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The AAS — Office Technology program is accredited by the Accreditation Council for Business Schools
and Programs (ACBSP.) A Reaffirmation Self-Study Report was submitted to ACBSP in August of 2014.
The primary purpose of the self-study was to review and document NCCC’s adherence to the
Associate Degree Standards as set forth by the Accreditation Council of Business Schools and
Programs (ACBSP.) In addition, the self-study process

e Documented the business unit’s alignment with NCCC’s mission, vision, and purposes.

e Promoted excellence and continuous improvement in NCCC’s business programs.

e Contributed to upholding the credibility of the business programs provided by NCCC.

e Served to provide accountability to students, employers, the community, transfer
institutions, and other stakeholders.

In September, 2014, ACBSP evaluators were on campus to conduct a site visit in. In November, the
ACBSP Board of Commissioners voted to reaffirm accreditation of NCCC’s business degree programs,
including the AAS — Office Technology program. This program review report is based on data collected
for and excerpts from the ACBSP Self-Study Report.

Section 1: Alignments of program mission and purposes with mission and
purposes of NCCC.

Business Unit Vision Statement

The Neosho County Community College business unit will grow and expand through serving
students with innovative, creative programs based on leadership and excellence in faculty,
administration and staff and be the premier community college business program in Kansas.

Business Unit Mission Statement
The mission of the Neosho County Community College business unit is to enrich our communities
and our students’ lives.

The business unit vision and mission are patterned directly off of the vision and mission
statement for the institution. There is alignment of the business programs with the vision,
mission, and purposes.

NCCC Purpose 1:

student learning through
* the meeting of students’ needs,
¢ quality educational programs, and
¢ effective assessment processes;

To meet students’ needs, a full range of business courses is provided on a regular rotation schedule.
Instructional areas include accounting, business, computer science/information systems, computer
technology, management, marketing, and office technology.



The AAS-Office Technology program is a quality educational programs meeting the standards of
excellence of the Accreditation Council for Business Schools and Programs (ACBSP). This degree is
designed for students who wish to enter the job market upon completion of their associate’s degree.

The business unit programs are following the assessment processes which have been established at
NCCC in an effort to improve student learning of course and program outcomes.

NCCC Purpose 2:
student success through
* providing personal attention,
* individualized advising, and
* the opportunity to meet personal goals;

The philosophy that personal attention and individualized advising are essential for student success is
employed. All full-time business unit faculty have advising duties. Students have the opportunity to
earn certificates and degrees or just take a few classes to meet their personal goals.

NCCC Purpose 3:
ensuring access through
e affordability,
¢ flexible delivery and scheduling methods,
* responsive student services, and
* safe and comprehensive facilities;

The program provides affordable instruction for students, with the standard tuition rates applying to
courses within the program. Most courses do not require the assessment of additional fees. Business
program scholarships, covering tuition only, are available to full-time business students who are Neosho
County residents and are taking at least nine credit hours of business courses per year.

Courses within the program are regularly offered in accordance with the course rotation schedule.
Many courses are available online or as hybrid classes. There are few evening courses available since
demand has shifted to online classes instead of night classes.

Business students benefit from the variety of student services available to NCCC students. Facilities on
both campuses are safe, up-to-date, and handicapped accessible. Students on both the Chanute and
Ottawa campuses have ready access to computer labs, tutoring services, advising, and other student
support services.

NCCC Purpose 4:
responsiveness to our stakeholders through
* open communication,
* ethical management of resources,
* accountability,
* the development of leaders;

Communication with area business professionals and stakeholders is maintained through the Business
and Technology Advisory Board and various other ways. The division chair is a native of Chanute and
maintains contact with local professionals in the accounting, business, and education fields. Business
unit instructors also serve on several high school advisory boards within the county.

Ethical management of resources and accountability is a priority. Accreditation through the ACBSP
requires accountability in providing quality educational offerings. Ethics is at the forefront of business



education and covered in most classes. The accounting instructor is a CPA who is required to complete
continuing professional education related to ethics.

In addition, the development of leaders is certainly a focus within the program. Input is received
regarding the industry expectations so that leaders in the field can be produced through NCCC's
accounting program. Students are encouraged to take NCCC’s Leadership class.

NCCC Purpose 5:
meeting community needs through
* collaboration and innovation
* lifelong learning opportunities
e cultural enrichment, and
* the providing of an educated workforce.

Courses are offered to meet community needs as demand warrants. Cultural enrichment occurs in the
classroom, as well as through the Business and Innovation Club. Local businesses send employees to
NCCC for training.

Section 2: Curriculum of Program and Outcomes Assessment

The AAS — Office Technology program sheet is displayed on the following page.



Office Technology

Level I and Level II Certificates
Associate of Applied Science

The As=zoriate of Applied Science in Office Technology is atwo-
year desree for students who intend to seek employment upon
graduation rather than transfer to a university. Level |
certificaton expozes students to fundamentsl business
concepts. Level I certification provides more in depth business
content.  Career aress may inchude: administrative assistant
office manager, office clerk. eerutive assistant. and office
professional

Accreditation

The Azsoriate of Applied Science degree iz accredited by the
Accreditation Council for Business Schools and Programs.

Prerequisites

The student will need to demonstrate proficiencies in reading,
Englizh, and mathematics based on the COMPASS assessment
test, ACT or 5AT scores, or by taking the recommended/
required claszes. Some of the courses in this curriculum have
specific prerequisites.

Ceneral Educaton [GE) Courses

In order to graduate with a collese degree 2l students are
required to take certsin general education courses. These
include ENCL 101 English Compesiton I COMM 213
Interpersonal Communication, PSYC 100 First Year Seminar,
and a 3 credit hour computer teracy proficiency course. Other
zeneral education electives may be regquired to mest desres
TEqUiTEments.

Program Core Courses

OTEC 101 Keyboarding I, OTEC 102 Keyboarding I, OTEC 123
Office Machines, OTEC 107 Mfice Systems and Procedures,
ACCT 205 QuickBooks Accountdnzg MGME 147 Intro to
Management, ACCT 107 Payrol Accountng, C5IS 117 Intro to
Vel Page Design.

Program Elective Courses

ACCT 108 College Accounting ALHT 135 Intro to Medical
Transcription, ALMT 135 Healtheare Documentstion and
Medieal Transeription 1 BUSI 10& Business Math or other
approved math course, BUSI 114 Business Law, BUSI 118
Business Communications, ECON 201 Macroeconomics, MGME
101 Intro to Business, and MGMHE 135 Human Relstons and

Supervizion.

Program Outcomes

1. Listand perform the steps in the accounting crcle.

2. Usebasic office machines.

3. Demonstrate effective oral and written communication
skills.

4, Utilize computer applicaton software.

5% Collaborate with others in ateam project seting

£. Explzin the role of manazers and employees in crestingan

organizatonal culture,

7. Demonstrate the proper wse of 3 computerized accountng
SYEiEm.

B. Compute and prepare payrol checks.

3. Prepare the required Federal and Kanzas payroll reports.

10, Make ethical decisions incorporating the standards of the
profession.

Course Sequence

The listing that follows is a recommended sequence of courses for
full-ime students. The student should consult with an advisor for

informaton specific to their academic ituation.

