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LOS MEDANOS COLLEGE  

INSTRUCTIONAL PROGRAM
REVIEW & PLANNING

“The institution offers high-quality instructional programs in recognized and emerging fields of study that culminate in identified student learning outcomes leading to degrees, certificates, employment, or transfer to other higher education institutions or programs consistent with its mission. Instructional programs are systematically assessed in order to assure currency, improve teaching and learning, and achieve stated student learning outcomes.” This excerpt from the accreditation standards is the rationale for this work. This program review and planning document will be reviewed by the deans, and become the basis for the FPM/Block Grant, facilities planning, Box 2A and provide evidence for accreditation. Sections of this document will be reviewed by groups such as the Teaching-Learning Project, Curriculum Committee and SGC.
Program: Business
As a result of the Program Review process, the Business Department determined that only one program exists, though it comprises several career paths.  Therefore, questions relating to the different career paths (section I) were addressed separately; beginning with the Advisory Board Recommendations (section II) our comments address the program in its entirety.
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COLLEGE GOALS and INITIATIVES

As you review and prepare plans for your program, keep in mind current goals and initiatives developed for the college’s Master Plan.

COLLEGE GOALS

1. Offer high quality programs that meet the needs of the students and the community.

2. Ensure the fiscal well-being of the college.

3. Enhance a culture of innovation, inclusiveness and collaboration.

4. Improve the learning of students and the achievement of their educational goals.

5. Establish a culture of planning, implementing, assessing and improving.

STRATEGIC INITIATIVES
1. Grow enrollments productively.

2. Improve the image of the college.

3. Increase the number of transfers, degrees and certificates.

I. 
ANALYSIS and QUESTIONS 
(Office Administration, Small Business Ops, Management)
1. The student enrollment (headcount) has been steady between 2002 and 2005. This is good, but how can we increase enrollments? What measures is the Business Department taking to increase enrollments (such as changes in scheduling new curriculum, new directions, marketing, student advising and orientations, etc.)

We believe that our primary responsibility as faculty is to determine and offer the courses/curriculum that will meet the changing demands/needs of the community that we serve and will provide the best possible instruction in those areas. It has always been and will always be very important to us and to our program to never lose sight of the fact that our main focus as faculty is to teach. None of the classes we offer are required for a student to graduate. All of our students take our classes because the classes in our program meet their needs and because of the strong instruction that we provide.
The Business Program has made some changes in scheduling, per management directive. We have offered more classes in the early morning and on Saturday. In addition, we have consistently offered classes at the Brentwood Center. These changes in scheduling were very popular and probably contributed to keeping our enrollments steady. 
We are strong advocates of faculty student advising. Over the years, we discovered that many of our students were confused about what is required to obtain a bachelor’s degree in Business and as a faculty we were able to overcome their confusion and provide direction through effective student advising. We will be looking at developing and using student surveys as an instrument to increase and improve the number of students who know about and take advantage of the valuable advising service that we provide. 
The steady student enrollment in the Business Program seems to be pretty consistent with the steady headcount for the college overall. We believe that marketing is outside of the domain and expertise of the faculty. We also believe that student enrollments in all of the college’s programs can and will increase as the college/district increases and improves its marketing efforts. It stands to reason that any successful marketing efforts and institutional policies the college implements to increase enrollments for the institution will undoubtedly increase enrollments in the Business Program as well.
Part of the reason that enrollments have not increased during the last three years may be related to the institutional policy of canceling classes early; a policy that was implemented at the college for several semesters during this reporting period. As a result of this practice many students (and faculty) were confused about the direction LMC was taking. We were cautious about offering classes that had a high probability of being canceled and students were a little wary about signing up for classes. 
We plan to look very closely at the present and future employment needs of local business and industry to determine what modifications the Business Program can make to meet those employment needs. We will also look at the needs of our feeder four-year colleges. We will use the data that we uncover in our research to improve our curriculum and certificate programs and to make decisions about any new directions that the Business Program should pursue. We are looking at designing and implementing a program-wide orientation program that can be used in all of our classes at the beginning of each semester. We plan to provide both written and verbal information to each of our students along with our first-day hand-outs to orient every student to the Business Program. 

Plan

· Continue to experiment with scheduling as part of our master plan to increase enrollments.

· Study local employment trends and monitor the requirements of four-year colleges.

2. Congratulations on improving the program productivity each year. It has gone up from 16.2 to 18.2. What have you done or are doing differently to result in this increase?

Our productivity improved because we consistently continue to provide strong instruction. We continued to meet growing student demand for our classes even with one less full-time faculty person. With creativity, innovation, and mutual cooperation we manage to make it work. 

