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EXHIBIT 1
Labette Community College
Board of Trustees Meeting Agenda
Thursday, May 6, 2021
5:30 p.m.
Cardinal Event Center

Adopticn of Agenda

................................................................................................ (Exhibit 1)
Approval of April 8, 2021 Regular Meeting MinUEES ...........o.cooveuveeviverererreereens (Exhibit 2)
Reports and/or Board Discussion
A. Faculty Senate Report
B. Administrative Reports
i. Budget Assumptions for 2021-2022
C. President’s Report
Old Business (Action, Report, or Discussion)
New Business (Action, Report, or Discussion)
A. Business Administrative Technology Program ReVieW........co.coocoovve..... (Agenda Item V.A.)
(Exhibit 3)
B. Diagnostic Medical Sonography Program ReView .............cccccoeeeeevenen... (Agenda Item V.B.)
(Exhibit 4)
C. Policy Review and AOPLION .........ccueveveeeeeeeeeeececeeeeeseeee e s ereens (Agenda Item V.C.)
(Exhibit 5)
D. Professional Staff Employment Letter .......ooeoveevveeeeeececeeeeee e, (Agenda ltem V.D.)
(Exhibit 6)

B APProval Of BillS ..o, (Agenda Item V.E.)

(Exhibit 7)

Public Comment

The Board of Trustees agenda shall contain one opportunity for public comment. This structure
has been designed to provide the public with an opportunity to comment on any topic. The Chair
of the Board explains the Board’s approach to the public comment with the following statement:
“At this time we invite anyone in the audience to speak to the Board about any item or concern
that pertains to the college. By policy, at this time the Board will not take any action on any item

or concern, but we will be happy to take it under advisement for possible future action.” The
Board also retains the right to set time limits on public comment.
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In the event that a large number of citizens are present and wish to speak in favor or in opposition
to an issue before the Board, the Board reserves the right to poll the number of citizens in favor of
and in opposition to the issue at hand as well as to limit the number of spokespersons
representing opposing viewpoints. The Board also retains the right to set time limits as deemed
appropriate.

VII. - Executive Session for the purpose of discussing employer-employee negotiations.

I move we recess into executive session at (time) for
minutes for the purpose of discussing employer-employee

negotiations.

The Board will return to open meeting at in this room.

The executive session is required to protect the public interest in negotiating a fair and equitable
contract,

VIIIl. - Executive Session for the purpose of discussing non-elected personnel to protect the interests of
the individual(s) to be discussed.

[ move we recess into executive session at (time)for
minutes for the purpose of discussing personnel matters

of nonelected personnel.

The Board will return to open meeting at in this room.

The executive session is required to protect the privacy interests of the individual(s)
to be discussed.

IX.  Next Regular Board Meeting: Thursday, June 10, 2021, 5:30 p.m., Cardinal Event Center

X. Adjournment
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LABETTE COMMUNITY COLLEGE
Board of Trustees Minutes
April 8, 2021

The Board of Trustees met at 5:30 p.m. on Thursday, April 8, 2021 in the Cardinal Event Center.

Members Present
Mr. Rod Landrum
Mr. David Winchell
Mr. Pat McReynolds
Mr. Carl Hoskins
Mr. Montie Taylor
Mr. Mike Howerter

Others Present

Dr. Mark Watkins Bethany Kendrick Janice Every
Tammy Fuentez Theresa Hundley Lindi Forbes

Dr. Jason Sharp Kara Wheeler : Kevin Doherty
Leanna Doherty Aaron Keal Colleen Williamson
Aaron Hight (via Zoom) Karen Barger Melissa Kipp

Cole Proehl Terry Leroy Peyton Simpson

Brenna Hoppes

Jennifer Thompson recorded the minutes.

Adoption of Agenda (ACTION ITEM)
Chair Landrum asked for changes or additions to the presented agenda. Dr. Watkins indicated the
agenda had been revised with the addition of old business and one additional new business agenda

item, as well as an executive session, Mr. Winchell moved to approve the agenda as amended. Mr.
Hoskins seconded and motion carried 6-0:

Approval of Regular Meet'i"ng Minutes (ACTION ITEM)
Chair Landrum asked for corrections or additions to the March 11, 2021, regular meeting minutes,

Mr. Hoskins moved to apprové the minutes as presented. Mr. Taylor seconded and motion carried
6-0.

Approval of Special Meeting Minutes (ACTION ITEM)
Chair Landrum asked for corrections or additions to the April 7, 2021 special meeting minutes, Mr.

Winchell moved to approve the minutes as presented. Mr. Hoskins seconded and motion carried 6-
0.

Reports and/or Board Discussion
Faculty Senate Report
None
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Student Government Association Report
Peyton Simpson gave a short Student Government Association report.

Administrative Report

Comparison of expenditures to the budget — Leanna Doherty had placed the January financial report
at the table. At the end of March, we were 75% through the year. The general fund was 62%
expended and the technical education/vocational fund was 66% expended. She invited questions
from the Trustees and welcomed phone calls at a later date.

