ANNUAL INSTRUCTIONAL PROGRAM REVIEW AND PLANNING PROGRESS
Business Department

FALL 2008

1. What is the status of the objectives identified in your Fall 2006 Action Plan: program priorities or your Fall 2007 annual progress plan? Please be as complete as possible. Add rows as necessary:
The Business Department has identified the following objectives as its top priorities for the 2009 calendar year:

1. Update at least 75% of our outdated course outlines by the end of 2009 and update remaining 25% by mid 2010.
2. Complete the application for our AS Degree in Business Administration and get through the state approval process.

3. Develop our department web site.

4. Hire additional adjunct faculty.

5. Write new course outlines and get approval for the Legal Secretary Program.

6. Write new course outlines and get approval for the Entrepreneurship Program.
	OBJECTIVE
	COMPLETED, REVISED, IN PROGRESS, ETC.
	COMMENTS

	1. Faculty hiring
	Department maintained 5 full-time faculty and hired 2 additional adjunct faculty.
	Our goal is to maintain our current level of full-time faculty and hire additional adjunct faculty. We have been reviewing resumes and began conducting interviews this semester. During Fall 2008 we have to hire adjunct faculty for the following courses:

· Business English

· Small Business Management

· Medical Coding

· Advanced Medical Billing

We will continue our hiring efforts into the Spring 2009 semester with the goal of being more adequately staffed by Fall 2009.

	2. Classified Staffing
	Department has been reduced to a single 20 hour per week Business Lab Coordinator who works Monday-Thursday from 9am-2pm. Our evening support is nonexistent. Our IT support function has been shifted from the IT Department to 2 classified staff persons who have been doing an excellent job.
Our concerns are whether we will have any lab coverage during the Summer 2009 semester and what level of lab support we will have in the Fall 2009 semester and beyond.
	The department would like to increase its current level of lab support from 20 hours per week to 25 hours per week to keep the lab open on Fridays 9am-2pm.

	3. Tutors & Lab Assistants
	We have maintained an acceptable level of general tutors and lab assistants. We are dissatisfied with the current level of accounting tutors as it has become increasingly more difficult to find students who are willing to work as tutors. The students who are competent to tutor accounting either get jobs or transfer to four-year colleges--which is a good thing--but makes it hard to fill these positions.
	The Department wishes to maintain its current level of tutor and lab assistant funding. We will continue our efforts to increase the number of accounting tutors we hire.

The Business Lab Coordinator is doing an excellent job of hiring, training, and supervising business tutors and lab assistants. We are getting used to the new centralized tutoring model. We are participating on the tutoring committee and are impressed with its efforts and the direction it is taking. We need to increase the business student’s awareness of the presence of business tutors in the Reading and Writing Center and find accounting tutors who are willing to work. The faculty is currently identifying competent tutors and lab assistants for the Spring 2009 semester. We don’t know what the mega-lab model will look like in regard to the identification, hiring, training, and supervision of tutors.

	4. Revise Business Certificates
	Completed in 2007.
	In Nov 2007 the Department developed a system of tracking the number of certificates business students earn. We will continue to track the data and compare the number of certificates/degrees awarded in 2008 to the number awarded in 2009 and report that data in the 2009 program review. 

	5. Develop new certificate/degree
	A new AS degree in Business Administration was approved by the Curriculum Committee; however, the department learned that we must apply and obtain approval from the state.
	The department has made state approval of the AS degree in Business Administration one of its top priorities. We could use some assistance getting through the state approval process.

	6. Update course outlines
	The department plans to update at least 75% of our COORs by the end of 2009 with the remaining 25% completed by mid-year 2010. We are struggling to understand the changes that have been made to the COOR approval process. We’ve recently submitted several COORs (BUS 186, 187, REAL 5) for approval to the Curriculum Committee and they were all returned to us for revision. We will be submitting those revised COORs to the committee for approval by the end of the 2008/2009 academic year.
	We are trying hard to understand the new COOR guidelines. Our plan is to have all full-time faculty go through the process until we all understand it well enough to train and assist the adjunct faculty with the updates to the COORs for the courses they teach. It has been easier to recruit adjunct faculty to update COORs since we have learned that they will be paid a stipend to do it. Currently, we have adjunct faculty working on updating COORs for our real estate classes, for Business Communications and for Office Procedures.

	7. Develop new course offerings
	The department has developed a Personal Finance course and has made developing new courses for the legal secretarial program and the entrepreneurship program one of its top priorities.

	Developing new courses will be expedited once we understand the COOR approval process better.

	8. Revise business courses for online instruction
	We have converted several of our courses to an online format and have acquired four online courses from computer science. We are carefully examining our courses and deciding which classes are suited to the online format. Exploring Entrepreneurship and Business Communications will be offered as hybrids. Computerized Accounting has been offered online and will be offered as a hybrid in Spring 09.
	The department is looking at course retention and success data and is currently reevaluating and reformulating our position on online instruction. The online supplement form continues to be a stumbling block to offering more courses online. We find the forms and the instructions unclear. One of our faculty members is now on the Distance Education Committee and one of our faculty members is on the Curriculum Committee as part of our effort to increase our understanding of the COOR and online course approval process.