Other factors may have played a part in increased productivity. Over the past several semesters, the department has:
· Changed the scheduling pattern of some of our classes (some now offered only once a year, rather than once every semester).

· Cancelled low-enrolled classes.

· Offered more classes in Brentwood.

· Increased the number of sections of those courses whose enrollment has “maxed” out such as keyboarding, medical terminology, and real estate which also tend to have high class maximums

3. The program’s “retention rates” and “success rates” have been below the college rates for all 3 years. The VTEA core indicator 2 (completions) also indicates that the program’s completion rate is below state negotiated rates. What measures can the department take to improve these rates?

Many students are counseled to take classes in Occupational Education because there seems to be a gross misconception that our classes are not as challenging and/or demanding as more academic classes. The courses in the Business Program are both occupational and academic in nature. This conundrum presents a very perplexing problem for us because, despite our best efforts, many of our students do not enter our program with the necessary skills to succeed in our classes. We believe that to improve student retention and success in our program students need career counseling, student advising, and better learning assessment instruments to help identify the best placement for the students before enrolling in classes in the Business Program. 
Plan
· Our master plan includes working more closely with the counseling department to help improve the counselor’s awareness of the skills required to meet the rigorous demands of our curriculum.
· In regard to VTEA core indicator 2, 

1. Careful review of SAM codes to ensure proper placement in a program sequence may improve completion rates by weeding out those students who are “sampling” or just upgrading current job skills with no intention of completing a program.

2. Market program certificates and degrees in the college catalog, department web site, and first-day handouts.

3. Improve reporting relationship with Admissions and Records to ensure LACs are being properly reported.

· In regard to retention and/or success, the college can:

1. Change late enrollment policies and/or improve the timeliness of financial aid at the beginning of the semester. Students who enroll late and/or are unable to purchase textbooks at the beginning of the semester often are unable to succeed in the course because they must play catch up from the day they enter the classroom. Many of our students do not have the skills they need to overcome that burden.

· In regard to retention and/or success, some things the program can do:

1. Rehire evening position as instructional assistant/tutor.

2. Utilize open lab time for drop-in tutoring. Hire student tutors who could be available on a drop-in basis to students. 
3. Hiring bi-lingual (especially Spanish-speaking) tutors.

4. Give a student a failing grade rather than a withdrawal would improve retention, but would have a negative impact on success. Which is the more important measure?

5. Provide more textbooks for checkout to students unable to purchase the book at the beginning of the semester (because they have not yet received book vouchers or other financial aid.)

4. Congratulations on increasing the number of students with Business as their major who have completed 18 more units, from 71 to 110. What have you done or are doing differently to result in this increase?

The consistently strong instruction we provide results in our students taking more classes in the Business program. Information is power, and as we have improved the information we provide to our students, they have been able to make better, more informed decisions which have led them to take more and more of the classes we offer. In addition, the department strives to:

· Maintain curriculum that is current and relevant.

· Offer a greater number/variety of courses within the curriculum.

· Schedule classes in patterns that allow students to take/complete more units in a timely manner (rather than schedule classes in such a way as they compete with each other for enrollment)

5. With an annual program head count of 1048 to 1089 over the past 3 years, why are there only 8 to 17 students graduating with a certificate or a degree each year? The number seems to have reduced sharply in 2004-2005. Given that Business Department has so many options of locally approved certificates, why are there so few students graduating? What do you plan to do to improve the number the certificates and degrees granted each year? (Better/more advising by faculty teaching the courses, provide more information on first day handouts, announce degree/certificate application deadlines in class, etc?)

One of the things that we have always done in the Business Program is to continuously assess our program. Through our on-going general research and interaction with our advisory board/s, it became very clear to us that employers are far more concerned with having skilled employees than they are with having employees who have certificates. However, the LACs are an excellent tool for our students in that they provide a road map for students seeking to ascertain the skills that employers are looking for. They also give students a sense of accomplishment and achievement. 
A number of reasons account for the sharp reduction in certificates awarded during the 2004-2005 academic year:

· Two consecutive fee increases imposed by the state legislature.

· Increased class cancellations, especially of advanced-level classes. Students won’t start working on a certificate/degree if their perception is that they won’t be able to finish because of class cancellations. 
· Personnel issues within the faculty (illness, reassignments, retirement) left us unable to tackle such projects as the modification of certificate requirements.

· Many students take classes to obtain job skills or to update existing job skills with no intention of completing a degree or certificate.

Plan
· Review and revise certificate and degree programs. Many of our current certificates require classes that the department has not offered in several semesters.

· Market program certificates and degrees in the college catalog, schedule of classes, course descriptors, department web site, and first-day handouts.