President’s Report
President Watkins gave a short report.

Old Business (ACTION, INFORMATION OR DISCUSSION ITEMS)
Setting the GMP

Mr. McReynolds moved to untable the discussion on setting the GMP. Mr. Hoskins seconded and
the motion carried 6-0.

Mr. McReynolds moved to accept the GMP of $5,688,996. Mr. Winchell seconded and motion
carried 5-1. (Howerter abstained)

Mr. McReynolds also moved to approve the FF&E/Soft Cost Total Cost of $475,445 as well as an
additional year of student fees going to the capital campalgn Mr. Winchell seconded and the
motion carried 5-1. (Howerter)

Mr. McReynolds moved that the board approve any additional student fees to pay for athletic
complex construction project. Mr. Hoskins seconded and the motion carried 6-0.

Purchase of Bleachers

Mr. Howerter moved to untable the discussion on purchasing bleachers. Mr. McReynolds seconded
and the motion carried 6-0.

After some discussion, Mr. Wincheli moved to forgo the normal bid process and approve the
purchase of Bleacher Replacements from Mid-States School Equipment Co. Inc at a cost of $83,406.
Mr. McReynolds seconded and motion carried 5-1. (Howerter)

Mr. McReynolds moved to approve the name of the new athletic facility to the Zetmeier Family
Athletic Complex. Mr. Winchell seconded and the motion carried 6-0.

New Business (ACTION, INFORMATION OR DISCUSSION ITEMS)
Appointment of ADA Coordinator

Mr. Taylor moved to approve the appointment of Karen Barger, Assessment Coordinator/ESL,
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Literacy and Technology, as the new ADA coordinator. Mr. Winchell seconded and motion carried 6-
0.

Graphic Design Program Review

Mr. Hoskins moved to receive the Graphic Design Program Review. Mr. Winchell seconded and
motion carried 6-0.

Approval of Bills

Mr. McReynolds moved to approve the Claims Register. Mr. Taylor seconded and motion carried 6-
0.

Professional Staff Hire Approval

Mr. Winchell moved to authorize the administration to fill the position of Workforce Allied Health
Coordinator. Mr. Hoskins seconded and motion carried 6-0.

Public Comment

Mr. Taylor noted that Great Southern Bank will not be bidding on the financing of the new athletic
facility as to not create the appearance of a conflict of interest.

Mr. Cole Proehl mentioned that he thought the athletic facility was great for the community and
that the college has done a wonderful job pulling it all together.

Executive Session for the purpose of discussing non-elected personnel to protect the interests of the
individual(s) to be discussed. - :

Mr. Howerter moved tp recess into execi"i“tive session at 6:43 pm for 15 minutes for the purpose of
discussing personnel matters of nonelected personnel.

The Board will return to open meeting at 6:58 pm in this room. Dr. Watkins, Leanna Doherty, Dr.
Jason Sharp and Janice Every were invited to stay.

The executive session-ié required to protect the privacy interests of the individual(s) to be
discussed.

Mr. Taylor seconded and motion carried 6-0.

Reconvened into open session at 6:58 pm.

Next Board Meeting: Date, Place, Time, and Tentative Agenda ltems

Chair Landrum reminded everyone of the next regular meeting of the Board of Trustees scheduled
for May 6, 2021 at 5:30 p.m., Cardinal Event Center.
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Adjournment

Mr. Hoskins moved to adjourn the meeting at 7:00 pm. Mr. Howerter seconded and motion carried
6-0.

Jennifer Thompson, Clerk of the Board



Agenda ltem #: V.A,

Date: May 6, 2021

SUBJECT

Program Review: Business Administrative Technology

REASON FOR CONSIDERATION BY THE BOARD

Part of the Board’s responsibility is to maintain oversight on the quality of the academic and

administrative programs and services. This has been an on-going feature of our regular Board
meetings.

BACKGROUND

The purpose of a program review is to assess the quality of our academic offerings as well as to
assess program strengths and weaknesses. The program review report format will more
accurately reflect the mission of the college, to “provide quality learning opportunities in a
supportive environment,” at a reduced cost, thus increasing our efficiency.

PRESIDENT’S RECOMMENDATION

Lori Ford, Office Technology Instructor, will review this information with you.
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Executive Summary
(Include the major changes from previous program review.)

The goal of the Business Administrative Technology program is to provide students with
up-to-date administrative support skills used in today’s business and medical offices.
This goal is achieved through the offering of Administrative Assistant and Medical

Administrative Assistant AAS degrees and Clerical Assistant and Medical Office Assistant
certificates.

Since the previous program review, the department name changed to Business
Administrative Technology, and changes were made in the curriculum of both the

degrees and the certificates. Most courses in the program are now available to students
online or as hybrid courses.

Another significant change is that Lori Ford’s teaching load changed so that she is
teaching a full-time load and no longer splitting her load between teaching and

academic advising. She now has one office located on the third floor near the third-
floor computer labs.

