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 APR Report for the Academic Year 2020-2021 
2021-2022 Cycle 

 

Section I: Program Description 

 
IA1. Program Title 
 

 

 
IB. Program Contact (Your first and last name) 
 

 

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

 

 
ID. Program Summary 
 
Provide a brief summary on the current status of the program being reviewed.  
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Section II: Looking Back—2020-2021 

 
IIA. Present the Results (Rubric Criterion 3) 
 
Provide a descriptive summary of the outcomes from the 2020-2021 cycle of program review –if your program’s 2019-20 
goals have been funded, please provide updates here as well.  
 

 

 
IIB. Probe the Results: I Wonder . . . (Rubric Criteria 1, 3) 
 
In this section, judge whether the activities you implemented in 2020-2021 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. 
 

 

 
IIC. Ideate Innovations: What if . . . (Rubric Criteria 1, 5) 
 
In this section, describe activities you believe would have an effect on your 2021-2022 outcome measures.  
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Section III: Looking Forward—2020-2021 

 
III. List Your 2021-2022 Goals—Be Quantitative! 
 
List your 2021-2022 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. 
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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? 
 

 

 
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? 
 

 

 


	IA1 Program Title: Administrative Services AS Degree & Certificates
	IB Program Contact Your first and last name: Adam Bledsoe
	Provide the Programs 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. 
	Provide a brief summary on the current status of the program being reviewed: This program provides individuals with foundation educational training and skills in general office principles, procedures, and operations. The program will prepare students to enter entry to mid-level positions in places of business and organizations as office and support personnel. Upon the successful completion of the required courses and general education requirements with a minimum 2.0 G.P.A., an associate in science degree will be awarded. Students may earn an Associate in Science Degree in Administrative Services, two different Certificates of Achievement and/or a two different Locally Approved Certificates. Currently there are 2 full-time and 3 part-time instructors teaching in the program. Students declaring the major of an Associate in Science Degree in Administrative Services has been declining over the last four years: 40, 24, 21 and 22.  Award counts continue to remain at a low level over the past four years. The AS in Administrative Services four year award count was: 1, 10, 2, and 5 in 2020-21. The Certificate award count also continues to be low over the past four years:  Administrative Services I: Certificate (Locally Approved Certificate) - 1, 0, 1, and 0 in 2020-21.   Microsoft Office Applications: Certificate (Locally Approved Certificate) - 24, 16, 13, & 9 in 2020-21. Administrative Services: Certificate of Achievement - 1, 0, 0, and 0 in 2020-21.   Administrative Services II: Certificate of Achievement - 0, 0, 1, and 1 in 2020-21.   
	goals have been funded please provide updates here as well: Our goals from the last review cycle included: 1.) Successfully offer BUSN1055-Office Procedures as an online course. BUSN 1055 was successfully developed into and offered as an online course.  2.) Develop BUSN1059-Electronic Machine Calculations as an online course. After researching ways to convert the course to an online course, it was determined that it was not currently feasible.  3.) Align one course from the program to the CVC-OEI rubric. BUSN 1510 was successfully aligned to the CVC-OEI rubric. 4.) Create an entirely online pathway for students to complete the Administrative Services: Certificate of Achievement and the Administrative Services II: Certificate of Achievement. With the development of BUSN 1055 to an online course, the Administrative Services II: Certificate of Achievement now has a completely online pathway. Administrative Services: Certificate of Achievement will not have an entirely online pathway until we figure out a way to offer BUSN 1059 online. 
	Did you reach your goals If yes explain why If you did not reach your goals explain why: One of the driving factors that enabled us to reach our goals in 2020-2021 was Taft College's involvement in the Improving Online CTE Pathways grant. The projects focus was to improve pathways through online classes, increased access and the quality of both existing and new online Career and Technical Education (CTE) certificate programs. The work done as part of the grant led to BUSN 1055 being brought online and BUSN 1510 being aligned to the CVC-OEI rubric.  
	In this section describe activities you believe would have an effect on your 20212022 outcome measures: BUSN 1510 Success rates improved from 79.8% in the previous cycle to 89.7% this cycle. I believe a portion of the success is directly related to the improved course design now that there has been alignment to the CVC-OEI rubric. If we applied similar course design techniques to other courses in the program, it may also improve success rates. Additionally, now that Administrative Services II: Certificate of Achievement now has a completely online pathway, I think we will see an increase in the number of certificates awarded.
	2021-22 Goals: OUR GOALS: 1.) Increase the number of certificates awarded in Administrative Services II.2.) Increase enrollment in BUSN 1055.3.) Apply the design principles of the CVC-OEI rubric to an additional course in the program.
	What worked best and why: 
	What would you change: I would be in favor of shifting the program review process to a three year cycle


