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SECTION ONE: ACADEMIC PLANNING 
I. PROGRAM OVERVIEW, 
OBJECTIVES, AND STUDENT 
LEARNING OUTCOMES 
 

Description / Evaluation: 
 
The Lassen Community College Business 
Department [Department] is committed 
to building quality career technical 
education [CTE] programs that respond 
to the needs of the state, regional, and 
local labor markets through strong 
curricula, data collection and use, and 
direct connections to the business 
community through partnerships, 
collaborative efforts, and industry 
advisory membership. 
 
The Department's mission is to serve our 
learning communities’ needs for post-
secondary business education through 
quality offerings and programs that 
prepare students for academic and career 
technical success.  
 
Upon completion of an associate degree 
or certificate, the student will be 
prepared for a wide range of entry-level 
positions, have skills leading to 
promotion from clerical job functions into 
management positions, and/or be ready 
to successfully transfer into a 
baccalaureate program. In addition, 
students can obtain the rudimentary 
information and knowledge required to 
start their own businesses. 
 

Business Department Goals 
 
1. Provide quality business 

curriculum and programs of 
instruction grounded in industry 
standards and practice that 
prepare students to be effective 
in the current business 
environment.  

2. Produce program completers 
who demonstrate the analytical, 
interpersonal, technological, and 
communication skills needed in 
their respective area of study.  

3. Maximize access to all business 
programs through the utilization 
of a variety of delivery modes, 
institutional support services, 
and community relationships.    

4. Ensure program connections are 
in place with program 
stakeholders to support 
continuous program 
improvement and strategic 
direction. 

5. Actively participate in long-
range planning efforts and 
initiatives of the institution. 



Business Program Review 2014 

 3  

The goals of the Department align and support one or more of the 2009-14 
Institutional Strategic Goals.  
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The Business Department Program consists of courses in the business, economics, 
computer science, computer applications, and computer office technology 
disciplines.  The program includes the associate degrees and certificates Associate 
in Science in Business for Transfer, Associate in Science in Office Administrative 
Assistant, Certificate of Achievement in Office Administrative Assistant, and the 
Certificate of Accomplishment in Entrepreneurship.  

 
The Departments program Student Learning Outcomes [SLO's] for each degree 
and certificate are as follows:  
 
Associate in Science in Business for Transfer - 

1. Describe and provide current examples of the impact of external forces on 
business operations and practices including: Social forces (Demographics 
and cultural shifts) Economic forces (income distribution, macroeconomic 
conditions) Technological forces (Internet, digital media, e-marketing) 
Competition (ability of small businesses to compete across borders) 
Regulatory forces (laws influencing companies and consumers) 

2. Apply business concepts to marketing, management, finance, accounting, 
and information technology.   

3. Demonstrate knowledge of laws effecting working relationships with 
individuals from diverse cultures and backgrounds. 

 

Associate in Science in Accounting 
1. Demonstrate an understanding of financial statements, prepare journal 

entries and complete an accounting cycle prepared according to Generally 
Accepted Accounting Principles (GAAP). 
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2. Demonstrate an understanding of the ethical standards found in the 
accounting profession and their importance to society. 

3. Apply computer skills to retrieve, analyze, and manage information in a 
business environment. 

4. Demonstrate an ability to write clearly and concisely, verbally express 
themselves in presentations, and use common communication channels.  

5. Combine critical thinking skills and technical knowledge to solve common 
problems found in the accounting profession.   

 
Associate in Science / Certificate in Office Administrative Assistant 

1. Prepare a complete professional document utilizing appropriate written and 
verbal communication skills and technology incorporating word processing, 
spreadsheets and/or graphics. 

2. Demonstrate professional behavior, demeanor and interpersonal 
communication skills appropriate to the office workplace. 

3. Given the preparation of a report, identify and utilize the appropriate 
technology and communication skills to present a completed professional 
document. 

4. Apply reasoning to determine ethical behavior in office situations. 
5. Demonstrate skill at solving unstructured office-related problems. 

 
Certificate of Accomplishment in Entrepreneurship 

1. Prepare a complete professional document utilizing appropriate written and 
verbal communication skills and technology incorporating word processing, 
spreadsheets and/or graphics. 

2. Describe common approaches in achieving customer service excellence. 
3. Identify and describe particular service organizations customer service 

effectiveness. 
4. Demonstrate an ability to identify target markets. 
5. Develop a basic marketing plan in good form.  
6. Describe typical information system technologies used by small business 

owners.  
7. Demonstrate an ability use common software applications to meet basic 

small business needs. 
8. Develop and present a well written business plan. 
9. Demonstrate an ability to test the feasibility of an entrepreneurial idea. 
10. Utilize common financial tools as a basis for decision making. 
11. Demonstrate an understanding of the budgeting process. 
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All Program Student Learning Outcomes link to the Institutional Student 
Learning Outcomes in one or more ways.  Presented below are the Institutional 
Level Student Learning Outcomes and their connection to the Program Level 
Student Learning Outcomes. 

 
Institutional Student Learning Outcomes 
1. Communication - Ability to listen and read with comprehension and the 
ability to write and speak effectively. 
 
2. Critical Thinking - Ability to analyze a situation, identify and research a 
problem, propose a solution or desired outcome, implement a plan to address 
the problem, evaluate progress and adjust the plan as appropriate to arrive at 
the solution or desired outcome. 
 
3. Life Long Learning - Ability to engage in independent acquisition of 
knowledge; ability to access information including use of current technology; 
ability to use the internet and/or library to access and analyze information for 
relevance and accuracy; ability to navigate systems. 
 
4. Personal/Interpersonal Responsibility - Ability to develop and apply 
strategies to set realistic goals for personal, educational, career, and 
community development; ability to apply standards of personal and 
professional integrity; ability to cooperate with others in a collaborative 
environment for accomplishment of goals; ability to interact successfully with 
other cultures. 

 

Program SLO to Institutional SLO Mapping 

 
Associate in Science in Business for Transfer 
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Associate in Science in Accounting 
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Institutional Level SLO 
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Associate in Science / Certificate in Office Administrative Assistant 
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Certificate of Accomplishment in Entrepreneurship 
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The Department's mission, goals, and student learning outcomes directly 
support and align with the broader institutional mission, strategic goals, and 
student learning outcomes.  The Business Advisory Committee [Advisory] re-
affirmed these items at its April 3, 2014 Advisory meeting [minutes 
unapproved] [Appendix A].   
 
Recommendations / Planning Agenda: 
 

None 

 

II.  STUDENT OUTCOMES 
 

A. Trends and Patterns in Student Outcomes 
 
Description / Evaluation: 
  
The following figures highlight the degrees and certificates conferred across the 
Departments instructional programs [Appendix B]. 

 
 

Figure I 
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Figure II 
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Figure IV 
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The following tables highlight the Departments retention and success rates over 
the five most current consecutive years. 
 

Table VI 
Department Wide Retention and Success Rates 

 
Student Outcomes Academic Year 
Retention and Success 2007-08 2008-09 2009-10 2010-11 2011-12 2012-13 
Department Retention Rate 83% 82% 85% 84% 84% 84% 
Institutional Retention Rate 82% 86% 85% 81% 81% 81% 
Department Success Rate 58% 52% 50% 59% 77% 71% 
Institutional Success Rate  73% 73% 70% 66% 74% 71% 

 
 
Of the twelve [13] degrees and certificates conferred, the Associate in Science 
Degree in University Studies with Emphasis in Business Administration 
accounted for eight [8], the AS-T in Business Administration for Transfer for 
two [2], A.S. in Accounting for two [2] and the A.S. Office Administrative 
Assistant  for two [2].  No Certificates were awarded in Entrepreneurship or 
Office Administrative Assistant.  The number of degrees conferred by the 
Department is the highest number of degrees earned by students in ten years of 
evaluation. 
 

The trend suggests a greater demand for higher post-secondary education in 
the Departments transfer areas.  The AS-Accounting, AS - Admin Office, and 
Certificate of Accomplishment -Admin Office, each reflect a marginal increase 
in the demand for terminal degrees.  The Certificate of Achievement - 
Entrepreneurship have recently been developed and have no graduates to 
report in this review period. The University Studies degree was replaced by the 
newly approved Associate in Science for Transfer in Business Administration 
[AS-T in Business] as an improved transfer degree model given the 
requirements to align course core content and articulate courses at a university 
level.   
 

The Department has experienced an acceptable retention rate through its 
programs for the past six years; often exceeding institutional retention rate.  
The success rate has been lower than average and below institutional rates for 
most of the years presented. Three years ago, the Department increased the 
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number of student centered initiatives and has substantially improved the 
success rates of students through the program.  
 
The Departments qualitative strategies included a primary undertaking by the 
Department in the consolidation of courses and offices to a central location on 
the main campus.  Previously, courses were taught in four different buildings 
and faculty offices were separated from each other. The Departments recent 
relocation and development of a new Business Center [Center] in the Creative 
Arts building has provided the business faculty a central location to collaborate 
and engage in greater conversations surrounding the position and direction of 
the Department. The Center has been improving and upgrading the 
technological infrastructure to meet minimum occupational standards 
previously lacking in the Department.  The Department completed its computer 
workstation implementation in the Fall 2014 term.    
 
The Department meets regularly in the Center to review a freestanding and an 
ever evolving agenda covering courses, programs, learning outcomes, student 
needs, facilities, and  general timelines of implementation and completion.  
More importantly, the students now have a central location to share in their 
learning experiences, work collaboratively, and receive greater attention from 
the Departments faculty.  Small changes, like providing free coffee in a clean 
and focused location has made the Center a place to be and learn.    
 
Another primary undertaking in support student retention and success 
involved the linking of the career technical student organization [CTSO] Phi 
Beta Lambda [PBL] to Future Business Leaders of America [FBLA]. FBLA / 
PBL is one of six currently recognized CTSO’s in California under the Career 
Technical Pathways Program [Pathways].The Pathways program provides the 
framework to assist secondary and post-secondary faculty in development of 
articulation agreements, expanded work-based learning opportunities, career 
awareness and exploration, and greater input from industry in CTE programs 
of study.  In the recent publication of the Noel-Levitz Student Satisfaction 
Inventory Report [Spring 2012] students identified internships or practical 
experiences in a degree or certificate program as the singular most lacking LCC 
experience that did not meet their expectations.  The Department faculty 
believes the CTSO integration will help enhance the practical experiences of 
students in the Departments programs. 
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In addition to expanding work based opportunities through CTSO's, the 
Department continues to participate in the District's Work Experience 
program.  Students develop skills with application and gain working knowledge 
through local business and organizations that have included the following 
organizations: 
 

Grocery Outlet   Lassen Community College     Pregill Insurance 
Anytime Fitness   Public Defenders Office   Lassen Works High 
Desert State Prison   USDA Forest     Starbucks 
Bunyan Security Storage  Crossroads Ministry    City of Alturas 
Juniper Ridge Elem   Diamond Mountain Casino  City of Susanville 
Lassen High School   Lassen Family Services   Sierra Army Depot 
Lassen Federal Credit Union     NE Rural Health Clinics   
     
 

Other Department student learning outcome initiatives include actively 
enrolling student peers as tutors in the LCC Learning Center, referral and use 
of services offered through the DSPS program, and greater use of Work Study 
qualified students in the Departments operations.  Each of these initiatives 
offer enhanced opportunities to students in work-based learning environments. 
 
Recommendations / Planning Agenda: 
 

None 

 
B. Student Learning Outcome Assessment 
 
Description / Evaluation: 
 
The Department has been actively engaged in course SLO assessment and 
continues to support SLO assessment at all levels.  All courses and programs 
within the Department have developed SLO's and can be mapped to the 
District's institutional SLO's.  During the program review period, all courses 
taught were assessed timely.  Courses taught within the Department during 
the review period had minor revisions to their course level SLO's to provide 
better and more meaningful measures.   
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Prior to the 2013 Fall term, the majority of the Department's full-time and 
adjunct faculty participated in the development, assessment, and publication of 
SLO's at a course and program level.  During the Spring 2013 term, 
negotiations between the Lassen College Faculty Association [LCFA] concluded 
with the formal recognition of faculty's obligation to develop, assess, and report 
SLO's beginning Fall 2013. 
 