The Business Administrative Technology program has a number of strengths including
the extensive work experience of the instructors

the job opportunities in the local area

the availability of online courses to meet the needs of working students

the utilization of the Office Proficiency Assessment Compilation (OPAC) software
for assessment data

The Business Administrative Technology currently does not meet the Perkins
requirement for funding. To date, none of the similar programs in community colleges in
Kansas meets the required tiered/non-tiered course criteria. Marketing and visibility of
the program continue to be areas to strengthen.

Opportunities exist to develop new software courses that appeal to the general
workforce, explore offering related programs such as Billing and Coding and Medical
Assistant, and to provide more outreach to students at the Cherokee Center.



Table of Contents

EXCCULIVE SUMIMIATY ........cooviriireitinsiesi et eeese e s s e s oo oo 3
Introduction t0 PIOZIAIM..........couvvumiveiureieeeeeeceeeeee e 5
A.  Program Relation to College Mission, Core Values, and Strategic Plan............. 6
B.  Program Recognition/AcCreditation..................overoeeoeveeovveesoeooooeoooooooooooo) 7

C.  Program/Discipline Demand/Need ................ooreeeermrommrvososseeoeeosooeoeoosesooeoon 7
D.  Summary Statement of Faculty QUalifications «...............ooveooveooeooeooooooooooo 8
E. Faculty RECOZNILION .........vvueeceeieiieeeeeeeeee e 8

F.  How Does the Discipline Use Professional Development?.........coooeueueeeereeenen. 9
G.  Student ENroliment............owvueuevueiesieceeeeeeeeseess oo 9
H.  Program ASSESSMENt .............ovueveeiveceeeeeeeeeer e eeeeseeeeee oo oo 12
Administrative Assistant Program’s Combined Program Outcomes........................ 13
Medical Administrative Assistant Program’s Combined Program Outcomes ......... 14
Program Matrix: Business Administrative Technology «..vvveeececeee v, 16
AdMIniSrative ASSISTANL........c.v.ovveerverieeeeesees e 16
Program Matrix: Business Administrative Technology ......c.covvevevieveeeeeeeeereeenn 17
Medical AdminiStrative ASSIStANL.................oveoveerereesreeeeoeoeooooeoeooeooeoeeoeeoeeooo 17
COUISE OULCOMES .......ouerereereniaaiiseessese e oo eee oo eee s 18
EIECHIVES .....ooooee et e e e 23

L Learmning RESOUICES. ... .cv.uevuiveeierreeceeieees e eeeeeee oo oo 24

o PARETSHIPS ...oo.. e 24
Review of Previous ACtion PIan ..................ov.uveeeeeeeeooeesoeeeoeeeoeeoeoeoooooeeoeeooooeooeoo 25
SUMMARY REPORT: Strengths, Weaknesses, Opportunities, Challenges................... 27
Program Action PIAIN...........ouuiuuoueeeeeeeeeeeee oo 29
APPENAIX Az LiSt Of COUISES ..vuvrvvevarerrieeceeeeeeeee oo eeeeese oo, 31
Appendix B: Faculty in Program QUalifications .................ooooveoooooooooooeoooooo 32
Appendix C: K-TIP Data Reported to KBOR ......o..oovoveoooooooooooeoo 33



ACADEMIC PROGRAM/DISCIPLINE REVIEW
Labette Community College

Introduction to Program

The Business Administrative Technology (BAT) department offers the following degrees
and certificates:

e AAS Administrative Assistant

e AAS Medical Administrative Assistant
e Certificate, Clerical Assistant

¢ Certificate, Medical Office Assistant

Courses are taught by one full-time faculty and several adjunct instructors who teach
specialized courses. The full-time instructor also teaches Computer Concepts and

Spreadsheets (Excel). These courses are in the computer science department and are
required of BAT majors.

Many courses have become hybrid or online to accommodate the students who:
e work full-time and are updating skills or changing career paths
e stay at home with their children while seeking an education
e live a distance from Parsons {Pittsburg, Independence, Columbus, etc.).
Students may still come onground to work in the fabs if that is their preference.

Business Office Applications and Medical Office Applications are blocked, and the
College Keyboarding and Formatting courses are blocked. A blocked course means that

they are scheduled at the same time, and the two courses represent one class for
teacher load.

Online Hybrid Onground Arrangement
Office Procedures Business Math Business Office Internship
Medical Terminology Accounting
Advanced Medical Business Office Apps
Terminology Medical Office Apps

Medical Coding ICD

Medical Coding CPT College Keyboarding
Word Processing Formatting

(Word)
Business English

Several changes have been made since the last program review:

1. The department name Office Technology was changed to Business
Administrative Technology.
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The full-time instructor load was changed to full-time teaching; before, the load
was split between general academic advising and teaching/coordinating duties.
Several courses have had name changes and modifications to the curriculum.
Business Math was approved as a hybrid course.

Office Internship changed to a one-credit hour course for all students: paid or
unpaid internships.

A department Twitter feed was created @LCCBusTech and a new hashtag
#OfficeJobsLCC was added to identify local office job postings.

The department website was modified to include job profiles and the
department Tweets page for those who do not use Twitter.