Recommended Sequence of Courses

[Fall] Semester [ Cr Hrs
OTEC 1017102 Eeyboardinzlorll 3
C515 100/130 Computer Concepts and Applicatons or 3
Intro to Computer Information Systems
ACCT 10E College Accounting 3
BUSI 10& Business Math or
Approved Math Course 3
PEYC 100 First Year Seminar 1
PEYC 155 General Psychology 3
Total 16
[Spring) Semester II
OTEC 123 Office Machines 2
BUSI 118 Business Commumicatons 3
MGME 101 Intre to Business 3
MGME 135 Human Relstions and Supervidon 3
ACCT 205 (QuickBooks Accounting 3
Approved Businessz Program Course 3
Total 17
Level [ Certificate 30-33
[Fall] Semester II
OTEC 107 Office Systems and Procedures 3
OTEC 102 Hevboarding I or
ACCT 107 Payroll Accounting 3
C515 117 Intro to Wieb Paze Desizn 1
ECON 201 omics 3
COMM 213 Interpersonal Communications 3
ENGL 101 Engtizh Composition 3
Total 16
Level II Certificate 4649
[Spring) Semester IV
C515 225 Advaneed Web Paze Design 3
BUSI114 Business Law 3
MGME 147 Intro to Manazement 3
HPER 150 Lifetime Fitness 1
Fiald Study orother Business Course 2
Approved General Ed Elective 3
Total 15
Associate of Applied Science Degree Program Credits &4

This curriculum is not desizned for stwdents who wishto transfer.

For more informaton contact
Program Advizor

Linda Jones, 620-431-2820, ext. 227
lionesEneocho.edu



The program must also meet ACBSP’s requirements, including a professional component,
general education component, and business major component.

Professional Component: At least 25 percent of the credits required for the associate
degree and must consist of courses from four of the following areas of study: accounting,
computer information applications, quantitative methods of analysis, principles of
economics, business in society, marketing, entrepreneurship, finance, or management.

General Education Component: At least 25 percent of the credits required for the
associate degree and must consist of courses which contribute to the following
educational goals: written and oral communication, an historical perspective, humanities,
personal ethical foundation, social institutions and citizenship, science or mathematics,
technology, social sciences, fine and performing arts, and a global perspective.

Business Major Component: At least 25 percent of the associate degree credits devoted
to courses appropriate to the student’s business major beyond the professional
component. The following curriculum summary documents compliance with ACBSP’s
curriculum requirements.

Table 5.6
Curriculum Summany

Mame of Program: A4S - Office Technology
Total Number of Hours in Degree 54

Professionsl Component

Course Numbser Course Trle Brea of Study Credit Hours

ACCT 108 Caollege Arcounting A 3

SIS 100 Computer Concepts and Applications

or C515 130 Introduction to Computer Information Systems B 3

BUSI 106 Business Math

or WMATH 112 Intermediate Algebra or higher level math c 3

ECON 201 Macroeconomics (o] 3

BUEI114 Business Law E 3

BGME 135 Human Relations and Supervision | 3
Totzl Credit Hours 18
Percent of Total ZB%

General Education Component

Course Numbser Course Tile Hrea of Study Credit Hours
BUSI 118 Business Communications 1 3
COMM 213 Interpersonzl Communictions 1 3
ENGL 101 Engfish Comipasition | 1 3
P5YC 100 First Year Seminar 5 1
HPER 150 Lifetime Fitness 5 1
P5YC 155 General Psychology g 3
Approved General Edustion Course 23569 3
Totzl Credit Hours 17
Percent of Total 7%

Business Major Component

Course NHumbser Course Title Credit Hours
OTEC 101 Keyboarding |
or OTEC 102 Keyboarding |I 3
OTEC 123 Office Machines 2
BAGME 104 Intro. to Business 3
ACCT 205 OuickBooks Accounting 3
Bpproved Business Program Course 3
OTEC 107 Office Systems and Procedures 3
OTEC 102 Keyboarding Il
or ACCT 107 Payroll Acoounting 3
C515 117 Intro. to Web Design 1
C515 225 Bdvanced Web Page Design 3
BAGME 147 Intro. to Management 3
BUEI 112 Business Field Study or Approved Business Course 2
Total Credit Hours 20
Percent of Total 45%



Program Outcomes and Matrix

PROGRAM ASSESSMENT MATRIX - 13-14

Office Technology Program Qutcomes

Office Technology — AAS Degree
Submitted bv Linda Jones — Current as of 8-15-13 (KBOE. update SE)

1. Lizst and performthe stepzinthe accowmting eyele

2. Usze basic office machines.

3. Demonstrate effective oral and written conmmuncations skills.

4. Utilize computer application software.

3. Collaborate with othersin a team project setting.

6. Explamnthe role of managers and employeesin creating an orgamzational culture.

7. Demonstrate the properuse of a conpterized acomming system.

3. Compute and prepare pavyroll checks.

0. Prepare the required Federal and Kansas payrollreports

10. hMalee ethical decisions ncorporating the standards ofthe profession.
Course Course Program | Program | Program | Program | Program | Program | Program | Program | Program | Program
Number Name Outcome | Outcome | Outcome | Outcome | Outcome | Outcome | Outcome | Qutcome | Outcome | Outcome

1 2 3 4 5 ] 7 ] 9 10
ACCTINT Payrell Accountmg cCoa COZ 3, COZ 3, CO1
4.8 3,7
ACCTI08 College Accounting CO3 CO3 COT, 23,
4.5
ACCT203 CDuickBooks 03 4 COLZ2 COL 2 Coa Coa COL 273,
5,67 3,4.3.6 3,45, 6, 4367
CRIS 100 Computer Concepts COI COI-7 CO3
& Appls.
CeIs 117 Web Page Dezign CoI-%
CRIS 130 Intro. to CIS COI CO2-8 COo%, 10
MGME I Intro. to hznzgement co4 CO3 cCoL 24 CO1
OTECT Eeybozrdmg T COI COZL3 COZ3
OTEC T2 Eeyboardmg 1T CoI COLZI[COL 23
OTECTOY Diffice Systems and Coz CO3 Co2 co4 COLeé CO1
Procedures
OTECTII3 Office hMachmes COLZ2
00 = Course Ontcoms Numher
KA ¥Program 4 atrices ¥0ffice Technology - AAS De 09.do -




Course Assessments - Comparison of Assessment Results in Face-to-Face Classes and Online Classes

At the course level, ACBSP is most concerned about comparing results of student learning between face-to-
face and online classes. A comparison of results has been generated for select courses within the program.
Overall, the results are fairly comparable.

In ACCT 108 College Accounting, assessment results in the online class equal or exceed those in the face-to-
face sections. College Accounting is taught face-to-face in Chanute, Ottawa, and concurrently in the
northern service area. It is taught online in the fall only.

Comparison of Assessment Results for ACCT 108 College Accounting
Face-to-Face Online

Enrollment 46 Students 15 Students
Outcome 1: Explain the nature and importance of accounting. 80% 87%
Outcome 2: Use a double entry accounting system. 85% 92%
Outcome 3: List and perform the steps in the accounting cycle. 79% 80%
Outcome 4: Identify basic procedures for accounting for cash. 70% 70%
Outcome 5: Apply basic accounting procedures for a merchandising 76% 86%
business.

In CSIS 100 Computer Concepts and Applications, results are comparable between the face-to-face and
online classes. For this reporting period, there were nine face-to-face sections taught in Chanute, Ottawa,
and concurrently, and 10 sections online.

