Office Information Systems

Lake Campus

PROGRAM ASSESSMENT PLAN

1. List the OBJECTIVES of the program.

· Obtain employment as an administrative, legal, or medical assistant in today’s business environment.

· Obtain advancement in present employment through newly learned job skills.

2. Explain how the department or program will know the extent to which OBJECTIVES are achieved (alumni or other surveys, employment data, etc.).

· Program Advisory Committee Input: Advisory members will review annually the program objectives and rate whether objectives remain relevant to today’s standards.

· Employer Survey Results: Employers of graduates will be mailed a survey every three years asking employers to rate whether alumni are meeting established objectives of assigned work. 

· Alumni Survey Results: Each June a survey will be given to all students who have applied for graduation during the fall, winter, and spring quarters of that academic year. Questions will specifically address job status in major.

3. List the LEARNING OUTCOMES of the program.

· Student will perform a wide variety of office-related functions, including word processing, desktop publishing, and preparing legal and medical documents.

· Student will be skilled in operating office equipment.

· Student will be proficient in the terminology of the professions in executive, legal, or medical secretary.

· Student will possess appropriate communication skills, both written and oral, as they relate to each professional concentration.

· Student will possess the knowledge of standard office procedures and ethics in concentration.

4. List and briefly describe the MEASURES that will be used to access each learning outcome.

Indirect Measures: 

· Focus Group/Advisory Committee.

· Exit Interview.

· National Competition in Business Professionals of America (BPA).

Direct Measures:

· Portfolio.

· Software applications/certification in Microsoft Office Specialist.

· Internships.

5. Describe how learning outcomes are made MEASURABLE and BENCHMARKS or other determinants of success are set.

· Comparison of student success rate (annually) on software certification exam.

· Annual competition at National Conference for Business Professionals of America (BPA).

· National Business Education Association Standards.

6. Describe the process by which FINDINGS will be derived from the measures.

· Program Advisory Committee together with program faculty will meet annually to review the measures obtained.

· Business Professionals of America (BPA) will provide analysis of information generated by the assessment measures.

· Program faculty and administration will meet annually to review measures.

7. Describe the process by which findings are analyzed to determine what IMPROVEMENTS should be made to better meet objectives and learning outcomes.

· Program Advisory Committee will meet with faculty to review measures and make recommendations relevant to program objectives and outcomes. 

· Compare outcomes to national standards of Business Professionals of America (BPA) and recommend improvement based on success of those standards.

· Compare job placement rates each year to determine success of student employment for increasing or decreasing patterns.

8. Identify a TIMETABLE for assessment.

· Indirect measures will be conducted every two years beginning 2004, and compared.

· Direct measures will be collected annually and evaluated.

9. Briefly explain how the program’s assessment plan supports and interacts with ACCREDITATION and LICENSURE requirements (if applicable).

· “Not Applicable”

10. Describe how the objectives and learning outcomes of the program are COMMUNICATED to students and others.

· Business Professionals of America (BPA) Student Organization Meetings.

· Office Information Systems (OIS) Newsletter.

· College newsletter.

· Program bulletin board.
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