Advising worksheets were created in Excel to better track students’ progress.
These worksheets have improved advising by email and are used in the degree-
check process.

A. Program Relation to College Mission, Core Values, and Strategic Plan

The department goals match the mission statement, core values, and strategic planning
in the following ways:

Quality Learning Opportunities (Core Value 1)

O
)
O

Hands-on activities, simulations, and active learning
Specialized courses taught by adjunct faculty in the field
Practical applications using appropriate technology

Supportive Environment (Core Values 1,4,5)

@)
O

A full-time instructor maintains office hours and is available to students
Communication is encouraged through e-newsletters, email, phone calls, virtual
meetings, a department Twitter feed, and office visits

Student work is recognized through public displays on bulletin boards and
posted in online course announcements

Job postings are posted on a bulletin board, shared via email, and posted on the
Twitter feed

Changing World (Core Values 1,2,3)

O
0]

Software is generally updated every three years

Program curriculum and course curriculum are reviewed and revised to reflect
new trends and needs; i.e., OneNote Notebook, Google Forms, Medical Office
Simulation software, etc.

An office internship provides real-world office experience

Videos and discussion topics include the changing world of the office
professional: virtual workplace, records management, and office
communications

Work Ethic curriculum (promoted by KBOR) has been adopted in the Office
Internship class



B. Program Recognition/Accreditation

As a department of Labette Community College, the Business Administrative Technology
department is accredited by the Higher Learning Commission.

C. Program/Discipline Demand/Need

The following information was accessed from the Occupational Outlook Handbook on
the bls.gov website for the occupation group Office and Administrative Support
Occupations.
Office and Administrative Support Occupations
Employment in office and administrative support occupations is projected to
decline 5 percent, with a loss of about 959,700 jobs from 2019 to 2029.
Technology is expected to substitute or supplant some functions that workers in
office and administrative support occupations do. Despite projected employment
declines, however, openings are expected to result from the need to replace

workers who transfer to other occupations or exit the labor force, such as to
retire.

The median annual wage for office and administrative support occupations was
$37,580 in May 2019, below the median for all occupations of $39,810.

There are many opportunities for students to find jobs in many occupations and sectors
of our society (businesses, government, schools, and other organizations). Many of the
specific occupation profiles state the following: “Despite projected declines in
employment, opportunities for these workers should be plentiful due to the need to
replace workers who leave this large occupation.”

2019 - 2029
Occupational Title Change%*
Secretaries and administrative assistants -9%
Executive secretaries and executive administrative assistants -20%
Legal secretaries and administrative assistants -22%
Medical secretaries and administrative assistants 10%
Secretaries and administrative assistants, except legal, medical, and
executive -10%
Receptionists 4%
Information clerks -3%
Court, municipal, and license clerks 5%
Human resources assistants, except payroll and timekeeping -5%
Information and record clerks, all other 3%
Financial Clerks 0%
Bookkeeping, accounting, and auditing clerks -6%




Occupational Resources: Bureau of Labor Statistics, U.S. Department of Labor,
Occupational Outlook Handbook, (visited January 30, 2021).

htips:/iwww.bls.sov/ooh/Office-and- Administrative-Support/home. him
hitps://www.bls.sov/ooh/office-and-administrative-support/secretaries-and-administrative-assistants. htm
hitps:.//www.bls. vov/ooh/office-and-administrative-suppori/receptionists.htm
https.//www.bls. covioohiofiice-and-administrative-support/information-clerks.htm
1
1

hitps://www.bls.gov/ooh/office-and-administrative-support/financial-clerks. htm
hips:/www.b

s.gov/ooh/office-and-administrative-support/bookkeeping-accountine-and-auditing-clerks.htm

Impact on other LCC Departments

Students in this program take general education courses when pursuing a degree.
Computer Concepts & Applications (COMP) and Business Communications (BUAD) are
required of both AAS degrees. Recommended electives include business, computer, and
accounting courses. Students in the medical administrative assistant program may take
up to three credit hours of HEAL or NURS courses for concentration electives.

Students majoring in athletic training and physical therapist assistant take the OTEC 124
Medical Terminology course.

D. Summary Statement of Faculty Qualifications

Lori Ford is the sole full-time faculty member in the Business Administrative Technology
Department. She holds an AS Degree in Office Administration, BSE Degree in Business
Education, a BSBA degree in General Business, and an MSE in Technical Education,
Workforce Development. She has office and business work experience as an office
assistant, accountant/office manager, coordinator, director of workforce, and academic
advisor. She has taught business, secretarial, accounting, computer science, and office
technology courses both at a business school and at LCC.

All adjunct faculty meet or exceed the LCC minimum requirements for education, and all
have work-related experience in the field.