Comparison of Assessment Results for CSIS 100 Computer Concepts and Applications
Face-to-Face Online

Enrollment 164 141
Outcome 1: Hardware — Understand specifications and configurations 88% 88%
of computer hardware.
Outcome 2: Software — Understand and identify the functions of 87% 86%
system and application software.
Outcome 3: Operating Systems and Systems Software — Understand 86% 87%
and identify the major roles of operating systems and systems
software.
Outcome 4: Internet — Understand the impact and use of the Internet. 93% 98%
Outcome 5: Word-processing — Use word-processing software to 88% 83%
create, edit and produce professional looking documents.
Outcome 6: Spreadsheets — Create spreadsheets and charts to analyze, 84% 82%
investigate and/or interpret numerical and financial data to support
problem-solving process.
Outcome 7: Database — Design, create and maintain a database that 76% 71%
provides easy access to information in multiple dimensions.
Outcome 8: Presentation — Use presentation software to create, edit 88% 94%
and produce professional looking presentations.
Outcome 9: Integration — Understand integration applications 86% 89%
software.
Outcome 10: Ethical Issues and Concepts — Understand ethical and 85% 95%
social standards of conduct regarding the use of technology.

In CSIS 130 Introduction to Computer Information Systems, there were five sections in Chanute, two sections
in Ottawa and one section online. Results in the online section equal or exceed those in the face-to-face
sections for nine of the ten outcomes.

Comparison of Assessment Results for CSIS 130 Intro. to Computer Information Systems
Face-to-Face Online
Enrollment 111 13
Outcome 1: Hardware — Understand specifications and configurations 67% 78%
of computer hardware.
Outcome 2: Operating Systems and Systems Software — Understand 79% 78%




and identify the major role of operating systems and systems software

Outcome 3: Internet — Understand the impact and use of the Internet. 84% 84%
Outcome 4: Word-processing — Use word-processing software to 92% 98%
create, edit and produce professional looking documents.

Outcome 5: Spreadsheets — Create spreadsheets and charts to 90% 99%

analyze, investigate and/or interpret numerical and financial data to
support problem-solving process.

Outcome 6: Database — Design, create and maintain a database that 81% 87%
provides easy access to information in multiple dimensions.

Outcome 7: Presentation — Use presentation software to create, edit 94% 99%
and produce professional looking presentations.

Outcome 8: Integration: Understand integration applications software 94% 98%
Outcome 9: Ethical Issues and Concepts: Understand ethical and 86% 89%
social standards of conduct regarding the use of technology

Outcome 10: Cyber Security: Identify and understand security threats 86% 89%

and solutions

MGMK 101 Intro. to Business was taught in Chanute and online. For the most part, results in the online
section were slightly higher than in the face-to-face sections.

Comparison of Assessment Results for MGMK 101 Intro. to Business
Face-to-Face Online

Enrollment 35 19
Outcome 1: Evaluating business from an economic and global 79% 82%
environment.
Outcome 2: Analyze the importance of ethics and entrepreneurship as 70% 68%
related to the different forms of business ownership.
Outcome 3: Outline the importance of empowerment as a leadership 62% 69%
philosophy and as part of operations management.
Outcome 4: Evaluate human resource management issues as related 55% 67%
to dealing with and motivating employees.
Outcome 5: Demonstrate the use of marketing activities and discuss 52% 75%
their importance in a competitive global environment.
Outcome 6: Apply accounting principles and promotional techniques in 68% 68%
business situations.

For all of the above courses, full-time faculty members teach both face-to-face and online sections and
monitor and compare results. In particular, Charles Babb who teaches multiples sections of CSIS 100 has
shared results comparing face-to-face and online assessments and also comparing differences in assessment
results between his 9:30 and 11:00 face-to-face classes. For example, in March 2014, Mr. Babb reported via
email on his CSIS 100 mid-term exam results. He noticed a difference between his 9:30 class with an average
of 72.5% and his 11:00 class with a 54.61%, compared to his four online sections showing averages of 86.25%,
79.42%, 78.89% and 84.5%.

Some example narratives from individual course assessment reports are as follows:

“A new edition of the textbook was adopted this year. This included electronic working papers, as the traditional hard copy of the
workbook was no longer available. The effects of this on student learning are difficult to measure. One drawback is that not all
student printed working papers before coming to class, so they did not have access to them during class periods when practice
problems were worked. This could negatively affect learning. A homework manager could be considered for this course, especially
when it is offered again online. With a homework manager, automatic grading of homework would give students more immediate
feedback and could free class time to concentrate on additional concepts.” Linda Jones — Accounting Instructor

“I have added videos to both online and on-campus courses for students to review in Intro. to Business, Microeconomics, and
Macroeconomics. | have also reviewed assessment scores to add class activities to apply and synthesize concepts such as diminishing
marginal returns and economics of scale in Microeconomics incorporating teaching strategies based on Howard Gardner’s research
on multiple intelligences and Bloom’s Taxonomy. Dr. Mark Watkins — former Business Instructor



Program Assessments

Program outcome assessment results are reported and analyzed in the tables that follow.

Performance Measure

What is your measurement
instrument or process?

Current Results

Analysis of Results

Action Taken or
Improvement made

Insert Graphs or Tables of Resulting Trends
data points preferred)

(35

Measurable goal

Do not use grades.

What are your current
results?

What did you learn
from the results?

What did you improve or
what is your next step?

What is your goal?

(Indicate type of instrument)
direct, formative, internal,
comparitive

AAS-Office Technology
Program Outcome 1:
Office Technology students
will be able to list and
perform the steps in the
accounting cycle. Target is
a weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #3 in ACCT 108
College Accounting and #3 - #7 in
ACCT 205 QuickBooks.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

Student learning of
this outcome is
relatively strong.

For 2011-12, a new edition
of the textbook for ACCT
108 College Accounting was
adopted enabling online
assessments through the
textbook website to
reinforce student learning.
For 2014-15 a new textbook
is being adopted that will
incorporate a homework
manager. This outcome
could be combined with
outcomes 7,8,9 to form a
more general accounting
outcome.

AAS - Office Technology
Program Outcome #1 Weighted
Average Mean Score

M

2008-09 2009-10 2010-11

Score

2011-12  2012-13

AAS-Office Technology
Program Outcome 2:
Office Technology students
will be able to use basic
office machines. Target is
a weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #1 in CSIS 100
Computer Concepts &
Applications, #1 in CSIS 130 Intro.
to Computer Information Systems,
#1 in OTEC 101 Keyboarding | and
OTEC 102 Keyboarding Il, #2 in
OTEC 107 Office Systems &
Procedures, and #1 and 2 OTEC
123 Office Machines.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

Student learning of
this outcome is
strong, but several
courses contributing
to it are on the course
rotation schedule.

A new textbook for OTEC
101 Keyboarding | and
OTEC 102 Keyboarding Il
was adopted. Computers
and software on both the
Chanute and Ottawa
campuses must be kept up
to date.

AAS - Office Technology
Program Outcome #2 Weighted
Average Mean Score

e S ——T

Score

2008-09 2009-10 2010-11 2011-12 2012-13




AAS-Office Technology
Program Outcome 3:
Office Technology students
will be able to demonstrate
effective oral and written
communications skills.
Target is a weighted
average mean score of at
least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #4 in MGMK 147
Intro. to Management, #2 and 3 in
OTEC 101 Keyboarding I, #1,2,
and 3 in OTEC 102 Keyboarding I,
and #3 in OTEC 107 Office
Systems & Procedures.

The target was met for three
years and then results dipped
slightly below the target. The
courses contributing to this
outcome are on the course
rotation schedule and were
not offered or did not make in
2012-13.

There has been a
downward trend in
this assessment that
needs to be
addressed.