· Improve reporting relationship with Admissions and Records to ensure LACs are being properly reported.

6. Describe the new curriculum and program directions that the department will move in within the next year or two. Is the department considering offering new programs such as insurance?

We have planned a faculty retreat during the January flex period to begin examining our current curriculum and certificate/degree requirements. We will also be exploring new direction(s) that our program may need to take. We plan to offer new courses in Personal Finance and Entrepreneurship. We will also explore the possibility of developing a course in life-long learning that can address career counseling and learning styles assessments and possibly make it a required part of our certificate/degree program. We are also exploring the possibility of offering more classes online. 
One of the biggest obstacles we face in our program is finding qualified, experienced people willing to become part-time instructors for this college. The low pay offered in our district (which was exacerbated by the district pay cuts to faculty salaries) and the distance between the main campus and its Brentwood satellite are incredibly difficult problems to address at the program level.

In regard to an insurance program, a careful study of data available at the state chancellor’s web site (FTES/TOPS code analysis) does not seem to support the addition of an insurance program at LMC at this time, though the department will continue to monitor the numbers and explore the possibility of offering this program.

Plan
· Revise curriculum to meet the needs of the community: for example, the preponderance of jobs in East County appear to be in the retail industry. We should seriously consider offering and marketing the retail management program.

· Offer more online sections

· Address the need for additional faculty and other support personnel. With a varied curriculum, the department is already offering programs in which the current full-time faculty has no expertise (e.g. Real Estate and Medical Billing). In the last couple of years, we have lost one full-time faculty and a part-time lab coordinator position.

7. What is the department doing to develop a medium-term plan for offerings at the Brentwood Center?

· Will continue to offer one or two office administration requirements every semester.

· Will study enrollment patterns to see if adding additional daytime offerings are warranted.

8. List the names of employers that the program has worked with closely in the last 3 years to place students in jobs. How many students have been placed in jobs each year in the last 3 years? The VTEA core indicators 3a and 3b indicates that we have a lower placement rate than the State negotiated rates. What measures will the department take to improve these figures?

During the last several years, the department has worked most closely with LMC’s Employment Center to place students in jobs on campus and in the local community, as there are very few major employers in our “feeder” area. Contra Costa’s major employers are located, for the most part, in San Ramon, Walnut Creek/Concord, Martinez and Richmond. 
Most of the jobs in East County occur in the retail, service, and health-care sectors. All tend to attract entrepreneurs (self-employed individuals) who are not counted in the VTEA population, but who are program successes, nevertheless.

Plan
Most jobs in East County in retail, service, or health care industries.

· Retail
· Market existing retail management program.

· Research skill-set required for employment/advancement in the retail industry.

· Modify curriculum if necessary

· Service and health care industries

· Develop certificate/curriculum in Entrepreneurship.

· Continue to develop and/or revise medical office curriculum and certificate offerings.

9. Given that some of the curriculum offered by the Business Department and the Computer Science Department at LMC are similar and overlap, do you think there will be synergies by combining the Office Administration program and the Computer Science Departments into a Computer Information Systems (CIS) Department? What components of Business can be merged into this department if we determine this is the direction to go in?

We feel that none of the curriculum in our program is even remotely similar to that offered in the Computer Science Department. The curriculum in our applications classes focuses on the administrative end-user and the business decision maker, while the courses in the Computer Science Department focus on the Computer Specialist. 
The kind of CIS courses that do have some overlap would be courses in the Management of Information Systems, courses in Systems Analysis, etc. which the Computer Science Department does not currently offer. There are no components of the Business Program that could be merged into the Computer Science Department at this time.
PLAN

Many of our plans were discussed in response to the analysis and questions 

· Maintain up-to-date and relevant curriculum
· Develop Entrepreneurship certificate

· Develop more online courses
· Increase marketing of degree and certificate offerings

· Increase faculty, staff, and support services for students

II. ADVISORY BOARD RECOMMENDATIONS

Occupational programs are required to have an advisory board. Other programs may have advisory boards.

1. Does the program have an active and effective advisory board? How often is it scheduled to meet? When did it last meet? Who are the members?

The Business Department, unlike other occupational areas, is composed of vastly different conceptual material bound by office practices, technological use, and capitalistic principles.  In the past three years, the department selected one area of expertise and invited professionals in that arena to assist in creating or updating the curriculum.
	Occupational Area
	Date Advisory Board Met
	Member List Attached

	CIS 
	
Spring 2006
	Yes

	Health Information
	
Spring 2005
	Yes

	Medical Office
	
Spring 2004


Spring 2003
	Yes

	Accounting/Transfer
	
July 2002
	Yes


2. What are the board’s recommendations, and how has the program responded?

The last advisory board meeting took place in April 2006. This year’s board identified that:
· The need for basic non-technical business skills along with “soft skills” is essential and as important as technical skills but are sorely lacking.