Also beginning Fall 2013, Weave Online and other reporting tools were made 
available to faculty as the primary platforms used to collect, analyze, revise, 
and report on course and program level SLO's.  The District has provided ample 
training and assistance through the TECC collaboratory.  The trainings, 
software platform, and TECC center has made SLO assessment manageable, 
meaningful, and more engaging.  
 
Recommendations / Planning Agenda: 
 

None 

 
C. Student Evaluation Summary 
 
Description / Evaluation: 
 
A student evaluation was administered in March of the 2014 Spring term [Appendix C].  
The survey included eight [8] core program courses and one [1] elective course.  The 
sampling captured 54 respondents who were presented with 30 questions.  The 
evaluation included objective data collection and perception of program/open-ended 
subjective questions.   
 
The primary findings after review of the responses included; 
 

• 91.67% of students are seeking to transfer to a four year institution through 
an AS/AA degree at Lassen College  

• Students were taking the course as a core requirement[61.70%], as personal 
development [27.66%] or as a job requirement [10.64%].  

• 96.08% of the students found the course adhered to the catalogue 
description. 

• 96.08% of the students felt the catalogue clearly explained the order of the 
courses to be taken in the program. 

• 96.15% of the students indicated the scheduling of classes met their needs. 
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• 98.00% of students indicated the Department scheduling did not create 
course conflicts. 

• 95% of students indicated the on-campus facility access, temperature, 
lighting, equipment, and chairs/tables/desks were adequate. 

• Eleven [11] total students responded to the question 'Describe how this 
course/program could be improved to better meet the needs of the students 
at Lassen College' as follows: 
 

1. It is OK as is. 
2. More details on major items. Moodle updated more often. 
3. No improvements needed. 
4. I don't think that this course needs to be improved in anyway.  

It is a good class. 
5. Good class. 
6. I do not see any room for improvement. 
7. Not sure. I've really enjoyed the class and it has worked for me.  
8. Has improved from previous seasons. 
9. Business room is very nice place to learn. 
10. I really enjoyed this course. 
11. More night classes please. 

 
Overall, the evaluation indicates the Department is functioning well and delivering  
on student expectations.  The Department continues to feel the evaluation could be 
better framed and made more specific to the Departments needs for information.    
 
 
Recommendations / Planning Agenda: 
 
#1 -  The Department recommends a review of the general student survey 

document for changes to better capture the data and informational needs 
of the Department [IPR 2012 Recommendation #12].     
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III.  CURRICULUM 

A. Degrees and Certificates 
 

Description / Evaluation: 
 

The Department has five active programs of study [defined as an organized 
sequence of courses leading to a defined objective, a degree, certificate, diploma, a 
license, or transfer to another institution of higher education].   
 

• Associate of Science – Business Administration for Transfer [activated] 
• Associate of Science - Accounting 
• Associate of Science - Office Administrative Assistant 
• Certificate of Achievement – Office Administrative Assistant 
• Certificate of Accomplishment – Entrepreneurship 

The Department's economics and law courses also fulfill vocational, transfer, 
and non-transfer degree General Education requirements in the Area B: Social 
and Behavioral Science. In addition, the Certificate of Accomplishment in 
Agribusiness is primarily taught by the Departments faculty; however is 
assessed and reported through the Agricultural Department's Instructional 
Program Review and not included here.  
 
The following occupational outlook information was retrieved March 17, 2014 
from http://www.bls.gov/ooh/home.htm, Bureau of Labor Statistics, U.S. 
Department of Labor, Occupational Outlook Handbook, for years 2012-2022 or 
from http://www.labormarketinfo.edd.ca.gov/, State of California Employment 
Development Department for each program discussed. 
 

Associate in Science in Business Administration for Transfer 
 
The Associate in Arts for Transfer (AA-T) or the Associate in Science for Transfer 
(AS-T) is intended for students who plan to complete a bachelor's degree in a 
similar major at a CSU or UC campus. Students completing these degrees (AA-T or 
AS-T) are guaranteed admission to the CSU system, but not to a particular campus 
or major.  
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The following are required for all AA-T and AS-T degrees:  
 

1.Completion of a minimum of 60 CSU-transferable semester units.   
 
2.Minimum grade point average (GPA) of at least 2.0 in all CSU-transferable 
coursework. [While a minimum of 2.0 is required for admission, some majors 
may require a higher GPA].  
 
3.Completion of a minimum of 18 semester units with a “C” or better [or a “P” 
if the course is taken on a “pass-no pass basis”] in all courses required as a 
part of a AA-T or AS-T major as identified by the college catalog. (Title 5 § 
55063)  

 

On March 13, 2012, the AS-T in Business was approved by the District Board of 
Trustees effective Fall 2012. [Appendix D] and has been subsequently adjusted to fulfill 
the requirements of C-ID at the course level. 

Students who pursue this program are available to choose from a wide variety 
of occupational categories.  Generally speaking, and upon graduating with a 
four-year degree, graduates seek employment in one of the functional areas of 
business as first-line or middle managers.  Newly hired four-year degree 
graduates find themselves participating in the directing, controlling, and 
planning of the day-to-day operations of the organization.  While the job 
possibilities are too broad to discuss here, they will generally require technical, 
conceptual, analytical, and leadership skills.  Most graduates are required to 
prove some competency in their specialization, have the ability to think in 
abstract terms, and solve complex issues surrounding their area of expertise.  
 
The occupations served by the AS-T Business Administration degree would 
typically fall into SOC major group codes 11-000 and 13-000. Nationwide, the 
job growth in these areas are expected to be about as fast as or much faster 
than average occupations. In many of the occupational categories, the projected 
growth through 2022 is expected to far outstrip the availability of qualified 
workers. 
 
Median wages at a national level for the major occupational groups range from 
$21.37 per hour for business and financial services in the agriculture, forestry, 
fishing and hunting industries (NAICS 11) to $66.63 per hour for management 
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positions found in professional, scientific, and technical services industries 
(NAICS 54).  In the Northern Mountain Region (Lassen, Modoc, Nevada, 
Plumas, Sierra, Siskiyou and Trinity counties) the California Employment 
Development Department estimates 234 jobs will become available each year 
under SOC major group codes 11-000 and 13-000 between 2010 and 2020.  
 
These two major groups represent and approximate regionally 11.5 percent 
(8,250 positions) of the total employment in all occupations (71,390 positions). 
Many occupational categories found under SOC code 11-000 (Management) are 
expected to grow slower than the 13-000 major group (Business and Financial 
Operations) due to larger replacement needs but represent a significant 
number of total new jobs expected in the region (620 jobs).  
 
Median hourly wages and annual salaries for all occupations in the Northern 
Mountain Region are $17.81 and $37,047 respectfully. For Management 
Occupations (11-000) median hourly wages and annual salaries were $37.97 per 
hour and $78,969 per year. Business and Financial Operations occupations are 
lower at $25.44 per hour and $52,901 per year; however they remain 
significantly higher than the median for all occupations in the region. Required 
curriculum core courses and general education requirements are pre-
determined  
 

 

Two-year Program Plan and Curriculum: 
AS-T in Business Administration for Transfer 

 
 

COURSE 
NUMBER 

Course Title Fall Spring 

    
FIRST YEAR    
Econ 10 
Econ 11 

Macro-economics 
Micro-economics 

3 
 

 
3 

Bus 22 
Math 40 

Business Law 
Elementary Statistics 

3 
 

 
3 

 Electives/General Education 
Requirements 

 
9 

 
9 

 Total 15 15 
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SECOND 
YEAR 

 
 

  

Bus 1A Accounting Principles - 
Financial 

4  

Bus 1B Accounting Principles – 
Managerial 

 4 

 Electives/General Education 
Requirements 

 
10 

 
12 

 Total 14 16 
    

 
Select two of the following as required electives: 
 

COURSE 
NUMBER 

Course Title Fall Spring 

    
Bus 2 
Bus 27 
CS 1 

Introduction to Business  
Business Communication 
Computer Literacy 

3 
 
3 

 
3 

 
 

The new AS-T in Business is expected to serve as the primary degree for 
business students seeking a four year degree.  With the additional benefits 
mentioned previously, the AS-T will replace the University Studies transfer 
degree by the 2015-16 academic year and become the most sought after 
business degree at Lassen College.  During the instructional review period, the 
first two diplomas were conferred with expectations for four [4] additional 
graduates in May 2014.  Currently, all course outlines align with C-ID state 
level common core content.   
 
Recommendations / Planning Agenda 
 

None 
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Associate in Science in Accounting 
 
The Associate of Science degree in Accounting supports the student who seeks 
to enter into the bookkeeping and accounting clerk occupational categories in 
addition to the student wishing to 
transfer into a four-year accounting 
program.  Typical job duties in the 
occupational clerk categories include 
full-charge bookkeeping to area 
specific accounting responsibilities 
necessary to support larger financial 
recordkeeping and decision making.   
Examples include updating and 
maintaining accounting records, 
posting of transactions, account 
reconciliation, general ledger 
maintenance, coding and data entry, 
transaction processing, and 
customer/vendor relations.   
 
Some individuals need only a high 
school education to begin work in 
these areas; however, these entry 
level workers typically find 
themselves in the lower paying data 
entry and transaction processing 
type positions.  As they gain 
experience, it is common for these 
employees to promote within the 
company into positions of greater 
responsibility and skill levels.  Here 
an employee might work themselves 
into a larger scope of work, such as a 
junior accountant role or an auditing support position.  However, companies are 
increasingly requiring some post-secondary education in these types of 
positions.  An associate degree in accounting is commonly listed as the 
educational level sought by employers’ in these job announcements.   
 

Typical Duties of Bookkeepers and 
Accounting Clerks 
 
1. Use bookkeeping software as well 

as online spreadsheets and 
databases. 

2. Enter (post) financial transactions 
into the appropriate computer 
software. 

3. Receive and record cash, checks, 
and vouchers. 

4. Put costs (debits) as well as income 
(credits) into the software, 
assigning each to an appropriate 
account. 

5. Produce reports, such as balance 
sheets (costs compared to income), 
income statements, and totals by 
account. 

6. Check figures, postings, and reports 
for accuracy. 

7. Reconcile or note and report any 
differences they find in the records. 
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Workers in this occupation have a wide range of tasks. Some in this occupation 
are full-charge bookkeeping clerks who maintain an entire organization’s books. 
Others are accounting clerks who handle specific tasks. These clerks use basic 
mathematics (adding, subtracting) throughout the day. As organizations 
continue to computerize their 
financial records, many bookkeeping, 
accounting, and auditing clerks use 
specialized accounting software, 
spreadsheets, and databases. Most 
clerks now enter information from 
receipts or bills into computers, and 
the information is then stored 
electronically. They must be 
comfortable using computers to 
record and calculate data. 
 
Technology is transforming the 
traditional roles of the accounting 
field.  As better, more integrated, 
software and information systems 
emerge, accountants will be valued 
more for their ability to think 
critically about computer based 
information processing and less for 
their ability to manage the 
traditional paper based 
recordkeeping systems and data 
entry abilities.   
 
Often, responsibilities vary by level 
of experience. Entry-level accounting 
clerks may enter (post) details of 
transactions (including date, type, 
and amount), add up accounts, and 
determine interest charges. They 
also may monitor loans and accounts 
to ensure that payments are up to date. More advanced accounting clerks may 
add up and balance billing vouchers, ensure that account data is complete and 
accurate, and code documents according to an organization’s procedures. This 

Typical Duties of Accountants and 
Auditors 
 
1. Examine financial statements to be 

sure that they are accurate and 
comply with laws and regulations. 

2. Suggest ways to reduce costs, 
enhance revenues, and improve 
profits. 

3. Compute taxes owed, prepare tax 
returns, and ensure that taxes are 
paid properly and on time. 

4. Receive and record cash, checks, 
and vouchers Inspect account books 
and accounting systems for 
efficiency and use of accepted 
accounting procedures. 

5. Organize and maintain financial 
records. 

6. Assess financial operations and 
make best-practices 
recommendations to management. 

7. Put costs (debits) as well as income 
(credits) into the software, 
assigning each to an appropriate 
account. 
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degree is also used by transfer students to gain a deeper understanding of 
accounting before transferring into a four-year accounting program major.   
 