A new textbook for OTEC
101 Keyboarding | and
OTEC 102 Keyboarding Il
was adopted. Results will
continue to be monitored to
see if student learning
improves.

Score

AAS - Office Technology
Program Outcome #3 Weighted
Average Mean Score

80 4P—4.>~.:
70

-
5 \

2008-09 2009-10 2010-11 2011-12 2012-13

AAS-Office Technology
Program Outcome 4:
Office Technology students
will be able to utilize
computer application
software. Targetis a
weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #1 - #7 in ACCT
205 QuickBooks, #2-8 in CSIS 100
Computer Concepts &
Applications, and CSIS 130 Intro.
to CIS, #1-9in CSIS 117 Web
Page Design, #2 and #3 in OTEC
101 Keyboarding I, #1,2, and 3 in
OTEC 102 Keyboarding Il, and #2
in OTEC 107 Office Systems and
Procedures.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

Student learning of
this outcome has
been consistently
strong.

QuickBooks software was
upgraded from QuickBooks
2009 to QuickBooks 2012
and then to upgraded to
QuickBooks 2013. Itis
imperative that software and
hardware in the labs on both
campuses be kept up to
date to meet or exceed
industry standards. A new
textbook for OTEC 101
Keyboarding | and OTEC
102 Keyboarding I1.
Computers and software on
both the Chanute and
Ottawa campuses must be
kept up to date. Third party
certification exams could be
used to enhance this
assessment.

Score

AAS - Office Technology
Program Outcome #4 Weighted
Average Mean Score

a—n

| —a o
80

2008-09 2009-10 2010-11 2011-12 2012-13

AAS-Office Technology
Program Outcome 5:
Office Technology students
will be able to collaborate
with others in a team
project setting. Target is a
weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #3 in ACCT 108
College Accounting, #5 in MGMK
147 Intro. to Management, and #4
in OTEC 107 Office Systems &
Procedures.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

Results indicate
student collaboration
has been fairly
consistent and within
acceptable limits.

Inclusion of team projects
has been encouraged in
additional classes as
appropriate. We have
started an interdisciplinary
colloquium. This allows
students in a course to work
as a group and present
before a panel of instructors
and group of peers from
multiple courses. This will
enhance this outcome.

Score

AAS - Office Technology
Program Outcome #5 Weighted
Average Mean Score

o[ —— o

2008-09 2009-10 2010-11 2011-12 2012-13

10




AAS-Office Technology
Program Outcome 6:
Office Technology students
will be able to explain the
role of managers and
employees in creating an
organizational culture.
Target is a weighted
average mean score of at
least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcomes #1,2, and 4 in
MTMK 147 Intro. to Management,
and #1 and #6 in OTEC 107 Office
Systems & Procedures.

The results have met or
exceeded the target, but
there has been a downward
trend.

The courses
contributing to this
outcome did not
make or were not
offered during 2012-
13.

With the results declining
and no data available for
2012-13, these results must
continue to be monitored in
the future to see if the trend
continues. No changes
have been recommended at
this time.

Score

AAS - Office Technology

Program Outcome #6 Weighted

Average Mean Score

\

2011-12

2008-09 2009-10 2010-11 2012-13

AAS-Office Technology
Program Outcome 7:
Office Technology students
will be able to demonstrate
the proper use of a
computerized accounting
system. Targetis a
weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #6 in ACCT 107
Payroll Accounting, course
outcomes #1- 7 in ACCT 205
QuickBooks.

There was a sharp decline in
2010-11, but results turned
back around in 2011-12.
With the exception of 2010-
11, this has been one of the
strongest outcomes.

In 2010-11, the
assessment was
based solely on
outcome #6 in ACCT
107 Payroll
Accounting since
ACCT 205
QuickBooks
Accounting was not
offered due to the
course rotation
schedule. With the
exception of 2010-11,
the assessment
results for this
outcome have been
among the highest.
This knowledge could
be used to enhance
student learning of
other outcomes
through the use of
computerized
accounting systems.

A new edition of the Payroll
Accounting textbook comes
out every year and is
adopted upon offering the
course to remain current.
Computers and software on
both the Chanute and
Ottawa campuses must be
kept up to date. This
outcome could be combined
with outcomes 1,8, and 9 to
form one more general
accounting outcome.

Score

AAS - Office Technology

Program Outcome #7 Weighted

Average Mean Score

AN A —

AR 4

/
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2008-09 2009-10 2010-11

2011-12  2012-13

AAS-Office Technology
Program Outcome 8:
Office Technology students
will be able to compute and
prepare payroll checks.
Target is a weighted
average mean score of at
least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcomes #2, 3, 4, and 6 in
ACCT 107 Payroll Accounting, and
#6 in ACCT 205 QuickBooks.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

A new edition of the Payroll
Accounting textbook comes
out every year and is
adopted upon offering the
course to remain current.
This outcome could be
combined with outcomes 1,
7, and 9 to form one more
general outcome.

Score

AAS - Office Technology

Program Outcome #8 Weighted

Average Mean Score

/"\k/.i

/

/

2008-09 2009-10 2010-11 2011-12 2012-13
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AAS-Office Technology
Program Outcome 9:
Office Technology students
will be able to prepare the
required Federal and
Kansas payroll reports.
Target is a weighted
average mean score of at
least 70%.

Formative, internal comparative
assessment utilized to measure
course outcomes #2,3,5,7, in
ACCT 107 Payroll Accounting, and
#6 in ACCT 205 QuickBooks
Accounting.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

The results have
been higher than
expected for this
outcome.

A new edition of the Payroll
Accounting textbook comes
out every year and is
adopted upon offering the
course to remain current.
This outcome could be
combined with outcomes 1,
7, and 8 and form one more
general accounting
outcome.

Score

AAS - Office Technology

Program Outcome #9 Weighted

Average Mean Score

f— —=
/

/
/

2008-09 2009-10 2010-11

2011-12  2012-13

Office Technology
Program Outcome 10:
Office Technology students
will be able to make ethical
decisions incorporating the
standards of the
profession. Targetis a
weighted average mean
score of at least 70%.

Formative, internal, comparative
assessment utilized to measure
course outcome #1 in ACCT 107
Payroll Accounting, course
outcomes #1-5 in ACCT 108
College Accounting, course
outcomes #1 - 7 in ACCT 205
QuickBooks, course outcomes 9
and 10 in CSIS 100 Computer
Concepts & Applications, and
CSIS 130 Intro. to Computer
Information Systems, outcome #1
in MGMK 147 Intro. to
Management, and outcome #1 in
OTEC 107 Office Systems &
Procedures.

The weighted average mean
score has consistently
exceeded the target. The
results indicate the students
are mastering this outcome.

The data shows the
students should be
well positioned to
make ethical decision
in the workplace.

No changes have been
made in regard to this
outcome. Continued
importance on student
learning of this outcome is
imperative.

Score

AAS - Office Technology
Program Outcome #10

Weighted Average Mean Score

 — . N

2008-09 2009-10 2010-11 2011-12 2012-13

The main improvement that has been implemented throughout the course of the most recent program review cycle is the development of
online courses. This was mentioned as an opportunity in most program reviews and has been an initiative as a means of increasing access for

students. At the last discipline assessment meeting, assessment processes for the revised CSIS 100 Computer Concepts and Applications course were
discussed, noting that it was more efficient to assess the outcomes throughout the semester than waiting until the end of the semester.
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Noel Levitz Results
Noel Levitz results are also used as a performance measure for the program. Selected

results have been disaggregated for the program for 2014. In 2012, no majors completed
the survey.