	9. Train faculty to teach online
	Several of our full-time and adjunct faculty members have taken and are currently taking @One classes to learn more about teaching and learning online. As a department, we have purchased software such as Camtasia and Contribute to help with online content development. Additionally, department members have purchased (at their own expense) Macintosh laptops, microphones, ProfCast, and other tools to aid us in the online teaching process. We have also been paying for our training.
	We are discovering that it is much more time consuming to deliver online instruction. It is also difficult to find the time to learn how to use the online tools we have acquired. This is an ongoing process. We will continue to get training and, of course, will need funds to take advantage of the training.

	10. Revise/design department web site
	The department has made developing our department web site one of its top priorities for 2009. We have purchased Contribute for each full-time faculty member and we are trying to find the time to learn the software. We are developing content for the web site.
	We plan to devote most of our January 2009 faculty retreat to web site development. We will continue to develop content and work with Eloine and Karen Stanton to get the web site up and running by the end of the Spring 2009 semester.


	11. Fully operational workstations to maintain our current level of instruction
	Department requested and received funding for replacing outdated computers in the Business Lab-Room 235.
	The department is very grateful for the college’s support.

	12. Offer cutting edge software applications
	Department upgraded to MS Office 2007. We are updating the software for our medical office programs in Spring 2009. We also need to update to QuickBooks 2008 in Fall 2009 for both the Pittsburg and Brentwood computer labs.
	Funding is needed for some of these upgrades.

	13. Develop assessment process for the fall 2008 program review
	Department developed an assessment plan in Fall 2007. We collected data in Spring 2008. We evaluated the data in Fall 2008 and have completed the TLP Assessment Report (see attached).
	Department will implement the plan for improving student learning in the BUS 18 course during the Spring 2009 semester.

	14. Market new programs
	The department needs to fully develop and finalize its new courses and programs before we embark on a marketing program.
	Initially we were going to work with the Marketing Department to develop two brochures, but backed out when we decided that the programs that we really need to market have not been finalized and/or approved. The courses and the programs that we want to market are the Legal Secretary program, the Entrepreneurship program and the AS degree in Business Administration. Once we get these programs fully developed and approved, we can market them. We will be prepared to develop tri-fold brochures at that time, if funding is available.


2. What are new objectives that you have identified as a result of changes in the environment, data or other?

	OBJECTIVE
	ACTIVITIES
	DESIRED OUTCOMES
	LEAD
	TIMELINE

	1. Maintain software license agreements
	Business Lab Coordinator is researching the necessary requirements to keep the software we use in our labs legal and up to date. Additional funding is required for some of these upgrades.
	To maintain our current level of instruction we need to upgrade the following software in the Pittsburg and Brentwood labs:

· QuickBooks 2008
· Medical Manager

· MediSoft

· Medical Transcription

· Stedman’s Medical Dictionary
	T. Adkins

K. Stanton
	Fall 2008

Spring 2009

Fall 2009

	2. Upgrade equipment in Room 235 for new transcription technology.

	Research the cost of new foot pedals and request funding to purchase the foot pedals we need to maintain our current level of instruction.
	25 new foot pedals in Room 235 capable of supporting the updated software.
	T. Adkins
K. Stanton
	Fall 2008

Spring 2009

	3. Upgrade Computer Science server to support the Computer Science and the Business labs.

	Research the cost of a new server and request funding to purchase the equipment that is needed to maintain our current level of instruction and implement the pay-for-print system.
	Acquire a server that will support both the Computer Science and the Business labs as we convert to the pay-for-print system.
	T. Adkins
K. Stanton
	Fall 2008
Spring 2009

	4. Create a viable entrepreneurship program.

	To create an entrepreneurship program at LMC, the following initial activities will need to take place:

· Attend Governor’s conference on entrepreneurship and the California Community College System in Nov 08

· Attend the NACCE national conference on entrepreneurship and community colleges in January 09.

· Determine institutional commitment to an entrepreneurship program at LMC and market the concept internally.

	Develop a campus-wide entrepreneurship program at LMC within the next two years.
	T. Adkins

	2009/2010


3. In Fall of 2007 you were asked to write a plan to assess student learning outcomes for your program.  Assuming that you implemented your assessment plan in Spring 2008 and are now ready to report the outcome of that assessment, please complete the SLO Assessment Report which can be accessed on the Planning website : 

www.losmedanos.edu/planning/documents/TLPreportform101005.doc
Teaching and Learning Project Assessment Report

Program or Unit: Business Program
Submitted by: Theodora L. Adkins
Date: November 20, 2008
What we wanted to learn about our students:

The Business Program trains students for a variety of entry-level and paraprofessional careers in Accounting/Bookkeeping, Legal, Medical, and General Office Administration, Real Estate, Small Business/Entrepreneurship, and Management in a variety of industries. We also prepare students to transfer to four-year colleges and universities to continue their business studies.