Completion of a four-year accounting degree qualifies an individual to pursue a 
much broader field of employment with greater opportunities.  Jobs found 
inside these areas normally require great attention to detail and the ability to 
use computers fluently.  Accuracy with numbers and ability to operate in 
structured information systems are important to being competitive in the work 
place.  Skills required of this workforce include those in office technology use 
(accounting information systems), understanding of traditional recordkeeping, 
written and verbal communications, and critical thinking.  Workers who have a 
firm understanding of common accounting software programs and applications 
are particularly in demand.   
 
Many accountants and auditors specialize, depending on the particular 
organization that they work for. Some organizations specialize in assurance 
services (improving the quality or context of information for decision makers) or 
risk management (determining the probability of a misstatement on financial 
documentation). Other organizations specialize in specific industries, such as 
healthcare. 
 
Employment of bookkeeping, accounting, and auditing clerks is expected to 
grow 11 percent from 2012 to 2022, as fast as the average for all occupations. 
Job growth for these workers is largely driven by overall economic growth. As 
the number of organizations increases, more bookkeepers will be needed to 
keep these organizations' books. In addition, in response to the recent financial 
crisis, investors will pay increased attention to the accuracy of corporate books. 
Stricter regulation in the financial sector will create demand for accounting 
services, creating opportunities for accounting clerks. Some tasks that these 
clerks do have been affected by technological changes. For example, electronic 
banking and bookkeeping software has reduced the need for bookkeepers and 
clerks to send and receive checks. These changes are therefore expected to help 
bookkeeping, accounting, and auditing clerks do their jobs, rather than reduce 
the need for these workers.   
 

Employment of accountants and auditors is expected to grow 13 percent from 
2012 to 2022, about as fast as the average for all occupations. There has been 
an increased focus on accounting in response to corporate scandals and recent 
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financial crises. Stricter laws and regulations, particularly in the financial 
sector, will likely increase the demand for accounting services as organizations 
seek to comply with new standards. Additionally, tighter lending standards are 
expected to increase the importance of audits, as this is a key way for 
organizations to demonstrate their creditworthiness. 
 

The continued globalization of business should lead to more demand for 
accounting expertise and services related to international trade and 
international mergers and acquisitions. Accountants and auditors who have 
earned professional recognition, especially as a Certified Public Accountants 
(CPA), should have the best prospects. Job applicants who have a master's 
degree in accounting or a master's degree in business with a concentration in 
accounting also may have an advantage. 
 

The median annual wage of bookkeeping, accounting, and auditing clerks was 
$35170 in May 2012. The median wage is the wage at which half the workers in 
an occupation earned more than that amount and half earned less. The lowest 
10 percent earned less than $21,620 and the top 10 percent earned more than 
$54,310. Many bookkeeping, accounting, and auditing clerks work full time. 
About 1 of 4 clerks worked part time in 2010. They may work longer hours to 
meet deadlines at the end of the fiscal year, during tax time, or when monthly 
or yearly accounting audits are performed. Those who work in hotels, 
restaurants, and stores may put in overtime during peak holiday and vacation 
seasons. 
 
The median annual wage of accountants and auditors was $63,550 in May 
2012. The median wage is the wage at which half the workers in an occupation 
earned more than that amount and half earned less. The lowest 10 percent 
earned less than $39,930 and the top 10 percent earned more than $111,510. 
Most accountants and auditors work full time. In 2012, one in five worked more 
than 40 hours per week. Longer hours are typical at certain times of the year, 
such as at the end of the budget year or during tax season. 
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Two-year Program Plan and Curriculum: 
AS in Accounting 

 
Course 
Number Course Title     

First Year   Fall Spring 
BUS 1A Accounting Principles – Financial 4   
BUS 1B Accounting Principles – Managerial   4 
BUS 2 Introduction to Business 3   
BUS 10 Human Resource Management 3   
CA 31 Computer Applications I 2   
MATH 40 Elementary Statistics   3 

  Electives/General Education 
Requirements  4 9  

  Total 15 15 
Second Year   Fall Spring 
BUS 22 Business Law 3   
BUS 25 Small Business Management   3 
ECON 10 Macro-economics 3   
ECON 11 Micro-economics   3 

  Electives/General Education 
Requirements 9 9 

  Total 15 15 
 

Required Electives: 
 

Course 
Number Course Title Units 

      
BUS 1C Federal Income Tax 3 
BUS 13 Basic Accounting 3 
BUS 18 Records Management 3 
BUS 19 Office Procedures 3 
BUS 27 Business Communications 3 
BUS 34A Microsoft Word, Beginning 3 
BUS 34B Microsoft Word, Advanced 3 
BUS 49 Business Cooperative Work Experience 1 – 4 
BUS 98 Selected Topics in Business .5 – 2 
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Required 
Electives: 
CA 32 

 
 
Computer Applications II 

 
 
2 

CA 49 Computer Applications Cooperative Work 
Experience 1 – 4 

CA 54 Basic Computer Maintenance 2 
CA 55 Using a Word Processor 0.5 
CA 56 Using a Spreadsheet 0.5 
CA 57 Using a Database 0.5 
CA 59 Microsoft Windows 2 
      

 
 
The Associate in Science in Accounting degree program continues to be a high 
wage, high placement, career technical degree supporting the overall workforce 
needs of the local service area and broader California. However, the degree has 
experienced large declines in success, completion, and graduation rates over the 
past ten years with only recent improvements to course success and retention 
rates.   
 
Technology is an essential core to the overall program of study. The 
Department has improved the technological infrastructure with the 
workstation implementation and is expected to better support transitioning 
through the program and into the workforce or higher levels of education.   
 
A primary observation noted in the Departments 2012 IPR included a lack of 
computer skills prior to taking many of more technical, upper level courses.  In 
particular, computer application knowledge required to apply course content 
being taught.  Many of the students had not had an applications course prior to 
entering into a course however an observable few had taken one or more of our 
applications courses successfully.   
 

The Departments 2012 IPR planning agenda items #7 and #8 were furthered 
during the 2013-14 academic year with the determination that a restructuring 
of the core courses is required. Both applications courses, CA 31 and CA 32 will 
be embedded and required at the beginning of the program for better 
sequencing and transitioning through courses and the program.   In addition, 
the core courses required in the Accounting degree are to be reorganized.  
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Faculty believes that the BUS 1C - Federal Taxation, BUS  27 - Business 
Communication, and a new course geared at using an accounting application, 
such as QuickBooks, would make a stronger, more industry applicable, AS -
Accounting degree.  Required core courses being considered for removal are 
BUS 10 - Human Resource Management and BUS 25 - Small Business 
Management though a determination has not been reached.    
 
Recommendations / Planning Agenda: 
 
#2 - Require courses CA 31 and CA 32 as core and re-structure the 2 year 

program plans to include the courses in a student's first year of study. 
 

#3 - Require courses ECON 10 and ECON 11 in first year programming and 
BUS 1A and BUS 1B in second year of the 2 year program plan.  

 
#4 - Finalize core content requirement course determination in 2014-2015 

academic year and submit curriculum changes prior to the 2014-15 
academic year end. 

 

Associate of Science in Office Administrative Assistant 
 

The Administrative Assistant programs in the Department are designed to 
define and develop knowledge, skills and attitudes needed by office 
professionals. The program offers preparation for first-time employment, re-
entry, or career advancement. The student will study a variety of topics 
including keyboarding/word processing, integrated office applications, 
organization and supervision of office activities, business communication, and 
general office procedures. 
 

Occupational categories targeted by this degree and certificate include 
administrative assistant and secretarial positions.  While the job descriptions 
may vary depending on organizational structure and size, core responsibilities 
include activities such and information management, office communications, 
office planning, and administrative scheduling.   
 

Administrative assistants use a variety of office equipment, such as fax 
machines, photocopiers, scanners, videoconferencing and telephone systems. In 
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addition, administrative assistants often use computers to do tasks previously 
handled by managers and professionals; they create spreadsheets, compose 
correspondence, manage databases, create presentations, reports, and 
documents using desktop publishing software and digital graphics. They may 
also negotiate with vendors, maintain and examine leased equipment, purchase 
supplies, manage areas such as stockrooms or corporate libraries, and retrieve 
data from various sources.  
 

At the same time, managers and 
professionals have assumed many tasks 
traditionally assigned to administrative 
assistants such as keyboarding and 
answering the telephone. Because 
administrative assistants and 
administrative assistants do less dictation 
and word processing, they now have time 
to support more members of the executive 
staff. In a number of organizations, 
administrative assistants and work in 
teams to work flexibly and share their 
expertise. 
 
Administrative assistants should be 
proficient in typing and good at spelling, 
punctuation, grammar, and oral 
communication. Employers also look for 
good customer service and interpersonal 
skills because administrative assistants 
and administrative assistants must be 
tactful in their dealings with people. 
Discretion, good judgment, organizational or management ability, initiative, 
and the ability to work independently are especially important for higher-level 
administrative positions. Changes in the office environment have increased the 
demand for administrative assistants who are adaptable and versatile. 
 
High school graduates who have basic office skills may qualify for entry-level 
secretarial positions. They can acquire these skills in various ways. Training 
ranges from high school vocational education programs that teach office skills 

Typical Duties of Administrative 
Assistants  
 
1. Serve as information and 

communication managers for an 
office account 

2. Plan and schedule meetings and 
appointments Check figures, 
postings, and reports for accuracy. 

3. Organize and maintain paper 
and electronic files. 

4. Manage projects. 

5. Conduct research. 

6. Disseminate information by 
using the telephone, mail 
services, Web sites, and e-mail 

7. Handle travel and guest 
t  
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and typing to 1-year and 2-year programs in office administration offered by 
business and vocational-technical schools, and community colleges.  
 
Employers of administrative assistants increasingly are seeking candidates 
with a college degree, as these assistants work closely with top executives. A 
degree related to the business or industry in which a person is seeking 
employment may provide the jobseeker with an advantage in the application 
process. 
 
Overall employment of administrative assistants is expected to grow 12 percent 
from 2012 to 2022, about as fast as the average for all occupations. 
Employment growth, however, will differ by occupational specialty.  The 
median annual wage nationally for administrative assistants was $35,330 in 
May 2012.  The lowest 10 percent earned less than $21,910, and the top 10 
percent earned more than $57,750. Nationwide, the median annual wages 
for different types of administrative assistants in May 2012 were the following: 
 
$47,500 for executive administrative assistants 
$42,170 for legal administrative assistants 
$31,350 for medical administrative assistants 
$32,410 for secretaries, except legal, medical, and executive 
 

In the Northern Mountain Region (Lassen, Modoc, Nevada, Plumas, Sierra, 
Siskiyou and Trinity counties) the California Employment Development 
Department estimates  309 jobs will become available each year under SOC 
Office and Administrative Support Occupations group code 43-0000 between 
2010 and 2020.  
 
This group represents and approximate regionally 14.8 percent (10,610 
positions) of the total employment in all occupations (71,390 positions).  
Median hourly wages and annual salaries for all occupations in the Northern 
Mountain Region are $17.81 and $37,047 respectfully.  Office and 
Administrative Support Occupations group code 43-0000 median hourly wages 
and annual salaries were $16.37 per hour and $34,052 per year. The 
Department currently maintains the following two-year degree plan to meet the 
needs of students pursuing a career under the AS Office Administrative 
Assistant degree.  The two-year, 60 unit program plan is structured with 42 
units of required core courses.  
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Two-year Program Plan and Curriculum: 
AS in Office Administrative Assistant 

Required: 
 

Course 
Number  

Course Title  Fall  Spring  

BUS 1A  Accounting Principles – Financial            4   
BUS 10  Human Resource Management  3   
BUS 19  Office Procedures   3 
BUS 22  Business Law  3   
BUS 27  Business Communications  3 3 
BUS 34A  Microsoft Word, Beginning  3   
BUS 34B  Microsoft Word, Advanced   3 
CA 31  Computer Applications I  2   
COT 52  Keyboarding, Level 2  1 1 
  Total  19 10 

 
Required Electives [17 units]: 
 

Course 
Number  

Course Title  Fall  Spring 

BUS 1C  Federal Income Tax    3 
BUS 2  Introduction to Business  3   
BUS 13  Basic Accounting  

 
3 

BUS 18  Records Management  3   
BUS 25  Small Business Management  3   
BUS 49  Business Work Experience  1-4 1-4 
BUS 49A  Introduction to Business Work 

Experience  
1-4 1-4 

CA 32  Computer Applications II  2   
CA 54  Basic Computer Maintenance   1 
CA 55  Using a Word Processor  0.5   
CA 56  Using a Spreadsheet   0.5 
CA 57  Using a Database  0.5   
CA 59  Microsoft Windows   2 
COT 50  Keyboarding, Level I  1 1 
COT 59  Business Machines: 10 Key    1 
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The Department faculty believes that the programs are viable program 
offerings.  Some re-writing of curriculum in CA 31 and CA 32 are needed 
[subsequent discussion in part B. Courses], in addition to the revise of the 
computer applications sequencing discussed in the previous program evaluation 
section.  In addition, potential core requirement changes have been considered 
and are highly likely to take place after curriculum changes to the AS -
Accounting program are finalized in the 204-2015 academic year.   
 