E. Faculty Recognition

The full-time instructor completed the following training and certification testing:
o Completed training offered by the Center for Work Ethic Development and is a
Nationally Certified Work Ethic Trainer (2016)
o Completed certification tests and is a Microsoft Office Specialist certified in
Excel, Word, and PowerPoint (2017, 2018)



F. How Does the Discipline Use Professional Development?

Membership dues to the National Business Education Association are paid each year.
Funds were also used for the following:
o 2018, Mountain-Plains Business Education Association Conference, Omaha
o 2018, reimbursement for a laptop with Windows 10 and Office 2016 installed
o 2016, Mountain-Plains Business Education Association Conference, Kansas City

G. Student Enrollment

1. Number of students admitted to the program/declared majors and
program completers and transfer/licensure rates.

Administrative Assistant Degree and Clerical Assistant Certificate

Students Admitted* Program
Majors who have not completed | Program Completers ; Completers with
Year the program with AAS Certificate
2016 3 5
2017 2 N 8 .
2018 2 1
2019 4 0 1
2020 2 4
| Total 13 18 1

Medical Administrative Assistant and Medical Office Assistant

~
Students Admitted* Program Program
Majors who have not completed Completers with Completers with
Year the program AAS Certificate
2016 4 4 2
2017 4 3 0
2018 5 8 0
2019 4 3 1
2020 4 4 0
Total 21 22 3

*NOTES about the Students Admitted column:
1. There is no admittance requirement for this program.
2. These numbers reflect the following students who:
A. Declared a major in the program
B. Have not yet graduated
C. Did not change their major during the five years
3. See Appendix C for the number of declared majors in the program.

2. What recruiting and retention strategies are used by the
program/discipline?



© An email is sent to any student who expresses interest in the program providing
links to the program descriptions and programs of study.

o Advising emails are sent two to three times per semester to all advisees

regarding upcoming calendar events, information about courses, names of

graduating students and those receiving certificates, and other program

information.
o The bulletin board by the instructor office is changed frequently with

information about career paths, work ethics, course descriptions.

o The Jobs bulletin board is updated weekly with local job openings in business,

accounting, and office administration; ads are also posted on the Twitter feed.

O Advising meetings are scheduled onground, by phone, and virtually.

3a. Total number of students by course per year.

Course Course Name 2016 | 2017 | 2018 | 2019 | 2020 | Total
OTEC 102 | Coflege Keyboarding* : SoREndlE e Rl 13
OTEC 106 | Formatting® 17 11 ¢ 200 T30 81
OTEC 111 Records Management & Database Apps 13 13 6 11 43
OTEC 113 Business Accounting 8 7 7 5 6 33
OTEC 119 Business Math 8 12 8 6 11 45
OTEC 121 Office Procedures 14 7 5 11 9 46
OTEC 122 Office Internship | (arrangement) 8 8 5 4 7 32
OTEC 123 Office Internship Il 2 2
OTEC 124 Medical Terminology 107 | 134 | 166| 148 | 115| 670
OTEC 125 Advanced Medical Terminology 6 16 6 9 10 47
OTEC 127 Transcription Skills** 12 11 23
OTEC 128 Medical Transcription** 2 8 3 4 17
OTEC 133 Medical Coding ICD 6 12 7 7 7 39
OTEC 134 Medical Coding CPT (prorated) 7 3 4 14 |
OTEC 136 Business Office Applications* 9 1 3 3 4 20
OTEC 137 Medical Office Applications* S 7 7 5 2 26
OTEC 138 Legal Office Applications** 1 2 1 4
OTEC 140 Business English** 15 8 14 37
OTEC 155 Word Processing (Microsoft Word) 10 16 3 9 12 50
Grand Total 228 | 265 | 253 | 236 | 230 1212 |

*These are blocked courses (taught at the same time and count as one class for load).

**The one-credit hour Transcription Skills was replaced with the three-credit hour
Business English in 2018.
***Medical Transcription and Legal Office Applications are now offered infrequently
and by arrangement.
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3b. Mean class size of courses per year.

Course Course Name 2016 | 2017 | 2018 | 2019 | 2020
OTEC 102 College Keyboarding 2 1 4
OTEC 106 Formatting 17 5 3 5 5
OTEC 111 Records Management & Database Apps 13 13 6 11
OTEC 113 Business Accounting 4 7 7 5 6
OTEC 119 Business Math 4 12 8 11
OTEC 122 Office Internship | {arrangement) 4 2 i 2
OTEC 123 Office Internship Il 2
OTEC 124 Medical Terminology 15 14 13 14 16
OTEC 125 Advanced Medical Terminology 6 16 6 9 10
OTEC 127 Transcription Skills 12 11
OTEC 128 Medical Transcription 2 8 3 4
OTEC 133 Medical Coding ICD 6 12 7 7 7
OTEC 134 Medical Coding CPT (prorated) 7 3 4
OTEC 136 Business Office Applications 3 al 3| 4
OTEC 137 Medical Office Applications 5 7 5| 2
OTEC 138 Legal Office Applications 1 1
OTEC 140 Business English 15 8 14
OTEC 155 Word Processing (Microsoft Word) 10 16 3 9 6
Grand Total 124 | 133| 96| 92| 106

