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 APR Report for 2017-2018
2018-2019 Cycle
	Section I: Program Description


IA1. Program (Select your program from the drop down list)
	APP TECH Administrative Services AS Degree & Certificates


IA2. Other Program (If your program is not on the above list, write it in here)
	


IB. Program Lead (Your first and last name)
	Kanoe Bandy


IC. Program Mission Statement
Provide the Program’s Mission Statement. 

	The Administrative Services program and certificates provide individuals with training and skills in general office principles, procedures, and operations to prepare successful students for entry into mid-level positions such as office and administrative support personnel. Instructors in this program are highly skilled and experienced in both the public and private sectors and bring with them their values of and expectations for high skill proficiency, professionalism, and critical thinking in graduates. 

  


ID. Program Summary
Provide a brief summary on the current status of the program being reviewed. 

	This Associate of Science degree is a terminal, nontransferable degree program using one full-time faculty member and many adjunct instructors. The program offers an Associate in Science degree, a Certificate of Achievement, two locally approved Certificates in Administrative Services, and a certificate in Microsoft applications. The program is designed to provide training in general office principles, procedures, and operations for entry- and mid-level positions in organizations. Students do not seem to be selecting this program as a major as shown by the following award counts for 4 years:  (15)  12  (16)  7  (17) 19 (18) 0. The certificate in Microsoft Applications was declared as a pathway by 5 (2015), 4 (2016), 14 (2017), and 12 (2018) with awards of 8, 12, 27, and 24 times over the past four years with popularity attributed to employer recognition and need. 


	Section II: Looking Back—2017-2018


IIA. Present the Results (Rubric Criterion 3)
Provide a descriptive summary of the outcomes from the 2017-2018 cycle of program review. 
	Student enrollment and awards in this program show a downward trend with only one degree being awarded in this review cycle. The Microsoft application courses continue to be very popular and with success. What could be causing these decreases in this program? There seem to be three major factors at work here. First, students seem to be selecting the General Business program instead as evidenced by an enrollment increase from 154 students in 2015 to 224 in 2018. This fact leads to a natural question: why? The first answer (and second major factor) is that several courses are not running due to low enrollments which include BUSN1055-Office Procedures, BUSN1053-Computerized Accounting, and the MGMT1560-Capstone. The second answer (and third major factor) comes from SLO data analysis which shows around 1/3rd of students are not at proficiency which, in turn, reflects low and failing grades in these courses which include BUSN1050-Business Math, BUSN1051-General Accounting, and BUSN1059-Electronic Machine Calculations.  


IIB. Probe the Results: I Wonder . . . (Rubric Criteria 1, 3)
In this section, judge whether the activities you implemented in 2017-2018 to reach your goals were effective. Did the activities have an effect on the outcome? Please describe WHY you believe your outcomes came out the way they did. Did you reach your goals? If yes, explain why. If you did not reach your goals, explain why.
	The goals from last cycle were: #1. Finish revising the program, and #2. Ensure the classes for the program are being offered in a regular and sequential manner. The division did not finish the program revisions until Fall, 2018, and these will be going to the Curriculum Committee in 2019. During both semesters of this review cycle, the division has tried to offer BUSN1055-Office Procedures at various times without meeting the enrollment floor. 


IIC. Ideate Innovations: What if . . . (Rubric Criteria 1, 5)
In this section, describe activities you believe would have an effect on your 2018-2019 outcome measures. 
	What IF: 
#1. The division made BUSN1055-Office Procedures available as an online course? Nearly all of the other courses in this degree are available online, and they produce good numbers of successful students. 

#2. The division was able to add some video links or instruction into the courses with math elements in them, e.g. BUSN1050-Business Math, BUSN1051-General Accounting, and BUSN1059-Electronic Machine Calculations? Doing this should boost the SLO results and persistence rates in these courses. Both of these courses have been delivered through distance learning, so adding a link and/or video will not be difficult to do or to measure students’ thoughts about effectiveness. Low skills and lack of prerequisites will continue to plague these course success rates.   


	Section III: Looking Forward—2018-2019


III. List Your 2018-2019 Goals—Be Quantitative!
List your 2018-2019 APR goals in terms of their expected changes on the outcome measures as indicated earlier. Each goal that requires resources, impacts other areas, or otherwise is substantive requires the submission of an APR Goal form. Keep in mind the scoring rubric criteria:
1. The relationship between program review narrative and the APR Goal is evident and strongly supported by evidence.

2. The APR Goal directly implements institutional planning document goals.

3. The outcome directly implements institutional planning outcomes, and is transferrable and/or scalable institutionally.

4. APR Outcome indicators, methods and/or timelines use institutional measures, transferrable/scalable institutionally

5. Before/after benchmarks and timelines are completely specified, identical methods, transferrable/scalable.

	Goal #1: Develop BUSN1055-Office Procedures as an online course. Now that nearly all students have access to cameras, the challenge of doing a professional presentation is easily hurdled for this course SLO. 
Goal #2. Finish the program revision and submit to Curriculum Committee in early 2019. 

Goal #3. Add at least one link and/or video in BUSN1050- Business Mathematics and in BUSN1051-General Accounting and measure its effectiveness to consider adding others in the future if successful. 
DIVISION ACTION ITEMS FOR THIS NEXT CYCLE: 

1. Continue to update the diary "Google" document periodically. 

2. Review programs and courses that are up for renewal and analyze them for valid SLOs and authentic assessments.

3. Review text books and revise courses.  

4. Continue work on the TMC-Economics for the college.   

**5. Hire a new faculty member in the division. Plan for the retirement and replacement for the accounting instructor. 

6. Seek professional development opportunities in all the discipline areas.    

7. Revise the Two-Year Program Matrix as courses and programs are approved through curriculum. 

8. Finish revisions to the General Business degree and submit to curriculum. 

9. Revise the Administrative Services degree and submit to curriculum. 

10. Inactivate the AA in Liberal Arts Emphasis: Business and Technology. 

11. Revise the Computer Science program to become a Computer Information Systems program. 

12. Revise the Management Degree to include two new courses being developed as directed by the advisory committee.  



	Section IV (Optional): Evaluation of Program Review and Planning Process


IVA. Evaluation of Program Review and Program Planning Process
In this cycle of program review, what aspects of the program review and program planning process worked best and why?

	The division continues to find the "What if..." a powerful part of the review process. When analysis showed that students in the degree math courses are not meeting their SLOs, the “What it…?” question was a logical next step. We look forward to seeing this degree overhaul sent to Curriculum and to go through the first evaluation cycle in the future to see how these changes will impact student success. Employers continue to support our efforts here, too. 
Brandy Young in Institutional Research and Dr. Vicki in Learning Support have both been supportive and empowering in working through this year’s review. Brandy’s wizardry with eLumen helps us to not only retrieve data, but also to groom it and analyze it so that meaningful reports come from data queries. Dr. Vicki keeps the SLO spirit alive and percolating on the campus as we continue to innovate and improve.     


IVB. Evaluation of Program Review and Program Planning Process
In this cycle of program review, what aspects of the program review and program planning process would you change and why?

	As of this writing, there does not seem to be a need for changes. 
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