Tentatively, inclusion of BUS 2 - Introduction to Business and CA 32 -
Computer Applications II course and the removal of the BUS 34A and 34B 
courses is being targeted.  Faculty believes the re-tooling of the computer 
applications courses to support Microsoft Office Certification will satisfy the 
occupational skill expectation.  Consideration to re-writing or eliminating BUS 
19 - Office Procedures is also underway.  Material overlap of content with the 
BUS 27 - Business Communications course has been noted.   
 

Recommendations / Planning Agenda: 
 
#5 - Finalize core content required course determination in 2014-2015 academic 

year and submit curriculum changes prior to the 2015-16 academic year 
end. 

 

Certificate of Accomplishment in Entrepreneurship 

 
On April 26, 2012, the Department sought approval from the Business Advisory 
Board to approve the continued development of a small business support Center 
and the Certificate of Accomplishment in Entrepreneurship under the Faculty 
Entrepreneurship Grant 2.0.  The Certificate was developed to allow existing 
business owners and potential entrepreneurs to receive small business and 
entrepreneurship instruction addressing rudimentary elements of typical new 
ventures in a convenient and low-unit certificate.  Class units are intentionally 
small to allow for easy and convenient scheduling.  This expansion of 
programming was identified as a primary initiative to serve local communities 
beyond the traditional and historical offerings.  The course outlines and locally 
approved certificate were approved May 8, 2013 by the District Board of 
Trustees [Appendix E].   
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Two-year Program Plan and Curriculum: Entrepreneurship 

Required Core Units: 6 
 

Course Number  Course Title Units 
BUS 75  Planning and Launching a New Business Venture  1.0 
BUS 76  Marketing the Small Business Venture  1.0 
BUS 77  Financing the Small Business Venture  1.0 
BUS 78  The Customer Service Advantage  1.0 
BUS 79  Computer Information Systems for Small Business 

Ventures  
2.0 

 
 
The small business / entrepreneurship initiative included creating partnerships 
with outside organizations to support local area businesses and entrepreneurs 
in establishing successful small businesses and promote the areas local 
economic development.  The review period included the establishment of a 
partnerships with the Northeastern Small business Development Center 
[SBDC], a partnership with the regional Business and Entrepreneurship 
Center [BEC], integration of the BEC's youth Entrepreneurship Program 
[YEP], a partnership with Feather River College on an SB 70 funded Workforce 
Innovation Project [WIP] and a partnership with the local Alliance for 
Workforce Development [AFWD].   
 
Major activities conducted over the review period included; 

• Hosting of the Extreme Entrepreneurship Tour [YEP and FRC] 
• Programming and Support of the Statewide Business Plan Competition 

[BEC and Boost] 
• Resume and Interview Competitions [AFWD] 
• Hosting of Small Business Development Workshops [SBDC and BEC] 

Most of the activities thus far have been successful.  Two SBDC workshops in 
the 2012-2013 academic year had greater than 20 participants with good 
reviews. [Appendix F].  The EET event drew in more than 100 secondary and post-
secondary students.  93% of those attendees responded positively to a survey 
indicating that they will consider or now considered entrepreneurship as a 
career pathway [Appendix G].  During the Fall 2013 term, two SBDC events were 
hosted by the Department with fewer than ten attendees each.   
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Two of the Entrepreneurship classes, BUS 76 - marketing the Small Business 
Venture and BUS 78 - The Customer Service Advantage, were initially taught 
in the Spring 2014 term.  Enrollments totaled three in each course.  The low 
enrollments have made the Department re-consider the time and place strategy 
of future courses. The Department actively advertised the program start and 
strategically placed the classes in the schedule to attract the largest interest 
without the expected results. The Department has not scheduled any of the 
courses for Fall 2014 term however is considering an alternative hybrid 
delivery of late start courses over the 2014-2015 academic year.      
 
Recommendations / Planning Agenda: 
 

#6- Re-evaluate the programs visibility, positioning, and delivery mode before 
scheduling of courses resume.   

B. Courses 
 
Description / Evaluation: 
 

All courses have been reviewed for accuracy and currency in course content and 
text during the review period [Appendix H]. No major revisions were made to the 
course outlines with exception of increasing the prerequisites of ECON 10 and 
ECON 11 to Elementary Algebra to conform to C-ID requirements.  Most 
courses reviewed received minor revisions and/or textbook currency updates.  
Courses are appropriate and materially conform to other researched CTE 
programs of study in business.  For most courses, other California Community 
College courses were reviewed for comparative purposes.  
 
During the last review period several observations were noted in the Computer 
Applications [CA 31 and CA32] and Office Procedures [BUS 18] courses that 
suggest re-tooling and revising is necessary. The Department is currently 
revising the applications courses to support industry certification and prepare 
students to take the Microsoft Office Specialist [MOS] exams in MS Word, 
Excel, Power Point, and Access. Completion of the revisions is expected Fall 
2014.  
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The Records Management [BUS 19] continues to be considered for revision to 
reduce paper-based management topical areas and include greater electronic 
data management needed in today's business settings.  
 
Recommendations / Planning Agenda: 
 

#7 - Complete the CA31 - Computer Applications I and CA32 - Computer 
Applications II curriculum changes to align with industry standards for 
MOS certification.   

 
#8 - Re-tool BUS - 19 - Records Management to enhance content related to 

management [retrieval, sharing, and storage] of electronic data and media 
needed in typical office setting [IPR #. 

  
 
C. Scheduling and Enrollment Patterns 
 

Description / Evaluation: 
 

The enrollments in courses offered through the Department have declined in 
near proportion to the reduction in sections offered over the past five years.  
Overall, enrollments have been lower over the past years with stable average 
enrollments per section.   Most enrollments are noted in the transfer core with 
22 average enrollments per section.  Under enrolled classes continue to be those 
offered in conjunction with the degrees and certificates outside of the transfer 
program.  Over the past five years, those courses generated an average of 8 
enrollments per section.    
 

Student Outcomes - Academic Year 
Enrollments 2008-09 2009-10 2010-11 2011-12 2012-13 

# of Sections 65 62 57 52 51 
Census Enrollments 666 581 635 500 511 
Average Enrollments per Section 10.25 9.37 11.14 9.62 10.02 

 

The number of sections has been reduced substantially over the past five years. 
The recent development of online courses [and consideration to future hybrid 
courses] should mitigate some of the access and availability issues associated 
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with fewer sections.  With the establishment of the Center, the Department 
now schedules a majority of its classes in CA - 123.  Most courses are scheduled 
in close time proximities whenever possible.  Historically, evening offerings 
have been under-enrolled in comparison to classes scheduled in mornings 
through early afternoons. This continues to be the results with current 
offerings tested in the evening hours.  The Department believes future 
scheduling of face-to-face classes should continue in a morning to mid-afternoon 
manner and support the findings of the student evaluation related to class 
scheduling needs.  
 
The current Spring 2014 term included an exploratory BUS 13 course offering 
at the Public Service Training Center located next to Lassen high School.  The 
location strategy was to build enrollment interest in the Departments offerings 
during the secondary schools last period before afternoon sports programs 
practice.  The Department marketed the offering through both counseling 
offices and in the high schools classes articulating with the Departments 
courses.  The approach supported the high schools need for an accounting 
course, concurrent enrollment building, and creating better transitioning into 
higher level accounting required of most degrees and certificates in the 
Department.  The results were an under enrolled course with no secondary 
students.  The Department has decided to re-evaluate the delivery with 
discussion currently surrounding the ability to create greater marketing 
penetration and in a hybrid based course delivery.  
 
Recommendations / Planning Agenda: 
 
None 

 
D. Articulation and Integration of Curriculum 
 
Description / Evaluation: 
 

Courses that have articulated into the Department from secondary institutions 
include: 
 

CA 31 - Computer Applications 
BUS 2 - Introduction to Business   
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Courses that have articulated agreements with California State Universities 
[CSU's], University of California schools, [UC's] and/or other year institutions 
include:  
 

BUS 1A - Accounting Principles – Financial  
BUS 1B - Accounting Principles – Managerial  
BUS 22 - Business Law  
ECON 10 - Macro-economics  
ECON 11 - Micro-economics 
BUS 2 - Introduction to Business  
BUS 27 - Business Communications  
CS 1 - Computer Literacy  

 
The Department maintains a fair number of articulation agreements given its 
size and breath of program.  All courses have been reviewed for transferability 
during in the current review period with no resulting changes.  All new courses 
are reviewed for possible articulation with four year institutions when 
developed.  
 
Recommendations / Planning Agenda: 
 
None 

E. Equipment  
 
The classrooms and instructors are equipped with teaching technologies such as 
smart boards, laptops docking stations, document cameras, and various devices 
in all classes used by the Department. Recent Perkins IV funding purchased 
student workstations in CA 123A that became operational in the Fall 2013 
term.  The workstation implementation is expected to reduce the amount of 
necessary IT intervention in the typical maintenance levels of classroom 
computer labs.  In addition, the computer units [thin clients] have longer life 
expectancies and do not have to be replaced as often as a traditional computer 
unit.      
 
The business lab workstation purchase has been the largest infusion of 
equipment in over ten years. The implementation has greatly improved the 
Departments ability to instruct students in the technology driven environment 
of business.  However, the Department continues to be in need of additional 
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equipment to round out the work environment setting needed to train students 
effectively.  Specifically, the Department is in need of at least two 
Print/Scan/Fax machines, an additional flat screen for each workstation in the 
lab, and an office document shredder.  In addition, the Department is in need of 
memory upgrades to the lab units from 4MB to 16MB to overcome increasingly 
large updates filling the current memory capacities.     
 
The property and equipment inventory currently associated with the 
Department includes the following: 
 

Lassen Community College 
Business Department 

Property, Plant, and Equipment 
  

Equipment 
Date Put 
Into Use 

Number 
[units] 

Unit 
Price 

Cost 
 

Useful  
Life 

      Optiplex Minitower 9/15/2013 1      1,155  1,155 5 yr 
Dell Wyse D90D7 Thin 
Clients 9/15/2013 25          540  13,512 5 yr 
Dell Series E2213H 21.5" 
Monitors 9/15/2013 25          134 3,450 5 yr 
Workstation Computer 
Tables 9/15/2013 12          261  4,546 10 yr 
Workstation Computer 
Tables 9/15/2013 3          246  738 10 yr 
Double Sight Stands Ds-
224STA 9/15/2013 25          132  3,288 10 yr 

 

 
Recommendations / Planning Agenda: 
 
#9   - Purchase of two [2] quality Print/Scan/Fax machines, $1,500. 
 
#10  - Purchase one [1] flat screen for each workstation, $4,000. 
 
#11 - Purchase of Memory upgrades for existing lab units, $8,000. 
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IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY 
PROGRAM STAFF [Educational Master Plan] 
 

Strategic 
Goal 

Planning 
Agenda Item 

Implementation Estimated 
Cost 

Expected Outcome 
Time Frame 

1  #7 SPR 2014  - Industry based curriculum and connection 
2  #10 FALL 2014 $4,000 Workforce based skill development 
3  #9 FALL 2014 $1,500 Workforce based skill development 
4  #11 FALL 2014  $8,000 Workforce based skill development 
5  #2 FALL 2014 - Increased Success and Retention 
6  #3 FALL 2014  - Increased Success and Retention 
7  #6 FALL 2014  - Student Access to Educational need 
8  #4 SPR 2015  - Increased Success and Retention 
9 #8 SPR 2015 - Increased Success and Retention 
10 #5 SPR 2015 - Increased Success and Retention 

11 #1 Fall 2015 - Increased Success and Retention 
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SECTION TWO: HUMAN RESOURCE PLANNING.  
 