· We need to improve both the public’s perceptions as well as industry’s perception of the community college through a major investment in effective “push-pull” marketing programs; (push-advertising, recruitment and pull-mind-share, endorsements).

· We need to clearly identify the characteristics and the needs of our target market and insure that our marketing message resonates with the needs of the major target audience; that target market being recent high school graduates, late bloomers, and mature adults.

· We need to have a better understanding of the students that enroll in online classes.

· We need to identify our former students, find out why they left, and market to them.

PLAN
· Integrate soft skills into Program Student Learning Outcomes.
· Integrate soft skills into courses across the curriculum

· Discuss appropriate/expected behavior in the classroom/on the job in classes across the curriculum.
· Add classroom behavior rules to course first-day handouts
· Adhere to assignment deadlines
· Assign more business application case studies.
· Identify members of a new advisory board for 2007 from LMC’s Employment Center, Brentwood’s Small Business Incubator, Institute of Management Accountants, feeder four-year institutions, local high schools, and other professionals and businesses in the area.
· Use teleconferencing as the format for future board meetings.
III. STUDENT LEARNING OUTCOMES
The underlying purpose of Student Learning Outcomes (SLOs) is to improve teaching and learning, the heart of the community college. Accreditation standards require evidence that the institution “demonstrates a conscious effort to produce and support student learning, measures that learning, assesses how well learning is occurring, and makes changes to improve student learning.”

PROGRAM LEVEL STUDENT LEARNING OUTCOMES

Consider what you expect students to know and be able to do as a result of completing your program. Form these expectations into 3-8 broad Program Level Student Learning Outcomes (PSLOs) and list them below as statements that complete the following sentence:

At the completion of the program, the student will:

1. Be academically prepared to obtain an entry-level position in business

2. Use critical thinking to research, analyze and synthesize information to solve common business problems.

3. Demonstrate strong oral and written skills necessary to effectively collaborate and communicate from a global perspective with diverse groups of people.

4. Apply business communication skills (written and/or oral) by appropriately using terminology and the business language.

5. Demonstrate knowledge of the technological skills required to succeed in the modern office and/or business environments.
REVIEW

How will you use assessment results from your last program review cycle to improve teaching and learning?  (Note: This question may not be applicable for your program for this review cycle because most programs have not yet identified or assessed student learning outcomes.)

This is not yet applicable to the business program.
PLAN

Write planning objectives that indicate which Program Level Student Learning Outcomes you will be assessing in the short term, and what college support you will need to do the assessment.

In the short-term the business program plans to focus on PSLO 2. Critical thinking (problem solving/trouble shooting) was identified by the advisory board as crucial to the student’s survival in the business world.  Additionally, this will probably be selected in the majority of the program’s course student learning outcomes (CSLO).

The Business Program plan to assess these outcomes is as follows:

1. Update course outlines using the student learning outcome language.
2. Identify an assignment that assesses the identified student outcome.
3. Meet with faculty instructing the same course or courses in the same certificate/degree to select the courses and design the “common assignment” that assesses the identified student outcome

4. Design the assessment “rubric”.
5. Administer the assessment instrument in the appropriate course/s
6. Collect and store the data

7. Analyze the data

8. Adjust course assignment based on data collected, repeat cycle

The faculty may require assistance from management and research in the following ways:

· To provide an infrastructure that supports training in creation, implementation, and analysis of student learning outcomes.
· To provide data from comparable colleges.
· To provide support in creating assessment criteria.

· To write clear, executable instructions of processes. 
· To provide assistance with the collection, storage, and analysis of the data.
· To provide timelines that establish realistic deadlines.
IV. CURRICULUM

Accreditation standards and Title V require that program curriculum is current and meets student needs regardless of credit awarded, delivery mode or location.

REVIEW
1. Accreditation standard II.A.2.c. states that “High-quality instruction and appropriate breadth, depth, rigor, sequencing, time to completion, and synthesis of learning characterize all programs.” Explain how the program meets this standard, evaluating the extent to which it is coherent, comprehensive and also meets the needs of the students and community.

1. The department offers many areas of specialization within the business environment:
· Real Estate

· Management

· Business transfer curriculum (largest major in four-year schools)

· Small Business Operations

· Office Administration

· Medical Office

· Retail Management

2. Within each of the areas of specialization there are degree and certificate options available.

3. The department sequences its course offerings so that a student can complete a program within a two-year time span.

4. In response to Advisory Committee recommendations

· LACs have been created and/or revised. 

