Form 
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5. Please list all anticipated expenses and attach a completed Purchase Order to this form. 

a. Registration Fee:  

 

b. Lodging Expenses:  

 

c. Transportation Costs (Airfare, Car Rental, Mileage, etc.): 

 

d. Meal Expenses: 

 

e. Miscellaneous Expenses: 

 

f. Total Expenses: 

 

           
Signature       Date 
 
              
To be completed by Title III Office: 
 
Approval for $   
 
Approved By:             
                      Signature     Title    Date 
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Instructions: This form is to be completed and submitted to the Title III Office within 10 days post travel.  
Additionally, please contact the Teaching and Learning Center Coordinator to schedule your post-travel 
workshop.  

Name         Position       

Date of Travel      Location of Travel     

Name of Conference            

 

1. This conference/workshop will contribute to institutional development and is related to the Title 

III objectives in the following way:  

 

2. How/when will you utilize information or skills gained through this conference/workshop at 

Wesleyan? In which course or program will you be applying something gained from this experience? 

 

3. What specific insights will be shared with colleagues during your required post-travel workshop?  

 

 

4. Please attach conference documentation to this form (agenda, program, etc.) 

5. Please attach a detailed WVWC Expense Report and receipts to this form.  

 

           
Signature       Date 
 
              
To be completed by Title III Office: 
 
Total Cost of Travel $   
Day/Time of Post-Travel Workshop      
 
Approved By:             
                      Signature     Title     Date
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Instructions: This form is to be submitted to the Title III Office 2 weeks prior to the proposed activity.    

Name         Department     

Requesting (check all that apply): 

 Paid time for course redesign 
Proposed dates of activity:      

 Equipment, tools, software, etc.  
Proposed cost of equipment:      
*Please attach a price quote for all items request 

Course       Course Credit     

Next semester course will be offered:          

6. Describe the evidence demonstrating the need to improve student learning in this course. Please attach 

evidence from course evaluations and course assessment to demonstrate the need for course developed to 

improve student learning and engagement. Additionally, please attach a current syllabus for the selected 

course. 

 

7. How will this mini-grant contribute to the Title III objectives?  
The Title III objectives are available on the Title III webpage 

 
 

8. What professional development experiences have you participated in that have influenced the need for your 

course redesign/equipment? 

 

9. What elements of your course do you intend to revise to increase student learning and engagement? If you 

are requesting equipment, how do you plan to use the equipment to increase student engagement? 

Following completion of the mini-grant, you will be required to submit the Mini-Grant Report Form detailing the changes you have made and the 
rationale for those changes along with a revised syllabus for your course. Within 30 days following the completion of the semester in which the 
updated course is taught, you will be required to submit a Mini-Grant Impact Report Form analyzing the effect of your revision, evidenced by 
course evaluations and course assessment. 

           

Signature       Date 
              
To be completed by Title III Office: 
 
Approved By:             
                      Signature     Title    Date



West Virginia Wesleyan College 
Title III Strengthening Institutions Grant Program 
Unallowable Activities 
 

 

29 
 

 
 
The following activities are unallowable per 34 CFR 607.10. 

1) Activities that are not included in the grantee's approved application. 
2) Activities that are inconsistent with any State plan for higher education that is applicable to the 

institution, including, but not limited to, a State plan for desegregation of higher education. 
3) Activities or services that relate to sectarian instruction or religious worship. 
4) Activities provided by a school or department of divinity. For the purpose of this provision, a “school 

or department of divinity” means an institution, or a department of an institution, whose program is 
specifically for the education of students to prepare them to become ministers of religion or to enter 
into some other religious vocation or to prepare them to teach theological subjects. 

5) Developing or improving non-degree or non-credit courses other than basic skills development courses.  
6) Developing or improving community-based or community services programs, unless the program 

provides academic-related experiences or academic credit toward a degree for degree students, or unless 
it is an outreach program that encourages Indian elementary school and secondary school students to 
develop the academic skills and the interest to pursue postsecondary education. 

7) Purchase of standard office equipment, such as furniture, file cabinets, bookcases, typewriters, or word 
processors. 

8) Payment of any portion of the salary of a president, vice president, or equivalent officer who has 
college-wide administrative authority and responsibility at an institution to fill a position under the 
grant such as project coordinator or activity director. 

9) Costs of organized fund-raising, including financial campaigns, endowment drives, solicitation of gifts 
and bequests, and similar expenses incurred solely to raise capital or obtain contributions. 

10) Costs of student recruitment such as advertisements, literature, and college fairs. 
11) Services to high school students, unless they are part of a program to encourage Indian students to 

develop the academic skills and the interest to pursue postsecondary education. 
12) Instruction in the institution's standard courses as indicated in the institution's catalog. 
13) Costs for health and fitness programs, transportation, and day care services. 
14) Student activities such as entertainment, cultural, or social enrichment programs, publications, social 

clubs, or associations. 
15) Activities that are operational in nature rather than developmental in nature. 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=60f21de77baad70c3005a0281c1007c8&node=se34.3.607_110&rgn=div8
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Instructions: This report is to be completed by the Teaching and Learning Center Director and the Student 
Success Coordinator on a monthly basis.  Submit this completed form to the Program Director by the 15th 
of each month.  

Name         Position       

Month       Year       

 

1. Discuss the major developmental activities of your program for the above reporting period.  
 
 
 

2. Discuss any problems which you are experiencing in meeting the objectives of your 
program. 

 
 
 
3. Discuss, substantiate, and recommend any needed changes in the project strategies and 

timetables.  
 

 
 

4. Indicate if any activity objectives or major timetable milestones were completed. 
 
 
 

5. Indicate the contributions Title III staff and/or other college staff or departments are 
making to your program. 

 
 
 

6. Please include any press releases, student achievement highlights, or other documentation 
that substantiate progress toward the activity objectives. 

 

         
Signature     Date 
 
         
Project Director Signature   Date
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This form is due at the end of your stipend period. Please attach an updated syllabus to this form.   

Name                

Course              

Next semester course will be offered:          

1. Summary of the evidence for need for course revision: 

 

 

2. Specific improvements made to the course and the rationale for each: 

 

 

 

3. Assessment measures to be used to determine the effect of the improvements on student learning 
and student engagement.  Specific assessment measures must be entered into TaskStream.   

 

 

 

 

 

 

 

Mini-Grant Impact Report Form to be submitted thirty days after the completion of the course. This evaluation will 
include: 

 Findings for the above assessment measures demonstrating changes in student learning 
 Student evaluations for this course demonstrating changes in student engagement 
 What have you learned in this process and what are your next steps for continued improvement
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This form is due within 30 days of the completion of the semester in which the redesigned course is taught. Please attach course 
assessment and course evaluations.    

Name                

Course              

Semester Course Taught           

1. Summarize your assessment findings for your revised course, specifically addressing how these 
findings demonstrate a change in student learning. Please attach details of those findings. The 
findings must also be entered into TaskStream. 

 

 

2. Summarize any change in course evaluations, specifically addressing how these evaluations 
demonstrate a change in student engagement. Please attach a copy of course evaluations for this 
course. 

 

 

3. What recommendations for improvement in your course come from these measures? 
 
 

     