A. Program Staffing 
 
Description / Evaluation: 
 
As of Spring 2014, there are two full-time faculty members dedicated to the 
Department and one partially assigned full-time faculty member primarily 
assigned to Human Services.  In addition, there are two adjunct faculty who 
consistently teach term-over-term for the Department.  The Department does 
not have any paid instructional assistants or classified staff to internally 
support its activities.  The Department is also supported with strategic 
direction and industry standard guidance through the non-paid, voluntary 
contributions of business professionals through the Business Advisory Board 
[Advisory].   

DEPARTMENT FACULTY 
 

Garrett Taylor, Tenure Faculty Member 
Ken Theobald, Tenure Faculty Member 
Kam Vento, Tenure Faculty Member [partially assigned] 
Dianna Winkler, Adjunct Faculty Member 
Joanna Beckman, Adjunct Faculty Member 

 

DEPARTMENT ADVISORY BOARD 
 

Tom Gauthier - Author / Management Consultant 
Chris Sullivan - Alliance For Workforce Development 
Richard Sorem - Attorney at Law / Roseberry House Owner 
Maria Nye - Vice President Plumas Bank 
Aaron Dixon - Tribal Council / Diamond Mountain Casino 
Tory Fischer - Office Manager / Singletary Auman 
Dawn Egan - LHS Faculty / FBLA Advisor 
Brian Wilson - Insurance / State Farm 

 
 
The hiring of a full-time Faculty dedicated to the Department has alleviated many 
of the Departments constraints to growth.  The Department believes it has the 
necessary faculty to effectively support its Department offerings.  The 
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administration of the Department has grown substantially and the Department  
requested in the 2012 IPR greater managerial support to sustain the pace and 
magnitude of the changes that have occurred over the past two years.  During the 
2013-14 academic year the allotment of work-study funding was doubled in an 
effort to support the activities of the Department.  In addition, the Administration 
re-assigned the Transitions grant work to the institutions newly hired Outreach 
Coordinator.  These two changes has helped the Department more effectively 
manage the magnitude of work it has encountered over the past two years.    
 
Recommendations / Planning Agenda: 
 
None 

B. Professional Development 
 
Description / Evaluation: 
 
Opportunities for District provided professional development have been 
plentiful through Flex activities and the newly established TECC collaboratory.  
Department Faculty continues to participate in trainings in support of faculty 
driven learning.  Though some training is available, many of the faculty must 
pursue outside development due to requirements and responsibilities to 
professional organizations and certification from which they were hired. 
Required and necessary professional development requires faculty to fund 
activities that support and enhance instruction externally and without 
reimbursement.   
 
Recommendations / Planning Agenda: 
 
#12 - Request Department faculty receive a stipend to cover costs directly 

related to continuing professional education [CPE] and the currency of 
holding a professional credential and/or designation.   
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D.  PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY 
PROGRAM STAFF [Human Resources Master Plan] 
 

Strategic 
Goal 

Planning 
Agenda Item 

Implementation Estimated 
Cost 

Expected Outcome 
Time Frame 

12 #7 FALL 2014  $2,000 Industry based curriculum course currency 
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SECTION THREE: FACILITIES PLANNING 
 
Facilities 
 
Description / Evaluation: 
 
The majority of Department courses are now scheduled in Creative Arts 
Building room CA-123A.  The recent classroom assignment has greatly 
enhanced the students learning environment with centralization of the 
Departments operations.  The classroom has been recently converted from an 
interactive television studio and continues to be in need of infrastructure 
improvements and repairs.   
 

A few of the needs of the CA 123A classroom and Center include; 
 

• old lighting equipment and wires need removal  
• Beltran Lighting Distribution Center needs removal 
• several of the walls need, repair, spackling, and paint 
• the floor needs re-furbishing and/or replacement.  
• sound from the adjacent classroom needs mitigation. 

 
In addition, the Department would like to purchase and install several 
enhancements to the classroom including; 
 

• A job board to help students transitioning into the workforce with greater 
support in job placement.  

• Shelving in the Center and classroom to house and make more assessable 
outreach materials and educational information. 

 
Identified in the 2012 IPR was the institutional need for air conditioning and 
appropriate heating in the Creative Arts Building.  Extreme temperature 
differences exist throughout the year with the most troublesome being early fall 
and late spring when the classroom is extremely hot and uncomfortable.  This 
year, the Facilities and Maintenance Department [Facilities] improved the 
fluctuations in temperature with frequent monitoring and adjustments to the 
system. This, however, does not appear to be a permanent solution requiring 
many hours of Facilities time.       
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Recommendations / Planning Agenda: 
 

#13 - Request funding to address classroom infrastructure improvements, 
$10,000. 

 
#14 - Request funding to purchase and/or construct a job board, $1,500. 
 
#15 - Request District fix heating and cooling systems feeding classrooms. 
 
 
 
IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY 
PROGRAM STAFF [Facilities Master Plan] 
 

Strategic 
Goal 

Planning 
Agenda Item 

Implementation Estimated 
Cost 

Expected Outcome 
Time Frame 

1 #13 SPR 2014  $10,000 Workforce based learning environment  
2 #14 FALL 2014 $1,300 Workforce based learning environment 
3 #15 FALL 2014 Unknown Workforce based learning environment 
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SECTION FOUR: TECHNOLOGY PLANNING 
 
Evaluation:  
 

The operating system and applications used in the lab is hosted on an 
institutional server.  Currently, software has been standardized and confined to 
the basic requirements of the core courses.  The Department believes the 
integration of industry standard applications into other courses will be 
necessary.  For example, integrating Turbo Tax into the BUS 1C - Federal 
Taxation class and QuickBooks in a future accounting application course.  
 

 
Recommendations / Planning Agenda: 
 

#16 - Maintain and expand licensing for application software used in courses, 
$3,000 yearly 

 
 

 
IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY 
PROGRAM STAFF [Technology Master Plan] 
 

Strategic 
Goal 

Planning 
Agenda Item 

Implementation Estimated 
Cost 

Expected Outcome 
Time Frame 

1 #16 FALL 2014  $3,000 Industry supported curriculum delivery  
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APPENDIX A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Business Program Review 2014 

 44  

 
APPENDIX B 
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APPENDIX C 
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APPENDIX D 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Business Program Review 2014 

 47  

APPENDIX E 
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APPENDIX F 
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APPENDIX G 
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APPENDIX H 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



















IPR	Student	Evaluation

1	/	27

Q1	Name	of	Program:
Answered:	54	 Skipped:	0

# Responses Date

1 Business	Education 3/26/2014	2:38	PM

2 Business	Education 3/26/2014	2:37	PM

3 Business	Education 3/26/2014	2:36	PM

4 Business	Education 3/26/2014	2:35	PM

5 Business	Education 3/26/2014	2:31	PM

6 Business	Education 3/26/2014	2:29	PM

7 Business	Education 3/26/2014	2:28	PM

8 Business	Education 3/26/2014	2:26	PM

9 Business	Education 3/26/2014	2:23	PM

10 Business	Education 3/26/2014	2:21	PM

11 Business	Education 3/26/2014	2:19	PM

12 Business	Education 3/26/2014	2:18	PM

13 Business	Education 3/26/2014	2:14	PM

14 Business	Education 3/26/2014	2:10	PM

15 Business	Education 3/26/2014	2:01	PM

16 Business	Education 3/26/2014	2:00	PM

17 Business	Education 3/26/2014	1:58	PM

18 Business	Education 3/26/2014	1:56	PM

19 Business	Education 3/26/2014	1:47	PM

20 Business	Education 3/26/2014	1:44	PM

21 Business	Education 3/26/2014	1:37	PM

22 Business	Education 3/26/2014	1:34	PM

23 Business	Education 3/25/2014	3:06	PM

24 Business	Education 3/25/2014	3:03	PM

25 Business	Education 3/25/2014	3:02	PM

26 Business	Education 3/25/2014	3:01	PM

27 Business	Education 3/25/2014	2:59	PM

28 Business	Education 3/25/2014	2:56	PM

29 Business	Education 3/25/2014	2:54	PM

30 Business	Education 3/25/2014	2:50	PM

31 Business	Education 3/25/2014	2:48	PM

32 Business	Education 3/25/2014	2:47	PM

33 Business	Education 3/25/2014	2:38	PM

34 Business	Education 3/25/2014	2:37	PM
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35 Business	Education 3/25/2014	2:35	PM

36 Business	Education 3/25/2014	2:34	PM

37 Business	Education 3/25/2014	2:33	PM

38 Business	Education 3/25/2014	2:31	PM

39 Business	Education 3/25/2014	2:30	PM

40 Business	Education 3/25/2014	2:30	PM

41 Business	Education 3/25/2014	2:28	PM

42 Business	Education 3/25/2014	2:27	PM

43 Business	Education 3/25/2014	2:19	PM

44 Business	Education 3/25/2014	2:17	PM

45 Business	Education 3/25/2014	2:16	PM

46 Business	Education 3/25/2014	2:15	PM

47 Business	Education 3/25/2014	2:14	PM

48 Business	Education 3/25/2014	2:12	PM

49 Business	Education 3/25/2014	2:09	PM

50 Business	Education 3/25/2014	2:07	PM

51 Business	Education 3/25/2014	2:06	PM

52 Business	Education 3/25/2014	2:05	PM

53 Business	Education 3/25/2014	2:03	PM

54 Business	Education 3/25/2014	2:00	PM
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Q2	Date	Survey	Completed:
Answered:	53	 Skipped:	1

# Responses Date

1 3/12/14 3/26/2014	2:38	PM

2 3/12/14 3/26/2014	2:37	PM

3 3/12/14 3/26/2014	2:36	PM

4 3/12/14 3/26/2014	2:35	PM

5 3/12/14 3/26/2014	2:31	PM

6 3/12/14 3/26/2014	2:29	PM

7 3/12/14 3/26/2014	2:28	PM

8 3/12/14 3/26/2014	2:26	PM

9 3/12/14 3/26/2014	2:23	PM

10 3/12/14 3/26/2014	2:21	PM

11 3/12/14 3/26/2014	2:19	PM

12 3/14/14 3/26/2014	2:18	PM

13 3/12/14 3/26/2014	2:14	PM

14 3/12/14 3/26/2014	2:10	PM

15 3/12/14 3/26/2014	2:01	PM

16 3/11/14 3/26/2014	2:00	PM

17 3/11/14 3/26/2014	1:58	PM

18 3/13/14 3/26/2014	1:56	PM

19 3/11/14 3/26/2014	1:47	PM

20 3/11/14 3/26/2014	1:44	PM

21 3/11/14 3/26/2014	1:37	PM

22 3/11/14 3/26/2014	1:34	PM

23 3/11/14 3/25/2014	3:06	PM

24 3/13/14 3/25/2014	3:03	PM

25 3/13/14 3/25/2014	3:02	PM

26 3/13/14 3/25/2014	3:01	PM

27 3/3/14 3/25/2014	2:59	PM

28 3/13/14 3/25/2014	2:56	PM

29 3/13/14 3/25/2014	2:54	PM

30 1/13/14 3/25/2014	2:50	PM

31 3/12/14 3/25/2014	2:48	PM

32 3/12/14 3/25/2014	2:47	PM

33 3/12/14 3/25/2014	2:38	PM

34 3/12/14 3/25/2014	2:37	PM
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35 3/12/14 3/25/2014	2:35	PM