We decided to focus on the BUS 18-Microsoft Excel course for this assessment project. The expectation of the Business Program is that all students in our program are preparing for careers, and all students will also pursue more advanced studies. Most students in our program, whether they’re transfer students or heading straight into the workforce, are required to take the BUS 18-Microsoft Excel course.

1. What Institutional Student Learning Outcomes and/or Program Student Learning Outcomes does this project assess?  

For this project we wanted to assess the degree to which our students could use critical thinking to research, analyze, and synthesize information to solve a common business problem. The case study that we used for this project was at a level that might be expected of a sophomore or junior in college or at a mid-management level in the workplace. We placed the bar high because this is the level that we are aspiring to for students in this particular class. (PSLO #2)

2. What is the research question investigated by this project?

Students were required to use MS Excel to develop an inventory control system. To adequately understand and appropriately solve this problem, students needed to have and use several skill sets:

· Business management skills

· Algebra-level math skills

· Internet research skills

· MS Excel skills

3. Why is this research question of importance to the program? What background information is needed to understand the rationale for this project?

Business people need much more than technical skills. Creativity, critical-thinking, and problem-solving skills are as important as technical skills, if not more so. One of the things we have learned from our industry advisors is that while many of the people who are hired in industry claim to know how to use MS Excel, few actually know how to apply and use MS Excel as a tool to solve business problems. 

Currently, the BUS 18 course is an Introduction to Spreadsheets but we are working on revising the curriculum to make it more of a capstone course rather than an introductory course. This research question has helped us to determine what advisories we need to add to the COOR and how the course/schedule description needs to be rewritten. The results of this research project will help us to update the COOR for this course to more closely match the needs of industry.

What we did: 

4. How was the research question investigated? What students were studied? (If sampling was used, how was the sample chosen? Did the sample adequately represent all students in the program? Explain.)

Every semester, we offer a day and an evening section of the BUS 18 course. Our day students tend to be younger and have less work experience than the students in the evening sections of our classes. For this research question, we used a sample of 25 students, some from the day section and some from the evening section, so we could have an adequate representation of all students in the Business Program.

5. Were direct, indirect, or qualitative measures used in the assessment?

a. Direct measures of student learning through an assessment of student work

Describe the assessment instrument, the process used for scoring student papers, and give a description of proficiency.

We used a direct measure of student learning through an assessment of student work. Students in the Business Program need to demonstrate their ability to use critical thinking skills to analyze and synthesize information to solve a common business problem. The case study that we used is attached to this document as is the rubric that was used for assessing the results. Each faculty member was given the case study, a sample solution, a rubric, and five student projects to assess.

What we learned about our students: 

6. What are the findings or results of this project? Summarize the data.

	2/25 students or 8% solved the problem with unacceptable evidence of critical thinking ability and performance at the college.

	6/25 students or 24% solved the problem with a minimally acceptable, inconsistent level of critical thinking ability and performance at the college level.

	13/25 students or 52% solved the problem with demonstrable, competent, expected evidence of critical thinking ability and performance at the college level.

	4/25 students or 16% solved the problem with a high level of excellence in evidence of critical thinking ability and performance at the college level.


7. What do the results mean? What hypothesis is the most plausible explanation for the results? 

The results of this research project indicate that we do an excellent job of teaching our students how to use the software tool, MS Excel, which is what this course is currently designed to do. We also learned that the more math skills and/or work/business experience the students brought to the table, the better equipped they were to appropriately solve this problem. The students’ work was quite impressive given the diversity of their backgrounds and preparation. Most students (13/25) in the sample demonstrated expected, competent college level critical thinking ability with excellent MS Excel skills. Four students solved the problem at a 90-100% accuracy level. 19/25 students fell short of the 90-100% level of accuracy not because they lacked Excel skills, but because they did not have the math skills and/or business expertise to do so. The four students that achieved 90-100% accuracy were more advanced students with excellent math skills and a good business background. Only 2/25 showed an unacceptable college level of critical thinking skills but demonstrated adequate MS Excel skills.

What we plan to do next to improve student learning: 

8. How will the results of this project be used to improve student learning in the program? What is the plan of action? Who is responsible for implementing the action plan and what is the timeline? 

We plan to use the results of this project to revise the COOR for BUS 18 and to make it more of a capstone transfer-level course rather than an introductory course. We will add appropriate advisories (pre-algebra level math or above, Introduction to Business, and an introductory course in MS Excel). We will add an additional hour of lecture. We will rewrite the course/schedule description to make it very clear to the reader that the course is not an introductory course but an intermediate to advanced level course. The class will stress critical thinking and problem-solving skills along with technical MS Excel software skills from the beginning to the end of the course rather than just at the end of the course as we do now. The person responsible for implementing this action plan is Theodora Adkins during the spring 2009 semester.

4. What are your suggestions for improving the program review and planning model/process? If you would like more/other data, please let us know what specific data would be useful in reviewing and planning your program.
I find the one page business plan to be a very useful annual planning tool. The author of the concept and the book, Jim Horan, is local (El Sobrante, CA) and his workshops are really good. I have attached my copy of his book. You may find it helpful for the program review process. Return the book to me when you get finished.
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