· New courses have been created.

· Existing courses have been revised.
· Courses have been made inactive that are no longer relevant.
5. The program regularly analyzes enrollment and employment trends.
2. How does the program ensure that its curriculum is up-to-date with new discoveries and changes in the discipline?

The program ensures that its curriculum is up-to-date by:

· Seeking advice from advisory boards and other agencies.
· Updating course outlines.
· Working with the Employment Center (many of our students work for areas on campus) and other businesses that place students.
· Hiring full-time and adjunct faculty who are experts in their field, many possessing professional licenses that require continuing education to maintain their active status.
· Regularly reading professional publications such as Journal of Accountancy and Business Week magazines, and the business section of the Contra Costa Times.

· Reviewing new textbooks.
· Reviewing other community colleges’ curriculum.
· Maintaining professional licenses.
· Listening to students.
3. Title V regulations require that all course outlines be updated at least every 5 years. Have all program course outlines been updated within the last 5 years? [link to course outline last date of revision].

Not all of the department’s course outlines have been updated within the last 5 years.  
PLAN
Write planning objectives for addressing issues identified in the curriculum review. 

The full-time faculty met and discussed updating course outlines.  The department reviewed the list for:

· Errors

· Active courses that should be changed to inactive

· Outlines that need to be updated:
· A list of outlines needing revision was created. 

· Each faculty identified the course outline(s) he/she would update considering the Review section of this document.

· The business faculty agreed that all course outlines requiring an update would be completed by the end of Spring 2007.
The department would like to develop more online courses.

The department needs to evaluate, update and/or revise its degree, certificate of achievement, and LAC options.
V. PROGRAM RESOURCES and DEVELOPMENT

Program review and planning must be integrated with other planning processes such as the master plan, requests for staffing, and the financial planning model. It is important that the institution effectively and efficiently uses its human, physical, technological and financial resources to achieve its educational purposes, including stated student learning outcomes and improvement of institutional effectiveness.

REVIEW

1. Does the program have sufficient full-time faculty and staff? Refer to the FT/PT trends for FTEF. How does this affect the success of the program?

During the review cycle, the department experienced the retirement of a full-time faculty member and the resignation of a part-time classified staff member. Neither position was filled, effectively reducing the permanent staff by two. The department currently consists of 5 full-time and approximately 15 part-time faculty, and one classified staff person (lab coordinator). 
The program is lacking full-time faculty with expertise in several curricular areas that we currently offer such as real estate, management and supervision, and the medical office.  These areas exhibit promise and demand; however, it is unappealing for adjunct faculty to take on the responsibility for developing curricula that exceeds his/her load maximum.  It is also unwise for a department to place “ownership” of an entire certificate in the hands of a “temporary” employee.

Developing new curricular areas within the department, such as Insurance, Entrepreneurship, and/or legal office becomes difficult given the current number of full-time faculty in the program, who are already at full load in their areas of expertise. The department would again have to rely on adjunct faculty to take on the responsibility of a certificate program and curriculum development for it.
The department can ill afford to lose another faculty member to retirement or the pursuit of other professional activities. We are committed to hiring faculty positions that may be lost in the future to retirement and to increasing the number of full-time professors to create new programs as warranted.
As a result of the elimination of our evening lab coordinator position, the department has had to not only reduce the number of evening lab hours available to students but also severely limit the amount of tutoring available during those hours. Even when the lab is open (usually because a class is in session in the area) lab students have no support other than the use of the computer equipment and software used in their courses.

DVC has a staffed accounting lab that serves students Monday – Friday, 9 a.m. – 7 p.m. and Saturday 12 – 2 p.m. LMC’s accounting lab is staffed by two instructors’ lab hours and split between the Pittsburg and Brentwood sites. Previously, the evening coordinator not only assisted computer lab students, but was also available to tutor/assist accounting students.

Since many accounting students need tutoring support, this is a significant problem.  Most accounting students leave LMC shortly after completing the accounting curriculum which makes it very difficult to hire student tutors.  
To address these problems, the department needs to maintain its current classified staff position and hire an evening instructional support classified staff position.
2. Describe program faculty/staff participation in staff development. What staff development activities are needed to improve the program?

The faculty participates in various staff development activities during flex and at other times throughout the semester. Additional activities include:
· Attending conferences

· Taking classes

· Maintaining licenses

· Reading journals

· Maintaining memberships in professional associations
Since the program is interested in increasing online offerings, the department has determined the need for additional training in the development and teaching of online courses.  Program faculty members are now attempting to obtain these skills on their own.