36 3/12/14 3/25/2014	2:34	PM

37 3/12/14 3/25/2014	2:33	PM

38 3/12/14 3/25/2014	2:31	PM

39 3/12/14 3/25/2014	2:30	PM

40 3/12/14 3/25/2014	2:30	PM

41 3/14/14 3/25/2014	2:28	PM

42 3/14/14 3/25/2014	2:27	PM

43 3/12/14 3/25/2014	2:19	PM

44 3/12/14 3/25/2014	2:17	PM

45 3/12/14 3/25/2014	2:16	PM

46 3/11/14 3/25/2014	2:14	PM

47 3/11/14 3/25/2014	2:12	PM

48 3/11/14 3/25/2014	2:09	PM

49 3/13/14 3/25/2014	2:07	PM

50 3/13/14 3/25/2014	2:06	PM

51 3/13/14 3/25/2014	2:05	PM

52 3/14/14 3/25/2014	2:03	PM

53 3/13/14 3/25/2014	2:00	PM
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Q3	Current	Course:
Answered:	52	 Skipped:	2

# Responses Date

1 ECON	11 3/26/2014	2:38	PM

2 ECON	11 3/26/2014	2:37	PM

3 ECON	11 3/26/2014	2:36	PM

4 ECON	10 3/26/2014	2:31	PM

5 ECON	10 3/26/2014	2:29	PM

6 ECON	11 3/26/2014	2:28	PM

7 ECON	11 3/26/2014	2:26	PM

8 ECON	10 3/26/2014	2:23	PM

9 ECON	11 3/26/2014	2:21	PM

10 ECON	11 3/26/2014	2:19	PM

11 ECON	11 3/26/2014	2:18	PM

12 ECON	10 3/26/2014	2:14	PM

13 ECON	11 3/26/2014	2:10	PM

14 ECON	11 3/26/2014	2:01	PM

15 BUS	27 3/26/2014	2:00	PM

16 BUS	27 3/26/2014	1:58	PM

17 BUS	27 3/26/2014	1:56	PM

18 BUS	27 3/26/2014	1:47	PM

19 BUS	27 3/26/2014	1:44	PM

20 BUS	27 3/26/2014	1:37	PM

21 BUS	27 3/26/2014	1:34	PM

22 BUS	27 3/25/2014	3:06	PM

23 BUS	1B 3/25/2014	3:03	PM

24 BUS	1B 3/25/2014	3:02	PM

25 BUS	1B 3/25/2014	3:01	PM

26 BUS	1B 3/25/2014	2:59	PM

27 BUS	1B 3/25/2014	2:56	PM

28 BUS	1B 3/25/2014	2:54	PM

29 BUS	1B 3/25/2014	2:50	PM

30 BUS	19 3/25/2014	2:48	PM

31 BUS	19 3/25/2014	2:47	PM

32 BUS	19 3/25/2014	2:38	PM

33 BUS	19 3/25/2014	2:37	PM

34 BUS	25 3/25/2014	2:35	PM
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35 BUS	25 3/25/2014	2:34	PM

36 BUS	25 3/25/2014	2:33	PM

37 BUS	25 3/25/2014	2:31	PM

38 BUS	25 3/25/2014	2:30	PM

39 BUS	25 3/25/2014	2:30	PM

40 BUS	13 3/25/2014	2:28	PM

41 BUS	13 3/25/2014	2:27	PM

42 CS	1 3/25/2014	2:19	PM

43 CS	1 3/25/2014	2:17	PM

44 CA	32 3/25/2014	2:16	PM

45 CA	32 3/25/2014	2:15	PM

46 CA	32 3/25/2014	2:14	PM

47 CA	32 3/25/2014	2:12	PM

48 CA	56 3/25/2014	2:07	PM

49 CA	56 3/25/2014	2:06	PM

50 CA	56 3/25/2014	2:05	PM

51 CA	56 3/25/2014	2:03	PM

52 CA-56 3/25/2014	2:00	PM
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91.67% 33

2.78% 1

2.78% 1

0.00% 0

11.11% 4

Q4	Educational	Goal:	General	Education
Answered:	36	 Skipped:	18

Total	Respondents:	36 	

Transfer	to	a
4-year...

IGETC

CSU
Certification

UNR
Certification

Transfer	to
another	comm...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

Transfer	to	a	4-year	Institution

IGETC

CSU	Certification

UNR	Certification

Transfer	to	another	community	college
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100.00% 45

0.00% 0

2.22% 1

0.00% 0

17.78% 8

Q5	Educational	Goal:	Degrees/Certificates
Answered:	45	 Skipped:	9

Total	Respondents:	45 	

# Title	of	degree	or	certificate: Date

1 Business	Adminstration 3/26/2014	2:29	PM

2 Business	Adminstration 3/26/2014	2:23	PM

3 AS:	Natural	Science 3/26/2014	2:18	PM

4 Business	Admin 3/26/2014	1:56	PM

5 Business	degree	for	transfer 3/26/2014	1:44	PM

6 Business 3/25/2014	2:35	PM

7 Child	Dev. 3/25/2014	2:33	PM

8 Bus.	admin	assistant 3/25/2014	2:14	PM

AA/AS

Certificate	of
Achievement

Certificate	of
Completion

Certificate	of
Accomplishment

Title	of
degree	or...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

AA/AS

Certificate	of	Achievement

Certificate	of	Completion

Certificate	of	Accomplishment

Title	of	degree	or	certificate:
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45.95% 17

54.05% 20

51.35% 19

Q6	Educational	Goal:	General	Interest
Answered:	37	 Skipped:	17

Total	Respondents:	37 	

Job	Requirement

Continuing
Education

Personal
Development

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

Job	Requirement

Continuing	Education

Personal	Development
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61.70% 29

4.26% 2

4.26% 2

10.64% 5

21.28% 10

4.26% 2

27.66% 13

10.64% 5

Q7	Your	Need	for	this	Course:	Why	are	you
taking	this	course?

Answered:	47	 Skipped:	7

Total	Respondents:	47 	

# Other	(please	specify) Date

1 Thought	this	c lass	would	be	interesting 3/26/2014	2:37	PM

2 For	fun 3/25/2014	2:33	PM

3 retraining	for	new	career 3/25/2014	2:12	PM

4 special	agreement 3/25/2014	2:09	PM

Core
Requirement	...

Elective	for
degree	or...

General
Education...

Job	Requirement

Continuing
Education

General
Education...

Personal
Development

Other	(please
specify)

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

Core	Requirement	for	degree	or	certificate

Elective	for	degree	or	certificate

General	Education	course	for	degree	or	transfer

Job	Requirement

Continuing	Education

General	Education	course	for	degree	or	transfer

Personal	Development

Other	(please	specify)
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5 run	my	business 3/25/2014	2:03	PM
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73.08% 38

0.00% 0

25.00% 13

0.00% 0

1.92% 1

Q8	Type	of	Course:
Answered:	52	 Skipped:	2

Total 52

# Other	(please	specify) Date

1 Dont	know	difference 3/26/2014	1:58	PM

Lecture	only

Laboratory	only

Lecture/Laborat
ory	Combination

Activ ity	Course

Other	(please
specify)

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

Lecture	only

Laboratory	only

Lecture/Laboratory	Combination

Activity	Course

Other	(please	specify)
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Q9	Please	answer	the	follow	questions.
Answered:	52	 Skipped:	2

Yes No

Does	the
course	conte...

Did	the
catalog	clea...

Was	any	cost
for	this...

catalog?

Did	the	course
require	a...

If	yes,	was
the	textbook...

Was	a	syllabus
for	the	cour...

If	yes,	did
the	syllabus...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
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96.08%
49

3.92%
2

	
51

96.08%
49

3.92%
2

	
51

78.00%
39

22.00%
11

	
50

0.00%
0

0.00%
0

	
0

98.08%
51

1.92%
1

	
52

86.27%
44

13.73%
7

	
51

96.15%
50

3.85%
2

	
52

96.08%
49

3.92%
2

	
51

	 Yes No Total

Does	the	course	content	reasonably	compare	with	the	catalog/schedule	description?

Did	the	catalog	c learly	explain	the	order	in	which	the	courses	in	this	program	should	be	taken?

Was	any	cost	for	this	course/program,	beyond	registration	and	books	c learly	identified	in	the	catalog?

catalog?

Did	the	course	require	a	textbook?

If	yes,	was	the	textbook(s)	for	this	course	adequately	used?

Was	a	syllabus	for	the	course	provided	at	the	beginning	of	the	course?

If	yes,	did	the	syllabus	c learly	identify	the	student	learning	outcomes	for	this	course?
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96.15% 50

1.92% 1

0.00% 0

1.92% 1

0.00% 0

0.00% 0

0.00% 0

0.00% 0

Q10	Did	the	scheduling	of	this	course	meet
your	needs?

Answered:	52	 Skipped:	2

Total	Respondents:	52 	

# Other	(please	specify) Date

1 *preferred 3/26/2014	2:18	PM

current
schedule	met...

needed	morning
offering

needed
afternoon...

needed	evening
offering

needed	one	day
a	week	schedule

needed	summer
offering

needed
week-end...

needed
short-term...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

current	schedule	met	my	needs

needed	morning	offering

needed	afternoon	offering

needed	evening	offering

needed	one	day	a	week	schedule

needed	summer	offering

needed	week-end	offering

needed	short-term	(less	than	semester)	offering
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98.00% 49

0.00% 0

2.00% 1

0.00% 0

0.00% 0

Q11	The	scheduling	of	this	course:
Answered:	50	 Skipped:	4

Total 50

# Other	(please	specify) Date

	 There	are	no	responses. 	

resulted	in	no
scheduling...

conflicted
with	other	c...

conflicted
with	electiv ...

conflicted
with	general...

Other	(please
specify)

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

resulted	in	no	scheduling	confl ic ts

confl ic ted	with	other	core	(required)	courses	in	the	program

conflic ted	with	elective	courses	in	the	program

conflic ted	with	general	education	courses

Other	(please	specify)
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100.00% 48

0.00% 0

Q12	Do	the	on-campus	facilities	for	this
course/program	adequately	meet	your

needs?	Facilities/Equipment
Answered:	48	 Skipped:	6

Total	Respondents:	48 	

# Other	(please	specify) Date

	 There	are	no	responses. 	

I	was	prov ided
with	reasona...

The	facilities
were...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

I	was	provided	with	reasonable	access	to	the	fac il i ties

The	fac il i ties	were	unavailable	at	times	that	I	could	use	the	fac il i ty.
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100.00% 44

0.00% 0

0.00% 0

0.00% 0

Q13	Do	the	on-campus	facilities	for	this
course/program	adequately	meet	your

needs?	Facilities/Equipment:	temperature
Answered:	44	 Skipped:	10

Total	Respondents:	44 	

# Other	(please	specify) Date

	 There	are	no	responses. 	

The
temperature	...

The
temperature	...

The
temperature	...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	temperature	of	the	fac il i ties	was	comfortable.

The	temperature	of	the	fac il i ties	was	frequently	too	hot.

The	temperature	of	the	fac il i ties	was	frequently	too	cold.

Not	applicable
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100.00% 44

0.00% 0

0.00% 0

0.00% 0

Q14	Do	the	on-campus	facilities	for	this
course/program	adequately	meet	your
needs?	Facilities/Equipment:lighting

Answered:	44	 Skipped:	10

Total	Respondents:	44 	

# Other	(please	specify) Date

	 There	are	no	responses. 	

The	lighting
in	the...

The	lighting
in	the...

The	lighting
in	the...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	lighting	in	the	fac il i ties	was	adequate

The	lighting	in	the	fac il i ties	was	too	bright

The	lighting	in	the	fac il i ties	was	too	dark

Not	applicable
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95.35% 41

2.33% 1

2.33% 1

Q15	Do	the	on-campus	facilities	for	this
course/program	adequately	meet	your

needs?	Facilities/Equipment:chairs/tables
Answered:	43	 Skipped:	11

Total	Respondents:	43 	

# Other	(please	specify) Date

1 annoying	and	distracting 3/26/2014	2:18	PM

2 Business	room	is	very	nice 3/26/2014	1:56	PM

3 We	need	soda	machines	around	here 3/25/2014	2:19	PM

The
chairs/table...

The
chairs/table...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	chairs/tables/desks	were	adequate

The	chairs/tables/desks	were	inadequate

Not	applicable
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100.00% 28

0.00% 0

Q16	If	applicable,	do	the	off-campus
facilities	for	this	course/program

adequately	meet	your	needs?	Identify	the
specific	off-campus	site	(i.e.	Roosevelt

Pool,	Memorial	Park,	Westwood	Center,	etc
Answered:	28	 Skipped:	26

Total	Respondents:	28 	

# Specific	Off-Campus	Site Date

	 There	are	no	responses. 	

