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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 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. This Associate of Science
degree is a terminal, nontransferable degree program using one full-time faculty member and many adjunct instructors to
teach the required core courses and electives. Students continue to declare this program as a major and succeed in this
program as shown by the following award counts for 4 years: (2014) 7 (15) 12 (16) 7 (17) 19. The certificate in
Microsoft Applications was awarded 8, 12, and 27 times over the past three years. This certificate is one of the most
robust parts of this program which this writer believes is due to employer demand for these skills.
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Section II: Looking Back—2016-2017
IIA. Present the Results (Rubric Criterion 3)
Provide a descriptive summary of the outcomes from the 2016-2017 cycle of program review.
Goals for 2016/2017:
#1. Revise the Administrative Services degree and certificates.
We continued to work on this degree, but the typing issue is still unresolved. The matter has become complicated
because of the addition of adult education courses which is typically the place to find beginning typing courses. The plan
for this next cycle is to make a decision on how to best offer typing and finish this degree revision. As we found in the
past, SLO data reveals there are two courses where students do not achieve proficiency and do not succeed: BUSN
1510- Business Communication and COSC 1902- Intro. to Electronic Databases. This is compelling evidence for us to
restructure this degree and develop resources to help students become proficient in the SLOs and successfully complete
their degree.

IIB. Probe the Results: I Wonder . . . (Rubric Criteria 1, 3)
In this section, judge whether the activities you implemented in 2016-2017 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 division did administrative work on this program, but it is not complete. A set of revised assignments in BUSN 1510Business Communications has boosted student proficiency by about 14%. More students persisted in the course, but this
is due in part to the sections being offered to incarcerated students, a population demographic which typically does
complete their courses. COCS 1902- Intro. to Electronic Databases has not improved, and many students have
attempted the course twice without success. Enrollment for 4 years shows (2014) 33 (2015) 35 (2016) 36 (2017) 38;
success rates are (14) 85% (15) 66% (16) 79% (17) 63%. This noticeable drop can partially be explained by new
adjunct teaching the course section. Withdrawal rates for the program were 29% and 28% for the last two years. Another
powerful reason was that all courses in the program were not being offered regularly due, in part, to courses being
revised. With most of the revisions done during this cycle, the courses are being offered and students are able to
complete their program in a timely manner. Low enrollments continue to challenge regular course offerings.

IIC. Ideate Innovations: What if . . . (Rubric Criteria 1, 5)
In this section, describe activities you believe would have an effect on your 2017-2018 outcome measures.
1. What if this program had a champion, a full-time faculty member who would monitor the program and make sure
students are being offered the courses as needed to complete their degree?
It is unlikely the division will be able to hire another full-time faculty member to guide this program. What can be done
instead? This writer believes a critical revision to the program must be made which will result in a simplified and nearly
linear pathway for students to follow for proficiency. This is important work that must be done to make sure division
assets are more fully deployed and students being appropriately served while gathering the useful skills that are promised
in the program mission statement.
2. What if the certificates were eliminated with exception of the Microsoft Applications certificate?
This goes hand in hand with the first "What if..." statement. The certificates are not valued in the employment market with
exception of the Microsoft Applications certificate, so the others should be eliminated and a focus implemented on
providing high levels of skills and awarding degrees for the completed program.
Taft College Institutional Research Office

August 2017

APR Report—2017-2018

Page 3 of 4

Section III: Looking Forward—2017-2018
III. List Your 2017-2018 Goals—Be Quantitative!
List your 2017-2018 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.
1. Finish revising the program. This should be accomplished in 2018. The work is nearly complete at the time of this
writing. It is expected that success rates would then increase by at least 10%, and withdrawal rates should drop by 5% or
more.
2. During scheduling, make an extra note to ensure the classes for the program are being offered in a regular and
sequential manner. Predictability will help students plan their schedules for success in graduating promptly. This can be
measured by an increase in numbers of degrees being awarded each year.
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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 "What if..." was very useful in this review. We know that this program needs change, and using this approach helped
us to think critically about the PSLOs and how each of the courses are aligned to meet them. This process is what
caused us to see that BUSN 1500- Introduction to Business was not in this degree! The approach of "Select 18 units
from the following" in this program is cumbersome, confusing, and does not guide students adequately in accumulating
the skills they are promised by this program.
It is imperative that this writer mention the importance of the extraordinary work done in Institutional Research to support
this monumental effort. Without Bandy and Velda, this project would be a dismal exercise at best and a wretched
nightmare at worst. Thank you for your dedication, hard work, and collegiality. They are deeply appreciated by all the
members in the Applied Tech division!

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?
For this degree, our program review process is very helpful, and this writer does not see any need for change at this time.
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