"The quality of instruction I receive in
most of my classes is excellent."
Office Administration Majors

There are sufficient courses within my
program of study
Office Administration Majors

7
6.5 / 8 7
6 / 3 /
5.5 // 3 7
5 ,I 2 r 4 -
45 77 1 %
4 F /4 0.
2012 2014 2012 2014
— | mportance 0 7 s |Mportance o] 6.5
= Satisfaction 0 6 = Satisfaction 0 3.5

There is a slight gap between importance and satisfaction, leaving room for improvement.

"The equipment in the lab facilitiesis
keptup todate.”
Office Administration Majors

Computer Labs are Adequate
Office Administration Majors

@

-~

o
AUUIO U~

2012

2014

e |Mportance

0

7

— Satisfaction

0

6.5

2012

2014

s |Mportance

0

7

e Satisfaction

0

6.5

There is only a slight gap between importance and satisfaction related to labs. In response to
“Computer Labs are Adequate,” the gap between importance and satisfaction may have stemmed
from computer lab availability at night. Business computer labs are not normally available after 5:00
p.m. unless a faculty member happens to be on campus and keeps the lab open. Computers in the
Chapman Learning Center and the TLC in Ottawa were available until 8:00 p.m. at the time of the
survey. Presently, a new concept and schedule is being implemented in the Chapman Learning
Center to provide 24-hour access for students. Results will continue to be monitored for
improvement in student satisfaction.

Library resources and services are Tutoring services are readily available
adequate Office Administration Majors
Office Administration Majors
6. > 4
7 5. .4
6.5 / 4 v
6 I 3 .
5.5 / 2' S/
. I - J
5 1 Y A
45 / - 7
0.
t / y 4
2012 2014 2012 2014
—— |mportance 0 7 s | M portance 0 7
— Satisfaction 0 7 = Satisfaction 0 3.5
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Students are satisfied with the library resources and services which are available. Tutors for
business classes have sometimes been difficult to find, particularly for Managerial Accounting which
is often taken during the student’s last semester of attendance. In addition, tutors for business
electives, such as Business Law, are scarce when enrollments in the class are small.

Efforts to Stay Current in Curriculum

Advisory Groups--Business and Technology Advisory Board

The Business and Technology Advisory Board meets twice per year and provides an
opportunity for business instructors to communicate with and receive input from local and
area employers. The Advisory Board has reviewed and approved all of the business
program outcomes and curriculum. Examples of Advisory Board suggestions:

e Expressed need for QuickBooks training and it was added to the Office Technology
program in relation to outcome #7. The program assessment matrix was reviewed to
ascertain appropriate inclusion of ACCT 205 QuickBooks Accounting.

e Noted weakness in employees’ communication skills and COMM 213 Interpersonal
Communication was added to the curriculum for most business programs.

e Expressed concerns related to student’s interviewing skills, appropriate attire, and
knowledge of basic personal management concepts, therefore a new course, OTEC
108 Career Life Skills was developed.

Advisory Board members have been periodically surveyed regarding the program outcomes
and the courses within each of the business programs. In the spring of 2014, Advisory
Board members were surveyed in regard to the AAS — Office Technology Program. Only
four members responded, but 100% agreed or strongly agreed that the program outcomes
were appropriate and 75% agreed or strongly agreed that the program courses were
appropriate.

Advisory Groups - Other

Business instructors also serve on advisory boards for the local school districts. Linda Jones
and Chad DeVoe serve on the Chanute High School Advisory Board and Linda Jones serves
on the Erie High School Advisory Board. These connections enable communication with the
local high schools and assist with assuring the programs are current.

Attendance/Input from Kansas Core Outcomes Group (KCOG) Meetings

Chad DeVoe and Richard Webber have been active in KCOG and the statewide standardized
outcome development effort. During the self-study year, the course outcomes for CSIS 100
Computer Concepts and Applications and CSIS 130 Introduction to Computer Information
Systems were updated in correlation with the Kansas Core Outcomes Group (KCOG). ECON
200 Microeconomics and ECON 201 Macroeconomics also have KCOG approved outcomes.

Professional Development
All business unit faculty members are current in their professional development

requirements at this time.

Several of Mr. Babb’s professional development activities have related to the Phi Theta
Kappa honor society, as well as leadership. Mr. Babb is the Phi Theta Kappa advisor on the
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Chanute campus and has been active in working with the chapter in which business student
involvement in encouraged. This relates to the business unit’s initiative to “Provide
leadership opportunities for students through campus clubs and organizations.”

Mr. DeVoe's professional development activities have focused on gaining increased
knowledge to support the AAS — Computer Support Specialist program. The knowledge he
gained supports him in teaching the microcomputer repair classes to better meet the needs
of the stakeholders, including Office Technology students who take repair classes as
electives.

Mrs. Jones has attended multiple ACBSP conferences and several activities related to
accounting education and supporting process management, including curriculum and
faculty innovation. Mrs. Jones and Mr. Webber both attended a NACCE (National
Association of Community College Entrepreneurship) conference tying in with integrating
with the community.

Mr. Webber completed the ICE House Entrepreneurship training to prepare him to teach
the new Entrepreneurial Mindset course as a part of Process Management — Curriculum in
the Business Unit Strategic Plan. He also completed a course on using IPods and IPads in
the classroom relating to the business unit’s initiative to “Incorporate new technologies,
including Apple TV, in the classroom.”

Dr. Watkins had completed his doctorate in educational leadership with the help of
professional development funding and received professional development credit for the
coursework.

There have been no barriers impeding the pursuit of professional development.
Other Efforts to Stay Current

Kansas Small Business Development Center

The Kansas Small Business Development Center (KSBDC) Outreach Office is located in the
Rowland Vocational Building adjacent to the business department. Business instructors
regularly communicate with the KSBDC representative, Tom Byler. Mr. Byler serves on the
Business and Technology Advisory Board and has been excellent in communicating local and
area business trends and needs that he observes through his clients and through his
professional development.

Professional Memberships

Faculty members belong to professional organizations, including the National Business
Education Association (NBEA) and the American Institute of CPAs (AICPA). The division chair
serves on ACBSP’s Digital Media Communications Committee.

Section 3: Data Enrollment and Resources

Enrollment
It is very difficult to segregate course enrollment data for the AAS-Office Technology program
because (1) most courses within the program serve multiple programs and (2) there are inaccuracies
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in students’ self-declared majors. Furthermore, in tying enrollment to the budget below, (as
required by ACBSP), there is not a separate budget for this program. It is served by the Accounting,
Computer Science, and Management/Marketing budgets. Given these conditions, it seems most
appropriate to report on enrollment in classes for which the business unit is responsible for offering
and for which financing is provided through the business unit budgets.

Student credit hours are presented in the graph below for the business unit as a whole. Total
student credit hours generated in courses with the prefixes ACCT, BUSI, CSIS, ECON, business-
related ETEC, MGMK, and OTEC are included for the Chanute Campus, Ottawa Campus, Online
Campus, In-District Outreach and Out-District Outreach. Total student credit hours (SCHs)
generated have increased over the last three years. The following graph compares total student
credit hours (SCHs) generated for the institution to the total student credit hours generated for the
business unit.