4. Total number of program students sorted by main campus,
concurrent, online, and Cherokee per year.

Campus 2016 2017 2018 2019 ] 2020

Main/Hybrid* 54 54 41 36 59
Concurrent** 19 26 63 45 52
Online** 155 185 149 155 119
Cherokee 0 0 0 0 0
Total 228 265 253 236 230
*Hybrid 28 23 16 17 46
**Med Term 107 134 166 148 115

*The number of hybrid courses increased {online/onground).
**Medical terminology includes concurrent courses and online concurrent

courses.
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5. Number of courses and percentage of courses taught by full-time
and adjunct instructors in the discipline. (Five-year total)

Course Code Course Title Full-time | Adjunct
OTEC 102 College Keyboarding 4 1
OTEC 106 Formatting 4
OTEC 111 Records Management & Database Apps. 4
OTEC 113 Business Accounting 6
OTEC 119 Business Math 2 4
OTEC 121 Office Procedures 3 3
OTEC 122 Office Internship | 14
OTEC 123 Office Internship Il 1
OTEC 124 Medical Terminology 45
OTEC 125 Advanced Medical Terminology 5
OTEC 127 Transcription Skills 1 1
OTEC 128 Medical Transcription 4
OTEC 133 Medical Coding ICD 5
OTEC 134 Medical Coding CPT 3
OTEC 136 Business Office Applications 5
| OTEC 137 Medical Office Applications 5
OTEC 138 Legal Office Applications 3
OTEC 140 Business English 3
OTEC 155 Word Processing (Microsoft Word) 6
Total 59 77
Percentage 43.4% 56.6%

The full-time instructor also taught sections of COMP 110 and COMP 120. The ratio of
full-time to adjunct changed in 2018 after the full-time instructor began teaching more
of the OTEC courses: Office Procedures, College Keyboarding & Formatting, and

Business Math.

H. Program Assessment
What are the Program Outcomes Results?

Program data is based on course outcomes results. Refer to Appendix A for
program courses.

The following information is provided by the Academic Affairs Office:

12



Administrative Assistant Program’s Combined Program Outcomes

1.

Students will be able to communicate effectively in a written or oral manner in
the business environment.

Students wiil develop and demonstrate workplace skills and knowledge of job
expectations: effective job-hunting skills, teamwork, ability to meet deadlines,
and ethical behavior.

Students will analyze, interpret and evaluate data necessary to solve problems
using a variety of appropriate tools.

Students will demonstrate the ability to use technical skills and technology.

Students will perform computation skills and financial analysis appropriate to the

business environment.

Students will gain specialized training in advanced software and business
knowledge needed to work as an administrative assistant or in a legal office.

Bus. Admin. Assistant Program Outcomes' %, 2016-2020
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Bus. Admin. Assist. Program Outcomes' %, 5 Year Totals
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Medical Administrative Assistant Program’s Combined Program
Outcomes

1. Students will be able to communicate effectively in a written or oral manner in
the business environment.

2. Students will develop and demonstrate workplace skills and knowledge of job
expectations: effective job-hunting skills, teamwork, ability to meet deadlines,
and ethical behavior.

3. Students will analyze, interpret and evaluate data necessary to solve problems
using a variety of appropriate tools.

4. Students will demonstrate the ability to use technical skills and technology.

5. Students will perform computation skills and financial analysis appropriate to the
business environment.

6. Students will gain specialized training needed to workin a medical office
environment.
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Revised 7/26/2017

Program Matrix: Business Administrative Technology
Administrative Assistant

e Program | Program | Program | Program Program | Program
Course Name Outcome | Outcome | Outcome | Outcome | Outcome | Outcorme
Number
1 2 3 4 5 6
BUAD 110 | Business 1,2,3
Communications
COMP | 110 | Computer Concepts & | 4,7 5,6 1,2,3,8,9
Applications
COMP | 115 | Spreadsheets 12 3
{Microsoft Excel)
OTEC 106 | Formatting 1,2,3,4,5,6
OTEC 111 | Records Mgmt & 4 1,2,3,5,6
Dbase Conc
OTEC 113 | Business Accounting 1,234
OTEC 119 | Business Math 2,3,4,5,6
OTEC 121 | Office Procedures 5 1,2 3 4
OTEC 122 | Office Internship | 3,56,89 | 1,2,4,7
OTEC 136 | Business Office 4 5 2 1,3,6
Applications
OTEC 140 | Business English 1,23
OTEC 155 | Word Processing 1,23
{Microsoft Word)
ACCT 112 | Financial Accounting 1,23
ACCT | 121 | Computer Accounting 1
BUAD | 101 | Introduction to 8 2,9 7 1,3,4,5,6
Business
COMP | 120 | Computer Information 1,234
Systems
OTEC 102 | College Keyboarding 1,234
COMP | 192 | Database Concepts 12,345
{Microsoft Access)
OTEC 123 | Office tnternship |l 1,2,3,4,5,
6,7
OTEC 138 | Legal Office 4 5 2 1,3,6
Applications
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Program Matrix: Business Administrative Technology