3. What additional facilities and equipment is required to maintain or improve the effectiveness of the program? 

Much of the curriculum taught in the Business Department relies on up-to-date technology, both in hardware and software.  The workstations should consist of ergonomically correct furniture and limitless hardware capable of processing real world tasks, within reasonable time parameters.
The department needs to ensure that its hardware is capable of running the software that is being utilized in the workplace as well as update and maintain software applications that are relevant and up-to-date.

For the department to be effective it needs fully operational workstations (software ready) on the first day of instruction at all Los Medanos sites.  In the last six semesters business professors have had to juggle classrooms, alter instruction, modify student file collection, and cancel classes due to equipment failure, network problems, printing inabilities, and application incompatibilities.  The department has strived to handle these difficulties so that they are transparent to the students.  In recent semesters the students have been noticeably affected.

Converting each of the three business classrooms (232, 235, and 238) to current “smart class room” standards would provide more readily available multi-media instructional modes to enhance student learning.
The department needs additional classroom space at peak times in order to offer our students the classes required to complete a program within a reasonable time frame.
The department has responded to administrative requests to offer courses on afternoons, evenings, and weekends at all locations.

	Day
	Evening
	Saturday
	Online
	Total

	24%
	58%
	7.5%
	10.5%
	100%


Students taking courses during untraditional times or off the main campus do not have the same supportive network available to them.  Additionally, even though all our full-time faculty instruct in the evening and at multiple locations, the department must rely on adjunct faculty to assist with the teaching schedule.  These professionals may not be as versed in the supportive areas available on campus. Thus, the college needs to provide or extend the hours for student services.  
4. Does the program have a sufficient budget? How would budget increases improve the program’s effectiveness?

The supplies budget is sufficient; however, recent changes in how the supply budget is spent have restricted the flexibility in purchases the department made in previous years.

The department’s budget should be sufficient to
· Maintain/repair/replace hardware utilized in the classroom.
· Ensure the department’s current business applications, operating systems, and networking software are upgraded as needed.
· Retain proper licensing of all software.

· Revise and maintain department web pages.
Increases in the budget may:

· Help address the tutor/student-support staff discussed in section V, part 2. 

· Hire a night coordinator.

· Help develop an accounting/business lab where student can receive assistance.
· Provide support to the students enrolled at the Brentwood campus.

PLAN

Write planning objectives for addressing the review of staff development, and human, facilities and financial resources.

The planning objectives for the Business Department consist of the following in priority order:

1. Maintain or increase staffing for faculty, classified, and student positions to enhance effectiveness of Business Programs.
2. Fully operational workstations (software ready) should be available on the first day of instruction at all Los Medanos sites every semester.
3. Relevant instruction in the program requires up-to-date software and the hardware to support it.
4. Upgrade rooms 232, 235, and 238 to smart classroom standards to ensure multi-media modes of instruction available to instructors/students.
5. Revise Business degrees and certificates.
6. Update course outlines.
7. Revise selected business courses for online instruction.
8. Redevelop assessment process for next review. 

9. Program faculty members will look for online training opportunities among flex activities.  In addition the faculty will continue to work with faculty from DVC and textbook representatives to learn more about teaching accounting online and providing internet support for accounting classes and students.

10. Revise/design department web page and other marketing materials.
VI. OTHER ISSUES

This section is for issues not addressed previously in this report.

REVIEW

Detail other issues or items program faculty and staff have determined to be significant.

1. The college has a comparatively low number of articulated courses with four-year institutions as evidenced by Assist.org.

2. Improve student services:

· Extend student services beyond the first few weeks of the semester.
· Provide student services on weekends and evening hours.
· Ensure distribution of financial aid in a more timely fashion.
· Address financial aid abuses deflating success rates.
3. Insufficient and untimely IT support:

· Lack of weekend and evening IT support.

· Lack of Brentwood IT support.
· Lack of emergency (last minute) support from IT.
4. There needs to be improved communication during evening and off-hours when services may be interrupted due to network maintenance or upgrades; communicate changes made to the network infrastructure that could potentially affect the operation of a curricular or other student support area.
5. There should be a process for handling services (IT and student services) outside “normal” hours.
6. Inadequate number of rooms available during peak times in Pittsburg and Brentwood locations.

7. Poor perception of LMC by the community and four-year institutions throughout the state.

8. Highway 4 traffic congestion negatively impacts our ability to attract qualified adjunct instructors from Central County locations and beyond.
9. Reduced parking due to construction frustrates students and may make other educational program sites more attractive to business students.