Student Credit Hours (SCHs)

M Business SCHs m Total SCHs

45316 49844 50044
2710 3072 3076
2010-11 2011-12 2012-13

The increase in business student credit hours has been comparable to the increase in total student
credit hours. Business student credit hours increased from 2,710 in 2010-11 to 3,072 in 2011-12
which was a 13.36% increase. During this same period of time, total credit hours for the institution
increased from 45,316 in 2010-11 to 49,844 in 2011-12, which was a 9.99% increase. From 2011-12
to 2012-13 business student credit hours increased from 3,072 to 3,076 which was a .13% increase.
From 2011-12 to 2012-13 overall student credit hours increased from 49,844 to 50,044 which was a
4% increase. Over the two year period, business student credit hours increased 13.5%.

The percentage of business unit student credit hours to total student credit hours (SCHs) has been
steady at about six percent of total student credit hours (SCHs).

2010-11 2011-12 2012-13

Business unit student credit hours 2,710 3,072 3,076
Total student credit hours 45,316 49,844 50,044
Percentage of business SCHs to total SCHs 5.98% 6.16% 6.15%
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Student credit hours generated by the business unit have been tabulated by prefix, with a goal of increasing the hours generated.

Increase the number
of student credit
hours generated in
business program
classes.

Enrollment in ACCT, BUSI, CSIS, ECON,
ENTR, business related ETEC, MGMK,
and OTEC courses.

Student credit hours
generated have increased
in ACCT, MGMK, and
overall. Other areas have
remained stable, except
for OTEC. Overall, student
credit hours generated
increased from 2,710 in
2010-11int0 3,076 in
2012-13 whichis a 13.5%
increase.

Some fluctuation from year-
to-year is due to select
courses on the course
rotation schedule being
offered every other year.

Enrollments continue to be
stable and or increasing slightly.

10000

100

1

Student Credit Hours Generated

ACCT BUSI CsIs ECOM ENTR ETEC MGME OTEC TOTAL
m 2010-11 315 168 1588 327 o 36 233 43 2710
m2011-12 357 105 1793 402 o 39 301 75 3072
2012-13 450 147 1690 378 10 30 344 27 3076
Student credit hours generated by the business unit have been tabulated by site.
2010-11 2011-12 2012-13 Total
Business Hours NCCC Hours Business Hours NCCC Hours Business Hours NCCC Hours Business Hours NCCC Hours
Generated Generated Generated Generated Generated Generated Generated Generated
Chanute Campus 1036 15146 1158 15886 1203 15295 3397 46327
Ottawa Campus 365 12114 448 13804 484 13345 1297 39263
Online Campus 1222 11039 1418 13144 1341 13609 3981 37792
In District Outreach 0 3486 0 4010 0 4268 0 11764
Out District 87 3531 48 3000 48 3527 183 10058
Outreach
Total 2710 45316 3072 49844 3076 50044 8858 145204
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Instructor Information

Due to the low enrollment numbers, the institution has not justified hiring a full-time instructor/coordinator for the program. However, full-time instructors
teach quite a few courses within the program, so students may have access to a full-time instructor in the discipline.

Highest Degree
Assigned
Year of Initial Teaching Level of
Faculty Member Appointment Type Discipline Discipline(s) |Prof. Cert.| Qualification | Tenure
Computer Applications
Babb, Charles (Chanute Full-Time) 1991 MS Computer Science Education Computer Science Master's Yes
Bailey, Leroy (Ottawa Adjunct) 2001 BS Education Computer Applications Exception No
Blackwell, Patrick Kevin (Ottawa Full-Time) 2008 D Law Business Law Doctorate Yes
Ph.D. Ph.D. - Education
Catterson, Anna (Chanute/Online Adjunct) 2002 MS MS - Instructional Design & Technology Computer Applications Master's No
CIS, Business, Management,
Crays, Tammy (Online Adjunct) 2006 MBA General Business Marketing, Office Technology Master's No
Dempsey, Gayle (ODO Concurrent) 2004 MS Education Accounting Exception No
Computer Applications
DeVoe, Chad (Chanute Full-Time) 2004 MS Telecommunications Computer Science Master's Yes
Finley, Charles (Ottawa Adjunct) 2009 MBA Finance Accounting, Economics Master's No
. MOS Certification -
MA MA - Education Word, Excel, Access,
Gardner, Marie (Online Adjunct) 2004 BS BS - Major: Math Minor:CS Computer Applications PowerPoint, Outlook | Master's No
Mms MS - Education
Hower, Lori ( ODO Concurrent) 2007 BBA BBA - Business Admininistration Accounting Exception No
Jones, Linda (Chanute Full-Time) 1985 MBA Business Administraiton Accounting CPA Master's Yes
MS Business Education
Lenning, Patricia (ODO Concurrent) 2007 BS Education Computer Applications Master's No
McKenzie, Beth (Ottawa Adjunct) 2008 MSW Social Work Career Life Skills Master's No
Rottinghaus, Dawn (ODO Concurrent) 2003 MS Business Education Computer Applications Master's No
Business
Taylor, Melinda (Online Adjunct) 2006 MBA Business Administration Computer Applications Master's No
Management,
Wadkins, Connie (ODO Concurrent) 2009 BA Business Adminisration Marketing Exception No
Ed.D. Ed.D. - Educational Leadership Accounting, Economics,
Ed.S. Ed.S. - Comm & Higher Education Management,
Watkins, Mark (Chanute Full-Time) 2005 MBA MBA -Business Administration Marketing Master's No
Economics, Management,
Webber, Richard (Chanute Full-Time) 2012 MBA Business Administration Marketing Master's No
MS MS - Finance
Wika, Brian (Ottawa Adjunct) 2010 MBA MBA - Business Administration |Management Master's No
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ACBSP Faculty Credentials Standards
ACBSP standards state, “ACBSP requires that at least 90% of the faculty FTE should be Master’s or Doctorate Degree Qualified or Professionally
Qualified. Full time equivalency (FTE) teaching loads are computed based on 30 semester credit hours equal to one FTE.

For the self-study year the following percentages were achieved:

Master/Doctorate qualified: 93.24%
Professionally qualified: 00.00%
Exceptions: 06.76%

Exceptions did not exceed 10%; however an initiative to maintain/improve the percentage of professionally qualified faculty was noted.

Analysis of Results

Name ACBSP Qualification Credit Hours Taught Master's/Doctorate FTE Professional FTE Exception FTE
Babb, Charles Master's 27 0.90
Bailey, Leroy Exception 15 0.50
Blackwell, Patrick Kevin Doctorate 3 0.10
Catterson, Anna Master's 16 0.53
Crays, Tammy Master's 18 0.60
Dempsey, Gayle Exception (3 cr. hrs. with 1 student) 0.00
DeVoe, Chad Master's 33 1.10
Finley, Charles Master's 14 0.47
Gardner, Marie Master's 6 0.20
Hower, Lori Exception (3 cr. hrs. with 1 student) 0.00
Jones, Linda Master's 30 1.00
Lenning, Patricia Master's 6 0.20
McKenzie, Beth Master's 1 0.03
Rottinghaus, Dawn Master's 3 0.10
Taylor, Melinda Master's 15 0.50
Wadkins, Connie Exception (3 cr. hrs. with 1 student) 0.00
Watkins, Mark Master's 3 0.10
Webber, Richard Master's 29 0.97
Wika, Brian Master's 3 0.10
Totals 222 6.90 0.00 0.50

Hours Taught During Self-

FTE Teaching Load

Percent of Total

Qualification Study Year (Based on 30 cr. hrs.) Hours Taught

Master's/Doctorate 200 6.90 93.24%
Professional 10 0.00 0.00%
Exception 15 0.50 6.76%
Totals 225 7.40 100.00%
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Faculty load must also be reported to ACBSP. Full-time faculty members all have multiple class

preparations. They manage them, but this leaves little time for innovation and implementation of new

pedagogies.