Medical Administrative Assistant

Course Program | Program | Program Program Program Prqgram
Course Name Outcome | Outcome | Outcome | Outcome | Outcome | Outcome
Number
| 2 3 4 5 6
BUAD 110 | Business 1,23
Communications
COMP 110 | Computer Concepts & | 4,7 5,6 1,2,3,8,9
Apps
OTEC 106 | Formatting 1,2,3,4,5,6
OTEC 111 | Records Mgmt & 4 1,2,3,5,6
Dbase Conc
OTEC 113 | Business Accounting 1,234
OTEC 119 | Business Math 2,34,506
OTEC 121 | Office Procedures 5 1,2 3 4
OTEC 122 | Office Internship | 3,5,6,8,9 | 1,247
OTEC 124 | Medical Terminology 1,23
OTEC 125 | Adv. Medical Term 2 134
OTEC 128 | Medical Transcription 1 2,3
OTEC 133 | Medical Coding 1,2,34,5
,6
OTEC 134 | Medical Coding CPT 1,23
OTEC 137 | Medical Office 4 5 2 1,3,6
Applications
OTEC 140 | Business English 1,2,3
OTEC 155 | Word Processing 1,23
(Microsoft Word)
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Course Outcomes
Core Courses for both Programs

BUAD 110 BUSINESS COMMUNICATIONS

1.

Demonstrate an understanding of communication fundamentals as related to
business.

Demonstrate effective business writing skills.

Demonstrate effective collaborative communication appropriate to the
workplace, both oral and written.

COMP 110 COMPUTER CONC & APP

Fa WD

9.

Identify the specifications and configurations of computer hardware.
Identify the role of an operating system.

Use the Internet to find information and determine its credibility.

Use word processing software to create, edit, and produce professional
documents.

Create spreadsheets and charts for problem-solving.

Utilize a database.

Use presentation software to create, edit, and produce professional
presentations.

Identify the ethical and social standards of conduct regarding the use of
information and technology.

Identify security threats and solutions.

OTEC 106 FORMATTING

N A WN e

Increase and improve keyboarding speed and accuracy.
Format report documents.

Format correspondence documents.

Format tables documents.

Format and use design business forms.

Demonstrate ability to quickly format documents.
Demonstrate knowledge of formatting rules.

Perform workplace competencies.

OTEC 111 RECORDS MANAGEMENT & DBASE CONC

1.

Describe proper guidelines and processes for controlling a records management
program and maintaining electronic records.

Describe records management and define the important processes and terms of
a records management program.

Organize data efficiently by using Access database management systems.
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6.

Perform workplace competencies

Store and retrieve records using manual procedures of the alphabetic, subject,
geographic, numeric and chronological methods of record management.

Use electronic records systems to manage documents and files.

OTEC 113 BUSINESS ACCOUNTING

1. Complete payroll information.
2. Complete the necessary steps to control cash.
3. Complete the steps in the accounting cycle.
4. Use special journals.
OTEC 119 BUSINESS MATH
1. Develop 10-key office machine skills needed for entry-level office positions.
2. Perform workplace competencies
3. Solve accounting mathematical problems
4. Solve banking and financial mathematical problems
5. Solve consumer/personal mathematical problems
6. Solve marketing mathematical problems
7.

Use basic computational skills to solve business related mathematical problems

OTEC 121 OFFICE PROCEDURES

1.

i

Analyze the interaction of people, equipment, and procedures to critical support
responsibilities.

Cultivate personal qualities for business and office careers.

Manage business information for rapid retrieval and processing.

Manage personal productivity through communication and time management
principles.

Process written documents from creation to distribution.

OTEC 122 OFFICE INTERNSHIP 1

© W NN R WN R

Analyze work experience.

Develop a personal profile and identify transferable skills
Examine career directions and identify experience gaps
Find potential employers and job leads

Gain work experience through on-the-job training.
Participate in a mock interview.

Perform administrative duties in a timely manner.
Perform workplace competencies.

Prepare for job hunting and develop on-the-job skills.
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OTEC 140 BUSINESS ENGLISH

1. Correct grammar, spelling, and punctuation of a document

2. Demonstrate realistic applications of current usage and style in today's
workplace.

3. Proofread, edit, and revise existing documents.

OTEC 155 WORD PROCESSING (Microsoft Word)

1. Use advanced word processing features to create and edit documents.
2. Use desktop publishing features
3. Use word processing software to create professional quality documents

Administrative Assistant Concentration Courses

COMP 115 SPREADSHEETS (Microsoft Excel)

1. Use spreadsheet software to create professional quality workbooks.
2. Use intermediate level skills to improve spreadsheet usefulness.
3. Use advanced technigques to create high-level spreadsheets.