I	was	prov ided
with	reasona...

The	facilities
were...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

I	was	provided	with	reasonable	access	to	the	fac il i ties

The	fac il i ties	were	unavailable	at	times	that	I	could	use	the	fac il i ty.
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72.22% 26

0.00% 0

0.00% 0

27.78% 10

Q17	If	applicable,	do	the	off-campus
facilities	for	this	course/program

adequately	meet	your	needs?	Identify	the
specific	off-campus	site	(i.e.	Roosevelt
Pool,	Memorial	Park,	Westwood	Center,

etc.	Temperature:
Answered:	36	 Skipped:	18

Total	Respondents:	36 	

# Specific	Off-Campus	Site Date

	 There	are	no	responses. 	

The
temperature	...

The
temperature	...

The
temperature	...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	temperature	of	the	fac il i ties	was	comfortable.

The	temperature	of	the	fac il i ties	was	frequently	too	hot.

The	temperature	of	the	fac il i ties	was	frequently	too	cold.

Not	applicable
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71.88% 23

0.00% 0

0.00% 0

28.13% 9

Q18	If	applicable,	do	the	off-campus
facilities	for	this	course/program

adequately	meet	your	needs?	Identify	the
specific	off-campus	site	(i.e.	Roosevelt
Pool,	Memorial	Park,	Westwood	Center,

etc.	Lighting:
Answered:	32	 Skipped:	22

Total	Respondents:	32 	

# Specific	Off-Campus	Site Date

	 There	are	no	responses. 	

The	lighting
in	the...

The	lighting
in	the...

The	lighting
in	the...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	lighting	in	the	fac il i ties	was	adequate

The	lighting	in	the	fac il i ties	was	too	bright

The	lighting	in	the	fac il i ties	was	too	dark

Not	applicable
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67.65% 23

0.00% 0

32.35% 11

Q19	If	applicable,	do	the	off-campus
facilities	for	this	course/program

adequately	meet	your	needs?	Identify	the
specific	off-campus	site	(i.e.	Roosevelt
Pool,	Memorial	Park,	Westwood	Center,

etc.	Chairs/Tables:
Answered:	34	 Skipped:	20

Total	Respondents:	34 	

# Specific	Off-Campus	Site Date

	 There	are	no	responses. 	

The
chairs/table...

The
chairs/table...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

The	chairs/tables/desks	were	adequate

The	chairs/tables/desks	were	inadequate

Not	applicable
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80.95% 34

2.38% 1

23.81% 10

0.00% 0

0.00% 0

0.00% 0

16.67% 7

Q20	Did	the	course/program	provide	the
necessary	equipment?

Answered:	42	 Skipped:	12

Total	Respondents:	42 	

# Other	(please	specify) Date

	 There	are	no	responses. 	

Sufficient
time	on...

Insufficient
time	on...

Equipment	was
current...

Equipment	was
out	dated

Equipment	was
generally	in...

Equipment	was
generally...

Not	applicable

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer	Choices Responses

Suffic ient	time	on	equipment	was	allowed	for	each	student

Insuffic ient	time	on	equipment	was	allowed	for	each	student

Equipment	was	current	up-to-date

Equipment	was	out	dated

Equipment	was	generally	in	good	operating	condition

Equipment	was	generally	broken	or	inoperable

Not	applicable
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Q21	Describe	how	this	course/program
could	be	improved	to	better	meet	the

needs	of	the	students	at	Lassen
Community	College.

Answered:	11	 Skipped:	43

# Responses Date

1 Its	ok	as	is 3/26/2014	2:37	PM

2 More	detail	with	major	items.	Moodle	updated	more	often. 3/26/2014	2:35	PM

3 No	improvements	needed 3/26/2014	2:31	PM

4 I	don't	think	that	this	course	needs	to	be	improved	in	anyway	it	is	a	good	c lass 3/26/2014	2:26	PM

5 good	c lass 3/26/2014	2:21	PM

6 I	do	not	see	any	room	for	improvement	(that	I	can	think	of	right	now) 3/26/2014	1:47	PM

7 Not	sure.	I've	really	enjoyed	the	c lass	and	it	has	worked	out	for	me. 3/26/2014	1:37	PM

8 Has	improved	from	previous	seasons 3/25/2014	2:54	PM

9 Business	room	is	very	nice	place	to	learn 3/25/2014	2:50	PM

10 I	really	enjoy	this	course 3/25/2014	2:27	PM

11 More	night	c lasses	please! 3/25/2014	2:00	PM
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Q22	Provide	any	additional	comments	on
the	course	or	program:

Answered:	8	 Skipped:	46

# Responses Date

1 Great	course,	good	learning	enviroment	with	l i ttle	to	no	homework.	Learn	something	useful
everyday.

3/26/2014	2:35	PM

2 The	c lass	is	fun	and	interesting 3/26/2014	2:26	PM

3 Mr.Taylor=good	job 3/26/2014	2:21	PM

4 Mr.Taylor	is	a	great	business	teacher.	I'm	enjoying	this	c lass.	Course	is	structured	and	well	taught. 3/26/2014	1:37	PM

5 This	course	is	exactly	what	I	need	to	improve	in	my	current	job 3/25/2014	2:47	PM

6 Smaller	c lass	sizes 3/25/2014	2:28	PM

7 evening	c lasses 3/25/2014	2:03	PM

8 I	am	a	working	mom	who	would	l ike	to	further	my	education	more	options	for	evening	c lasses 3/25/2014	2:00	PM


























	Business Department IPR 2014 Final
	Submitted: MAY 13, 2014
	I. PROGRAM OVERVIEW, OBJECTIVES, AND STUDENT LEARNING OUTCOMES
	The Lassen Community College Business Department [Department] is committed to building quality career technical education [CTE] programs that respond to the needs of the state, regional, and local labor markets through strong curricula, data collectio...
	The Department's mission is to serve our learning communities’ needs for post-secondary business education through quality offerings and programs that prepare students for academic and career technical success.
	Upon completion of an associate degree or certificate, the student will be prepared for a wide range of entry-level positions, have skills leading to promotion from clerical job functions into management positions, and/or be ready to successfully tran...
	The goals of the Department align and support one or more of the 2009-14 Institutional Strategic Goals.
	All Program Student Learning Outcomes link to the Institutional Student Learning Outcomes in one or more ways.  Presented below are the Institutional Level Student Learning Outcomes and their connection to the Program Level Student Learning Outcomes.
	1. Communication - Ability to listen and read with comprehension and the ability to write and speak effectively.
	2. Critical Thinking - Ability to analyze a situation, identify and research a problem, propose a solution or desired outcome, implement a plan to address the problem, evaluate progress and adjust the plan as appropriate to arrive at the solution or d...
	3. Life Long Learning - Ability to engage in independent acquisition of knowledge; ability to access information including use of current technology; ability to use the internet and/or library to access and analyze information for relevance and accura...
	4. Personal/Interpersonal Responsibility - Ability to develop and apply strategies to set realistic goals for personal, educational, career, and community development; ability to apply standards of personal and professional integrity; ability to coope...
	Associate in Science in Business for Transfer
	Associate in Science in Accounting
	Associate in Science / Certificate in Office Administrative Assistant
	Certificate of Accomplishment in Entrepreneurship
	The Department's mission, goals, and student learning outcomes directly support and align with the broader institutional mission, strategic goals, and student learning outcomes.  The Business Advisory Committee [Advisory] re-affirmed these items at it...
	Recommendations / Planning Agenda:
	II.  STUDENT OUTCOMES
	A. Trends and Patterns in Student Outcomes
	The following figures highlight the degrees and certificates conferred across the Departments instructional programs [Appendix B].
	Of the twelve [13] degrees and certificates conferred, the Associate in Science Degree in University Studies with Emphasis in Business Administration accounted for eight [8], the AS-T in Business Administration for Transfer for two [2], A.S. in Accoun...
	The trend suggests a greater demand for higher post-secondary education in the Departments transfer areas.  The AS-Accounting, AS - Admin Office, and Certificate of Accomplishment -Admin Office, each reflect a marginal increase in the demand for termi...
	The Department has experienced an acceptable retention rate through its programs for the past six years; often exceeding institutional retention rate.  The success rate has been lower than average and below institutional rates for most of the years pr...
	The Departments qualitative strategies included a primary undertaking by the Department in the consolidation of courses and offices to a central location on the main campus.  Previously, courses were taught in four different buildings and faculty offi...
	The Department meets regularly in the Center to review a freestanding and an ever evolving agenda covering courses, programs, learning outcomes, student needs, facilities, and  general timelines of implementation and completion.  More importantly, the...
	Another primary undertaking in support student retention and success involved the linking of the career technical student organization [CTSO] Phi Beta Lambda [PBL] to Future Business Leaders of America [FBLA]. FBLA / PBL is one of six currently recogn...
	In addition to expanding work based opportunities through CTSO's, the Department continues to participate in the District's Work Experience program.  Students develop skills with application and gain working knowledge through local business and organi...
	Other Department student learning outcome initiatives include actively enrolling student peers as tutors in the LCC Learning Center, referral and use of services offered through the DSPS program, and greater use of Work Study qualified students in the...
	Recommendations / Planning Agenda:

	B. Student Learning Outcome Assessment
	The Department has been actively engaged in course SLO assessment and continues to support SLO assessment at all levels.  All courses and programs within the Department have developed SLO's and can be mapped to the District's institutional SLO's.  Dur...
	Prior to the 2013 Fall term, the majority of the Department's full-time and adjunct faculty participated in the development, assessment, and publication of SLO's at a course and program level.  During the Spring 2013 term, negotiations between the Las...
	Also beginning Fall 2013, Weave Online and other reporting tools were made available to faculty as the primary platforms used to collect, analyze, revise, and report on course and program level SLO's.  The District has provided ample training and assi...
	Recommendations / Planning Agenda:
	Recommendations / Planning Agenda:
	#1 -  The Department recommends a review of the general student survey document for changes to better capture the data and informational needs of the Department [IPR 2012 Recommendation #12].