Webber

Watkins

Jones

DeVoe

Babb

Class Preps

H Spring 13
m Fall 12
W Spring 12
mFall 11
B Spring 11
mFall 10

Percentage of Courses Taught by Full and Part-Time Instructors
For the AAS — Office Technology program, full-time faculty taught 50% of the sections overall, 90% of the
sections on the Chanute campus and 45.45% of the sections online.

# Sections Chanute Ottawa Concurrent Online Hybrid
AAS - Office
Technology Full-Time 28 18 0 10 0
50.00% 90.00% 45.45%
Part-Time 28 2 9 12 0
50.00% 10.00% 100.00% 54.55%

In 2013-14, the year following the self-study year, Richard Webber who is a full-time instructor on the
Chanute campus volunteered to teach in Ottawa on Wednesdays in an effort to increase enrollment in
Ottawa and provide full-time instructor presence on the campus. His schedule was arranged so that he
taught Tuesday and Thursdays in Chanute, Wednesdays in Ottawa, and had several online classes. This
enabled the Ottawa students an opportunity to have contact and interact with a full-time instructor. He
was available for tutoring and also provided academic advising

Chanute full-time faculty routinely assist in advising students on the Ottawa campus. Ottawa advisors

often contact a full-time faculty member for advice and assistance when they are advising business

majors.
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Students in Major
The number of declared majors is compared with the other business-related AAS programs and the trend in declared majors tabulated. The
number of declared Office Technology majors has been low.

Increaze the number |Declared majors in the following 225 |The numberof declared  |As described above, theme | This kzue & continuing to be
declared majors in degress: majors in Accounting has |k confusion intransfer addreszed to rectify the
the AAS degree AAS5 - Accounting beenincreasing. The students who do not realize | problem. Daclared AAS Majors
programs A5 - Computer Information Systems  (number of declared the 885 programs are s
AAS - Computer Support Specialist ma)ors in Compuber terminal degress. For a0
A4S - Managament Information Systems example, 3 ccounting a5
AA5 - Marketing shows anupward trend.  |majors who plan on -
BAS - Dfflce Technology trancfeming may mistakenly
derlars the AA5 - =
Accounting major when =0
they should be declanng A5 1=
Business Adminstration as a 1o '1 L
ﬁ bl w4
transfer student . L i : :H -i Lzﬂ
decount ing Computer Computer Pansge ment Madeting Office
Informat lon Support Technalogy
Symems Specinla
NI00E-09 W 2005-10 W2010-11 W2011-1F W 2012-13
Graduates

Over the last five years, there have only been two students complete the AAS-Office Technology program. This is comparable to other business-
related AAS programs. The majority of the business students are on the AS — Business Administration transfer track.

Increase the number
of degree completers
in the each AAS -
degree program by
one per year

Completers of the following AAS
degrees:

AAS - Accounting

AAS - Computer Information Systems
AAS - Computer Support Specialist
AAS - Management

AAS - Marketing

AAS - Office Technology

There have been more
completers of the AAS -
Accounting program than
other AAS degrees, but the
number of completers is
still very minimal.

There have been very few
students complete the AAS
degree programs in recent
years. All programs have
gone through a program
review in the last five years.
The classes within the
programs are making.
There is no additional cost
in offering these programs.
The Program Review
Committee has voted to
continue to provide the
programs.

There has been no increase in
AAS degree completers.

AAS Degree Completers

2008-09 | 2009-10 | 2010-11 2011-12 | 2012-13
AAS —Acctg 1 0 2 2 1
AAS—CIS 0 0 0 0 1
AAS —CSS 1 0 0 0 1
AAS — Mpemt 1 0 1 1 0
AAS — Mktg 1 0 0 0 0
AAS — Office Tech 1 0 0 0 1
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Job Placement

Feedback from former students is obtained when conducting follow-up studies for the Kansas Higher
Education Data System (KHEDS.) For Perkins eligible programs, including AAS degrees and certificates,
follow-up data is reported on completers and concentrators (students who have completed at least 12 career
and technical education (CTE) hours within a program.) Follow-ups are conducted in January of each year to
determine the student’s status as of the second quarter following the end of the program year. Data is
reported for the business unit as a whole.

2012-13
Completer/Concentrators
Follow-Up Status Jan. 2014

2011-12
Completer/Concentrators
Follow-Up Status Jan. 2013

2010-11
Completer/Concentrators
Follow-Up Status Jan. 2012

W Furthering o Furthering W Furthering
Education Education Education

u Employed, u Employed, u Employed,
Related Related Related
Employed, Employed, Employed,
Unrelated Unrelated Unrelated

B Unemployed o Unemployed B Unemployed

H Unknown u Unknown H Unknown

An option for improvement would be to conduct an electronic alumni survey. Students are required to use
a neosho.edu email address during their tenure at NCCC, but once they graduate, they quit using their
school email. A process for gathering a new email addresses needs to be established to maintain contact
with graduates for follow-up purposes.

Employer Satisfaction Surveys

As previously indicated, most graduates continue their education, as opposed to entering the workforce.
Attempts are made to gather feedback from employers of graduates of AAS programs who are employed
in a related field. Prior to 2010, employer satisfaction was reported under the Kansas Post-Secondary
Database (KSPSD) collection process, but starting in 2010, the employer rating was removed from the
required submission. Student lists received from the registrar or the Coordinator of Institutional Research
and Reporting are used to determine completers for which follow-ups occur and attempts are made to
contact employers and receive feedback. The number of AAS graduates is very small, and in recent years
several have become self employed after graduation. Feedback from self-employed graduates is collected
via the process mentioned under alumni satisfaction surveys. Students completing the AS degree are not
necessarily tracked in regard to employment even though some may enter the workforce. Data is
available for the business unit as a whole.

Academic Year [Completers Self Employed  Other Employment | Very Good Good Poor Rating | No Rating
per KSPSD Rating Rating
Employedin a
Related Field
2010-11 2 1 1 1 1
2011-12 3 3 0 3
2012-13 5 0 5 1 1 3
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An option for improvement would be to conduct a formal electronic employer satisfaction survey. The
process to obtain employer contact information and email addresses would need to be put in place and
would be difficult.

Retention
Fall-to-fall retention rates for students in the Full-Time-First-Time-In-Any-College (FTFTIAC) cohort has
been tracked for the business unit programs. Retention has exceeded that of the overall institution.

Fall to Fall Retention
2009-2012

90% \
s0% AN
70% /\\ \\\
60% / AN WA
2o N~ \
20% - \

10% \
o \

Fall 2009 Fall 2010 Fall 2011 Fall 2012

Cohort Cohort Cohort Cohort
smm==AS - Business Administration 53% 67% 65% 67%
AAS - Accounting 40% 100% 63% 29%
e AAS - Computer Info.Systems 50% 80% 25% 57%
s Compu e o o
e AAS - Marketing 0% 100% 40%
— AAS - Management 100% 0%

= AAS - Office Technology 100%

e Overall Institution 45% 48% 52% 45%

Cost Information

ACBSP standards require “Adequate financial resources should be budgeted and allocated to the business school or
program to support high-quality teaching faculty and create an environment consistent with its mission and
objectives. This includes the necessary technology, program support, and professional development of faculty.

The business unit has three budgets under which is directly operates and makes requests: # 12 1205
Management/Marketing, #12 1210 Accounting/Business and #12 1211 Computer Science. All three of these
budgets serve the AAS-Office Technology program, as well as other programs.