10. Budget restrictions

· Full-time faculty hiring limitations result in program reliance upon adjuncts.
· Reduced salary schedules inhibit the competitive hiring of qualified professionals.
11. We are not responsible for student learning

12. Students are mismatched in career selection and are ill prepared for business courses.  Identify the best placement for students before enrolling in classes in the Business Program by  

· Providing more in-depth career counseling

· Utilizing learning assessment instruments to help students develop college skills

· On-going student advising.

PLAN

Write planning objectives to address the additional issues detailed above.

The Business Department recognizes the above issues are institutional weaknesses that inhibit the ability of our students’ to persist and succeed.  We realize that the department has no control over these issues, but feels a need to express them.

VII. PROGRAM PRIORITIES

Due to resource limitations, programs need to focus on selected objectives for the short term. What changes does the program need to make based on the review? One of the key criteria for funding new initiatives via the Financial Planning Model process is the extent to which the proposal contributes to college goals and initiatives.

See tables beginning on the following page.
REVIEW

Carefully review the planning objectives generated in the previous sections. Identify them as either operational (not requiring additional funding or other resources) or new initiatives (requiring additional funding or other resources). Prioritize each set of objectives. Per accreditation standards, priorities must include the development of Program Level Student Learning Outcomes and their assessment.

PROGRAM ACTION PLAN

OPERATIONAL PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Timeline

	Revise Business Certificates
	Full-time business faculty will meet conduct a retreat to revise certificates
	Revised certificates
	Theodora Adkins
	January 2007

	Develop new certificate/degree—if new faculty hired
	Review existing certificate/degree or research other programs to create new certificate
	New certificate(s)
	New full-time faculty
	Fall 2007

	Update course outlines
	Each faculty member will revise a selection of course outlines
	Updated course outlines using new PSLOs within college calendar
	Business Department full-time faculty
	End of Spring 2007

	Develop new course offerings—if new faculty hired
	Complete course outline forms and submit to curriculum committee
	New courses
	New faculty
	Fall 2008

	Revise business courses for online instruction
	Complete online course form
	Offer online course in schedule
	Aliotti, Adkins, & Nash
	Spring 2007 through Fall 2009

	Train faculty to teach online
	Enroll in online flex activities
	Complete flex activities
	Business Department faculty
	Ongoing

	
	Research up-to-date online training activities
	Select training activities
	Business Department faculty
	Ongoing

	
	Apply for traditional funding for training activities
	Commit funding to activities
	Business Department faculty
	Ongoing

	Revise/design department web page
	Set aside funding from budget to pay for web redesign
	Redesign web page with revised certificates and online offerings
	Business Department faculty, Joe Navera , and IT resources
	Spring 2008

	Develop assessment process for next review
	Begin by scheduling a retreat to generate planning for assessment
	Assessment plan
	Business Department faculty
	Spring 2008

	
	Seek assistance from experts on campus (currently Nancy Ybarra and Myra Snell)
	Implement assessment plan
	Business Department faculty and assessment personnel
	Fall 2009


NEW INITIATIVE PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Timeline

	Full-time faculty
	Participate in Box 2A process
	Hire full-time faculty for demand content areas to grow programs
	Business Department full-time faculty
	Within Box 2A guidelines

	Classified staffing
	Research classified list of positions
	Select or design appropriate classified position

	Business Department full-time faculty
	January retreat

	
	Participate in hiring processes for classified positions
	Maintain current level of classified support.

Hire evening coordinator
	Business Department full-time faculty
	Hire for Fall 2007

	
	Pursue funding via FPM, grants, VTEA, or partnerships
	Hire evening coordinator
	Business Department full-time faculty
	Hire for Fall 2007

	Tutor/Supplemental Instruction
	Research possibilities
	Select number and desire positions
	Business Department full-time faculty
	Fall 2006

	
	Pursue funding via budget, FPM, grants, VTEA, or partnerships
	
	Business Department full-time faculty
	Fall 2006

	
	Announce in Business classes fall 2006 and place ad with Employment Center
	Hire personnel
	Business Department full-time faculty
	Spring 2007

	Fully operational workstations to instruct business courses
	Participate in funding process to purchase adequate and ergonomically correct workstations
	Fully operational workstations in business labs
	IT and classified staff overseeing business classrooms
	Ongoing

	Offer cutting edge software applications
	Research currently used business software applications
	Selection of cutting-edge software application in business labs
	Business Department full-time faculty
	Ongoing


	
	Participate in funding process to purchase software
	Use of cutting-edge software application in business courses
	Business Department full-time faculty
	Ongoing

	Maintain license agreements
	Rely on support services to complete and purchase license agreements
	Legal use of software application in business classrooms
	IT, classified personnel in charge of business classrooms, and district purchasing department 
	Ongoing