	A. Degrees and Certificates
	The Department's economics and law courses also fulfill vocational, transfer, and non-transfer degree General Education requirements in the Area B: Social and Behavioral Science. In addition, the Certificate of Accomplishment in Agribusiness is primar...
	The following occupational outlook information was retrieved March 17, 2014 from http://www.bls.gov/ooh/home.htm, Bureau of Labor Statistics, U.S. Department of Labor, Occupational Outlook Handbook, for years 2012-2022 or from http://www.labormarketin...
	Students who pursue this program are available to choose from a wide variety of occupational categories.  Generally speaking, and upon graduating with a four-year degree, graduates seek employment in one of the functional areas of business as first-li...
	The occupations served by the AS-T Business Administration degree would typically fall into SOC major group codes 11-000 and 13-000. Nationwide, the job growth in these areas are expected to be about as fast as or much faster than average occupations....
	Median wages at a national level for the major occupational groups range from $21.37 per hour for business and financial services in the agriculture, forestry, fishing and hunting industries (NAICS 11) to $66.63 per hour for management positions found...
	These two major groups represent and approximate regionally 11.5 percent (8,250 positions) of the total employment in all occupations (71,390 positions). Many occupational categories found under SOC code 11-000 (Management) are expected to grow slower...
	Median hourly wages and annual salaries for all occupations in the Northern Mountain Region are $17.81 and $37,047 respectfully. For Management Occupations (11-000) median hourly wages and annual salaries were $37.97 per hour and $78,969 per year. Bus...
	The new AS-T in Business is expected to serve as the primary degree for business students seeking a four year degree.  With the additional benefits mentioned previously, the AS-T will replace the University Studies transfer degree by the 2015-16 acade...
	Recommendations / Planning Agenda
	The Associate of Science degree in Accounting supports the student who seeks to enter into the bookkeeping and accounting clerk occupational categories in addition to the student wishing to transfer into a four-year accounting program.  Typical job du...
	Some individuals need only a high school education to begin work in these areas; however, these entry level workers typically find themselves in the lower paying data entry and transaction processing type positions.  As they gain experience, it is com...
	Workers in this occupation have a wide range of tasks. Some in this occupation are full-charge bookkeeping clerks who maintain an entire organization’s books. Others are accounting clerks who handle specific tasks. These clerks use basic mathematics (...
	Technology is transforming the traditional roles of the accounting field.  As better, more integrated, software and information systems emerge, accountants will be valued more for their ability to think critically about computer based information proc...
	Often, responsibilities vary by level of experience. Entry-level accounting clerks may enter (post) details of transactions (including date, type, and amount), add up accounts, and determine interest charges. They also may monitor loans and accounts t...
	Completion of a four-year accounting degree qualifies an individual to pursue a much broader field of employment with greater opportunities.  Jobs found inside these areas normally require great attention to detail and the ability to use computers flu...
	Many accountants and auditors specialize, depending on the particular organization that they work for. Some organizations specialize in assurance services (improving the quality or context of information for decision makers) or risk management (determ...
	Employment of bookkeeping, accounting, and auditing clerks is expected to grow 11 percent from 2012 to 2022, as fast as the average for all occupations. Job growth for these workers is largely driven by overall economic growth. As the number of organi...
	Employment of accountants and auditors is expected to grow 13 percent from 2012 to 2022, about as fast as the average for all occupations. There has been an increased focus on accounting in response to corporate scandals and recent financial crises. S...
	The continued globalization of business should lead to more demand for accounting expertise and services related to international trade and international mergers and acquisitions. Accountants and auditors who have earned professional recognition, espe...
	The median annual wage of bookkeeping, accounting, and auditing clerks was $35170 in May 2012. The median wage is the wage at which half the workers in an occupation earned more than that amount and half earned less. The lowest 10 percent earned less ...
	The median annual wage of accountants and auditors was $63,550 in May 2012. The median wage is the wage at which half the workers in an occupation earned more than that amount and half earned less. The lowest 10 percent earned less than $39,930 and th...
	Required Electives:
	The Associate in Science in Accounting degree program continues to be a high wage, high placement, career technical degree supporting the overall workforce needs of the local service area and broader California. However, the degree has experienced lar...
	Technology is an essential core to the overall program of study. The Department has improved the technological infrastructure with the workstation implementation and is expected to better support transitioning through the program and into the workforc...
	A primary observation noted in the Departments 2012 IPR included a lack of computer skills prior to taking many of more technical, upper level courses.  In particular, computer application knowledge required to apply course content being taught.  Many...
	The Departments 2012 IPR planning agenda items #7 and #8 were furthered during the 2013-14 academic year with the determination that a restructuring of the core courses is required. Both applications courses, CA 31 and CA 32 will be embedded and requi...
	Recommendations / Planning Agenda:
	#2 - Require courses CA 31 and CA 32 as core and re-structure the 2 year program plans to include the courses in a student's first year of study.
	#3 - Require courses ECON 10 and ECON 11 in first year programming and BUS 1A and BUS 1B in second year of the 2 year program plan.
	#4 - Finalize core content requirement course determination in 2014-2015 academic year and submit curriculum changes prior to the 2014-15 academic year end.
	Associate of Science in Office Administrative Assistant
	The Administrative Assistant programs in the Department are designed to define and develop knowledge, skills and attitudes needed by office professionals. The program offers preparation for first-time employment, re-entry, or career advancement. The s...
	Occupational categories targeted by this degree and certificate include administrative assistant and secretarial positions.  While the job descriptions may vary depending on organizational structure and size, core responsibilities include activities s...
	Administrative assistants use a variety of office equipment, such as fax machines, photocopiers, scanners, videoconferencing and telephone systems. In addition, administrative assistants often use computers to do tasks previously handled by managers a...
	At the same time, managers and professionals have assumed many tasks traditionally assigned to administrative assistants such as keyboarding and answering the telephone. Because administrative assistants and administrative assistants do less dictation...
	Administrative assistants should be proficient in typing and good at spelling, punctuation, grammar, and oral communication. Employers also look for good customer service and interpersonal skills because administrative assistants and administrative as...
	High school graduates who have basic office skills may qualify for entry-level secretarial positions. They can acquire these skills in various ways. Training ranges from high school vocational education programs that teach office skills and typing to ...
	Employers of administrative assistants increasingly are seeking candidates with a college degree, as these assistants work closely with top executives. A degree related to the business or industry in which a person is seeking employment may provide th...
	Overall employment of administrative assistants is expected to grow 12 percent from 2012 to 2022, about as fast as the average for all occupations. Employment growth, however, will differ by occupational specialty.  The median annual wage nationally f...
	$47,500 for executive administrative assistants
	$42,170 for legal administrative assistants
	$31,350 for medical administrative assistants
	$32,410 for secretaries, except legal, medical, and executive
	In the Northern Mountain Region (Lassen, Modoc, Nevada, Plumas, Sierra, Siskiyou and Trinity counties) the California Employment Development Department estimates  309 jobs will become available each year under SOC Office and Administrative Support Occ...
	This group represents and approximate regionally 14.8 percent (10,610 positions) of the total employment in all occupations (71,390 positions).
	Median hourly wages and annual salaries for all occupations in the Northern Mountain Region are $17.81 and $37,047 respectfully.  Office and Administrative Support Occupations group code 43-0000 median hourly wages and annual salaries were $16.37 per ...
	Required:
	Required Electives [17 units]:
	The Department faculty believes that the programs are viable program offerings.  Some re-writing of curriculum in CA 31 and CA 32 are needed [subsequent discussion in part B. Courses], in addition to the revise of the computer applications sequencing ...
	Tentatively, inclusion of BUS 2 - Introduction to Business and CA 32 -Computer Applications II course and the removal of the BUS 34A and 34B courses is being targeted.  Faculty believes the re-tooling of the computer applications courses to support Mi...
	Recommendations / Planning Agenda:
	#5 - Finalize core content required course determination in 2014-2015 academic year and submit curriculum changes prior to the 2015-16 academic year end.
	On April 26, 2012, the Department sought approval from the Business Advisory Board to approve the continued development of a small business support Center and the Certificate of Accomplishment in Entrepreneurship under the Faculty Entrepreneurship Gra...
	Required Core Units: 6
	The small business / entrepreneurship initiative included creating partnerships with outside organizations to support local area businesses and entrepreneurs in establishing successful small businesses and promote the areas local economic development....
	Most of the activities thus far have been successful.  Two SBDC workshops in the 2012-2013 academic year had greater than 20 participants with good reviews. [Appendix F].  The EET event drew in more than 100 secondary and post-secondary students.  93%...
	Two of the Entrepreneurship classes, BUS 76 - marketing the Small Business Venture and BUS 78 - The Customer Service Advantage, were initially taught in the Spring 2014 term.  Enrollments totaled three in each course.  The low enrollments have made th...
	Recommendations / Planning Agenda:

	Course Number
	FIRST YEAR
	Total
	Total


	Course Number
	B. Courses
	All courses have been reviewed for accuracy and currency in course content and text during the review period [Appendix H]. No major revisions were made to the course outlines with exception of increasing the prerequisites of ECON 10 and ECON 11 to Ele...
	During the last review period several observations were noted in the Computer Applications [CA 31 and CA32] and Office Procedures [BUS 18] courses that suggest re-tooling and revising is necessary. The Department is currently revising the applications...
	The Records Management [BUS 19] continues to be considered for revision to reduce paper-based management topical areas and include greater electronic data management needed in today's business settings.
	Recommendations / Planning Agenda:
	#7 - Complete the CA31 - Computer Applications I and CA32 - Computer Applications II curriculum changes to align with industry standards for MOS certification.
	#8 - Re-tool BUS - 19 - Records Management to enhance content related to management [retrieval, sharing, and storage] of electronic data and media needed in typical office setting [IPR #.

	C. Scheduling and Enrollment Patterns
	The enrollments in courses offered through the Department have declined in near proportion to the reduction in sections offered over the past five years.  Overall, enrollments have been lower over the past years with stable average enrollments per sec...
	The number of sections has been reduced substantially over the past five years. The recent development of online courses [and consideration to future hybrid courses] should mitigate some of the access and availability issues associated with fewer sect...
	The current Spring 2014 term included an exploratory BUS 13 course offering at the Public Service Training Center located next to Lassen high School.  The location strategy was to build enrollment interest in the Departments offerings during the secon...
	Recommendations / Planning Agenda:

	D. Articulation and Integration of Curriculum
	BUS 1A - Accounting Principles – Financial
	BUS 1B - Accounting Principles – Managerial
	BUS 22 - Business Law
	ECON 10 - Macro-economics
	ECON 11 - Micro-economics
	BUS 2 - Introduction to Business
	BUS 27 - Business Communications
	CS 1 - Computer Literacy
	The Department maintains a fair number of articulation agreements given its size and breath of program.  All courses have been reviewed for transferability during in the current review period with no resulting changes.  All new courses are reviewed fo...
	Recommendations / Planning Agenda:

	E. Equipment
	The classrooms and instructors are equipped with teaching technologies such as smart boards, laptops docking stations, document cameras, and various devices in all classes used by the Department. Recent Perkins IV funding purchased student workstation...
	The business lab workstation purchase has been the largest infusion of equipment in over ten years. The implementation has greatly improved the Departments ability to instruct students in the technology driven environment of business.  However, the De...
	The property and equipment inventory currently associated with the Department includes the following:
	Recommendations / Planning Agenda:
	IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY PROGRAM STAFF [Educational Master Plan]
	SECTION TWO: HUMAN RESOURCE PLANNING.

	Department faculty
	Garrett Taylor, Tenure Faculty Member
	Ken Theobald, Tenure Faculty Member
	Kam Vento, Tenure Faculty Member [partially assigned]
	Dianna Winkler, Adjunct Faculty Member
	Joanna Beckman, Adjunct Faculty Member

	Department Advisory Board
	Tom Gauthier - Author / Management Consultant
	Chris Sullivan - Alliance For Workforce Development
	Richard Sorem - Attorney at Law / Roseberry House Owner
	Maria Nye - Vice President Plumas Bank
	Aaron Dixon - Tribal Council / Diamond Mountain Casino
	Tory Fischer - Office Manager / Singletary Auman
	Dawn Egan - LHS Faculty / FBLA Advisor
	Brian Wilson - Insurance / State Farm
	Recommendations / Planning Agenda:
	Opportunities for District provided professional development have been plentiful through Flex activities and the newly established TECC collaboratory.  Department Faculty continues to participate in trainings in support of faculty driven learning.  Th...
	Recommendations / Planning Agenda:
	#12 - Request Department faculty receive a stipend to cover costs directly related to continuing professional education [CPE] and the currency of holding a professional credential and/or designation.
	D.  PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY PROGRAM STAFF [Human Resources Master Plan]
	The majority of Department courses are now scheduled in Creative Arts Building room CA-123A.  The recent classroom assignment has greatly enhanced the students learning environment with centralization of the Departments operations.  The classroom has ...
	A few of the needs of the CA 123A classroom and Center include;
	 old lighting equipment and wires need removal
	 Beltran Lighting Distribution Center needs removal
	 several of the walls need, repair, spackling, and paint
	 the floor needs re-furbishing and/or replacement.
	 sound from the adjacent classroom needs mitigation.
	In addition, the Department would like to purchase and install several enhancements to the classroom including;
	 A job board to help students transitioning into the workforce with greater support in job placement.
	 Shelving in the Center and classroom to house and make more assessable outreach materials and educational information.
	Identified in the 2012 IPR was the institutional need for air conditioning and appropriate heating in the Creative Arts Building.  Extreme temperature differences exist throughout the year with the most troublesome being early fall and late spring whe...
	Recommendations / Planning Agenda:
	#13 - Request funding to address classroom infrastructure improvements, $10,000.
	#14 - Request funding to purchase and/or construct a job board, $1,500.
	#15 - Request District fix heating and cooling systems feeding classrooms.
	IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY PROGRAM STAFF [Facilities Master Plan]
	The operating system and applications used in the lab is hosted on an institutional server.  Currently, software has been standardized and confined to the basic requirements of the core courses.  The Department believes the integration of industry sta...
	Recommendations / Planning Agenda:
	IV. PRIORITIZED RECOMMENDATIONS FOR IMPLEMENTATION BY PROGRAM STAFF [Technology Master Plan]
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