The business unit budget has slightly increased over the last three years. Total expenditures went from
$197,582.42 in 2010-11 to $227,183.86 in 2012 -13, representing an increase of 15%.
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Budget and Actual Expenditures
(including salaries and fringe benefits)

$300,000

$250,000

$200,000

$150,000 HBudget

m Actual
$100,000

$50,000

S0

2010-11 2011-12

2012-13

As previously reported, there are three budgets that directly serve the business unit: #12 1205
Management/Marketing; #12 1210 Accounting/Business; and #12 1211 Computer Science. These budgets
primarily finance the business unit offerings in Chanute and some of the expense of offering online classes.
In addition, other adjunct and concurrent instructor salaries are paid out of other budgets based on site,
including out-district concurrent instructors and Ottawa adjunct instructors. Plus, there is a separate
budget for online instruction which finances the online supplemental pay that instructors receive in
addition to the regular salary for the class. To arrive at the total expenditures, in addition to the #12 1205,
#12 120, and #12 1211 expenditures, the adjunct rate of pay has been calculated for the number of
business credit hours taught in Ottawa and in concurrent offerings and the online supplement has been
added. This represents a fair matching of the expense of offering the business unit courses that generated
the student credit hours reported above.

2010-11 2011-12 2012-13

Budget Expenditures Budget Expenditures Budget Expenditures
#12 1205
Management/Marketing $46,407.00 $49,628.69 $51,043.00 $53,828.94 $56,682.76 $36,819.98
#12 1210
Accounting/Business 49,442.00 45,946.01 46,572.59 55,110.58 76,313.73 74,624.19
#12 1211
Computer Science 72,257.00 69,516.47 69,224.41 74,637.27 84,175.36 82,383.44
Out District Concurrent
Instructor Pay 11,475.00 11,475.00 7,650.00 7,650.00 9,450.00 9,450.00
Online Supplemental Pay 6,991.25 6,991.25 7,958.13 7,958.13 9,056.25 9,056.25
Ottawa Adjunct Pay 14,025.00 14,025.00 13,600.00 13,600.00 14,850.00 14,850.00
Total Business Unit Budget | $200,597.25 | $197,582.42 $196,048.13 | $212,784.92 $250,528.10 | $227,183.86

The chart above shows that in several instances expenditures exceeded the budget. This was due to
budgeting irregularities in regard to salaries and to social security not included in the budget, but charged
against the budget. It was not due to overspending on the part of the faculty. In 2012-13, the expenditures
in Management/Marketing declined due to replacing an instructor with a doctorate who quit with an
instructor with a master’s degree and less experience.
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The business unit budget and actual expenditures as a percent of the institution’s academic budget and

actual expenditures.

The business unit’s portion of the institution’s total academic budget and expenditures has remained fairly
consistent between three and four percent. The business unit’s percent of the budget is slightly lower than
the business unit’s percent of the total student credit hours.

2010-11

Budget

Expenditures

Budget

2011-12

Expenditures

2012-13

Budget

Expenditures

Total Business Unit Budget

$200,597.25

$197,582.42

$196,048.13

$212,784.92

$250,528.10

$227,183.86

Total College Academic Budget

$6,452,604.00

$5,271,063.00

$7,846,226.00

$5,982,994.00

$6,379,529.00

$5,943,310.00

Business Unit % of Total Budget

3.11%

3.75%

2.50%

3.56%

3.93%

3.82%

Business Unit % of Total SCHs

5.98%

6.16%

6.15%

Course/Program Fees

There are no additional course or program specific fees

online fee assessed.

Fund 70

. Many courses within the program are online, with the

There are no Fund 70 accounts associated with the program.

Outside Sources of Financing

The business unit shares the department allocation of technology funds with Mathematics, Biological Science, and
Physical Science. Technology fees have paid for computers in the computer labs, faculty computers, SmartBoards
and Sympodiums in the classroom, and software. Computers in Lab 333 were updated in 2012 through Technology
Funds and Carl Perkins Grant funds. Additionally, the Carl Perkins Grant has been used to support the business unit.

Computers in Lab 338 were updated in 2009 through Carl Perkins funding. Perkins funds have been used to send
the division chair to the ACBSP Annual Conferences, supported professional association dues for faculty, and
purchased QuickBooks software and instructional materials.
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SWOT Analysis

Strengths

This program is accredited by the Accreditation Council for Business Schools and Programs (ACBSP.)
The program correlates with the NCCC’s mission.

There is no additional cost in offering the program, as classes within the program serve other business
programs, as well.

Much of the program can be completed online.

The program has multiple exit points, i.e. 16 cr. hr. certificate, 30 cr. hr. Level | certificate, and 46 cr. hr.
Level Il certificate.

Business scholarships are available for Neosho County residents who enroll in the program.

The following strengths relating to this program were identified by the ACBSP Evaluation Team:

The leadership of the administration and business unit is exemplary.

The innovative use of the ACBSP Standards as the basis for the business unit’s Strategic Plan.

The advisory board is comprehensively comprised of business, community and institutional leadership,
who participate in the planning and outcomes assessment review of the business unit, which provides
wide breadth and depth when assessing stakeholder needs.

The comprehensive outcomes assessment process which is in place. which occurs at the course and
program

The review process for courses and programs, including the end of year discipline assessment meetings.

The following strengths relating to this program were identified by the ACBSP Board of Commissioners:

The student learning outcomes assessment process is well-defined and thorough.
There is a sound and effective faculty evaluation process in place.

Weaknesses

The enrollment numbers in the program are low
There is no full-time instructor solely devoted to this program
The website for the program needs to be more fully developed.

Opportunities

Increased efforts to attract and retain students are needed to grow the program.

An opportunity exists for students to work in the business incubator, once it is more fully functioning.
An opportunity for additional SB 155 classes within the program and promotion of the program to
concurrent students.

The following opportunities for improvement (OFI) relating to this program were identified by the ACBSP
Evaluation Team:

An opportunity for improvement exists to break out information on the Institutional Effectiveness
Dashboard by business unit and make it available annually for program improvement.

All assessment measures in the strategic plan could benefit from a more clearly defined goal.
Implement a business unit specific employee satisfaction survey or filtering institutional data to the
business unit level

A more fully developed website for the program.

Efforts to complete degree and certificate completion need improvement.

Increased efforts for an online alumni and employer survey.

Seek out additional internship and job shadowing opportunities.
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The following opportunities for improvement (OFI) relating to this program were identified by the ACBSP
Board of Commissioners:

e There is an opportunity to work towards alignment with the college’s institutional effectiveness process.
Conduct a survey of employee satisfaction.

Enhance the website so that it is fully functioning for marketing/promotion of the program.

Enhance academic support for on-line students.

Threats
e Occupational outlook reports indicate a high school diploma is sufficient for working in this career area.
(However, many working in the field would argue, indicating at least some college is crucial.)

Section 5: Justification/Recommendations for Program

A. Should the program be maintained, strengthened, diminished or removed and why.
The program should be maintained. It is accredited by ACBSP, and there is no additional cost in offering
the program. It provides an additional career area of study option for students interested in a two-year

business-related degree.

B. Additional resources needed/requested to maintain or strengthen the program. Recommendations for
resources if diminished or removed.

Computer labs and software must continue to be maintained and kept up-to-date.

A qualified pool of adjuncts must be maintained and/or increased so that classes within the program will
continue to be made available.

C. All recommendations should be tied to outcomes assessment results.

Outcomes assessment results indicate students are learning.
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