	Up-to-date classroom technology
	Find funding to upgrade rooms 232, 235, and 238 to smart classrooms
	Upgraded rooms 232, 235, & 238 to smart classrooms
	Business DepartmentfFull-time faculty with other areas on campus (IT, LMC Foundation, purchasing)
	By end of Fall 2007

	Expand online faculty training
	Enroll in online flex activities
	Complete flex activities
	Business Department faculty
	Ongoing

	
	Research up-to-date online training activities
	Select training activities
	Business Department faculty
	Ongoing

	
	Find funding for training activities
	Commit funding to activities
	Business Department faculty
	Ongoing

	Market new program
	Work with LMC marketing director to determine ways to advertise offerings
	Marketing plan
	New faculty
	Fall 2008


VIII. ANNUAL PROGRESS
Progress reports will be appended to this document each fall beginning in the academic year following completion of the program review.

FALL 2007

1. Have there been significant changes in the internal or external environment that necessitated changes to your program review and/or plan? If so, please describe them.

2. What is the status of the objectives identified in the Program Action Plan?

3. If some objectives were attained, how successful were the changes in improving program effectiveness?

4. How have you improved student progress through the program, student learning, or other aspects of program quality such as efficiency?

5. If some objectives were not attained, what were the impediments? Do you still believe these objectives will lead to program improvements?

6. What have you learned from this process that would inform future attempts to change and improve your program?
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Health Information Technology and Medical Office Advisory Committee

2002 - 2005
	Name
	Company / Title

	Janet Gower
	Medical Careers Advisor / Instructor 

Ygnacio Valley High School

	Pam Hogg
	Billing Manager 

Bay Medical Management Inc.

	Thais Kishi
	Dean

Los Medanos College

	Courtney Knauer
	Business and Medical Office Instructor 

Los Medanos College

	Carlin Khrut
	Certified Coder—CPC, CCS



	Lisa Miller
	Business Manager

Muir OB/GYN

	Betty Pearman
	Instructor

Los Medanos College

	Angelica Perez
	Medical Records Department

Kaiser Permanente, Antioch

	Donna Piezer
	Account Manager

Windrix Transcription, Inc.

	Cyndi Soraoka
	Coordinator of Outreach Workforce P & D
John Muir Health

	Linda Strickland
	President

A-Maze-Ing Solutions

	Cheryl Taylor
	Owner / Medical Biller

Better Billing Services

	Patty VanWert
	Office Manager

Dr. Carlos Zapata

	Joan Watling
	Certified Coder – CPS, CCS

Anesthesiologists Associated, Inc.

	Judy Windrix
	President / CEO 

Windrix Transcription


Computer Information Systems Advisory Committee

2005–2006

	Name
	Company / Title

	Irina Anikieva
	Right Away Ready Mix

	Leslie Asher
	President/CEO 

ASYST

	Chris Bagg
	Director of Information Technology

	Nick Bariloni
	Job Developer/Analyst

	Vee Chick
	IT Customer Relations

Sybase

	Lisa Corbett
	President/CEO 

Modular Information Systems

	Chris Danko
	Area Manager

SBC

	Jerry Dare
	IT Manager

Emcor Group

	Tina Despres
	Oracle

	David Dickstein
	Deco Tech Systems

	Gil Guerrero
	Insurance Broker

	Alverta Harty
	Executive Assistant

	Wayne Izard
	Right Away Ready Mix

	Faith Marie Kroeger
	IT Analyst

	Kathy Lundbar Masawi
	Lafayette School District

	Sharon Ordeman
	Student

San Jose State University

	Steve Overacker
	Telecommunications Manager

Contra Costa County IT Department

	Jon Pon
	LBL

	Barbara Rance
	Financial Aid Assistant

	Cyndi Soraoka
	Coordinator of Outreach Workforce P & D

John Muir Health

	Jim Stevens
	Kaiser Hospital

	Tina Tanenbaum
	Site Tech



	Mark Thomson
	IT Manager

Shell Oil


Accounting / Transfer Advisory Committee

2002–2005
	Name
	Company / Title

	Robin Aliotti
	Instructor

Los Medanos College

	Bob Ferrando
	Transfer Opportunity Program Coordinator

UC Davis

	Ed Free
	Assistant to the Dean

CSU East Bay



	Michael Gould
	Recruiter

Accountants on Call

	Kristen Morgan
	Recruiter

Accountemps

	Jim Morphy
	Contra Costa County Probation Department

	Brad Nash
	Instructor

Los Medanos College

	Mariante Smith
	USS-POSCO

	Cyndi Soraoka
	Instructor

Deer Valley High School

	Varies
	Representative of
Dow Chemical
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