OTEC 136 BUSINESS OFFICE APPLICATIONS

1. Describe the qualifications, duties, and responsibilities of an administrative
assistant.

2. Develop skill in computer applications

3. Manage time effectively in order to meet deadlines

4. Perform workplace competencies: Work Ethic Training

5. Proofread carefully and submit work in a neat, organized fashion

6. Use decision-making skills to set priorities and organize information
Electives

ACCT 112 FINANCIAL ACCOUNTING

1. Demonstrate how business transactions affect the elements of financial
statements.

2. Account for current assets.

3. Account for long-term assets, long-term debt, and equity transactions.

ACCT 121 COMPUTER ACCOUNTING

1. Use QuickBooks software to accomplish ordinary accounting tasks.

BUAD 101 INTRODUCTION TO BUSINESS

2. ldentify and define Economics from academic and professional perspectives.
3. Identify the role of ethics and social responsibility in business.



10.

ldentify and define Entrepreneurship from academic and professional
perspectives.

Identify and define Management and Leadership from academic and
professional perspectives. Identify and define Supply Chain/Operations
Management from academic and professional perspectives.

Discuss the principles of human resource management.

Identify and define Accounting, Finance, and Information Systems from
academic and professional perspectives.

Demonstrate business etiquette and effective communication skills.
Identify and define Marketing from academic and professional perspectives.
Recognize the importance of business in devising individual educational and
professional career goals and opportunities.

COMP 120 COMPUTER INFORMATION SYSTEMS

1.

Apply standards of Computer Based Information Systems to meet business
environment needs.

Categorize and evaluate the hardware components of a CBIS and explain how
the components are used in a business environment.

Evaluate, select, and use software that is appropriate to perform specific
business tasks.

Discuss Information Technology principles and developments.

The student will be able to perform workplace competencies.

COMP 192 DATABASE CONCEPTS (Microsoft Access)

I

o v kW

7.
8.
S.

10.

Students will understand the difference between data and information.

Identify the four major components of a database and the role each plays in data
storage, entry, and retrieval.

Use Access to build a comprehensive database structure.

Create relationships between multiple tables and drop down lists for entry fields
Develop interactive forms, reports, & queries

Understand the concept of data types and how they apply to the database
structure

Understand the role databases play in business

Understand the role of a database administrator within an organization
Demonstrate a basic knowledge of SQL

Students will understand the concept of ODBC connections

OTEC 102 COLLEGE KEYBOARDING

1.
Pl
3.

Demonstrate the use of correct keyboarding techniques
Demonstrate knowledge of formatting rules
Develop speed and accuracy on one-minute and three-minute drills
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4.
5.
6.

Develop speed and accuracy on production assignments
Perform workplace competencies
Use some basic Word commands in preparing documents

OTEC 123 OFFICE INTERNSHIP II

NoukwWwNRE

Analyze the trainee’s job environment.

Analyzed and developed good human relation skills needed on the job.
Develop a job description for trainee’s position.

Develop a job portfolio.

Gain work experience through on-the-job training.

Perform administrative duties in a timely manner.

Perform workplace competencies

OTEC 138 LEGAL OFFICE APPLICATIONS

1.

]

Describe the qualifications, duties, and responsibilities of a legal administrative
assistant.

Develop skill in word processing.

Manage time effectively in order to meet deadlines

Perform administrative duties such as organizing files, preparing attorney's
schedule, and maintaining a word processing log.

Perform workplace competencies

Transcribe legal correspondence and legal documents.

Medical Administrative Assistant Concentration Courses

OTEC 124 MEDICAL TERMINOLOGY

1.
2,
3.

Analyze and interpret medical communications used to document health care.
Differentiate types of medical terms and the relationships among terms.
Understand the structure of the medical terms.

OTEC 125 ADV MEDICAL TERMINOLOGY

PwnNE

Analyze and interpret medical communication as used in the health care field
Perform workplace competencies

Recognize medical terms associated with diseases and procedures

Review the basic three-part structure of a medical term

OTEC 133 MEDICAL CODING ICD

PN PE

Demonstrate the ability to use the Alpha Index of External Causes - E codes.
Demonstrate the ability to use the hypertension table.

Demonstrate the ability to use the neoplasm table.

Demonstrate the ability to use the Table of Drugs and Chemicals.
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7.

Identify the basic concept of ICD-10-CM coding and why it is used.

Understand the purpose of the ICD-10-CM/ICD-10-CM classification and coding
systems.

Understand the challenges of compliance and ethical coding in the workplace.

OTEC 137 MEDICAL OFFICE APPLICATIONS

1. Describe the qualifications, duties, and responsibilities of a medical
administrative assistant.

2. Manage time effectively to meet deadlines.

3. Perform clerical tasks required in many medical offices.

4. Perform workplace competencies.

5. Proofread carefully and submit work in a neat, organized fashion.

6. Transcribe medical dictation and prepare medical reports and correspondence.
Electives

OTEC 134 MEDICAL CODING CPT

1.
2.

37

Code the appropriate CPT code(s).

Identify the structure and apply general guidelines of the HCPCS Level Ii coding
system

Understand the use of modifiers in the CPT and HCPCS Level II coding systems

OTEC 128 MEDICAL TRANSCRIPTION

1.

2,
3.

Perform workplace competencies: proofreading, time management, listening,
career planning

Proofread and edit medical documents
Transcribe and format basic medical correspondence and documents
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I. Learning Resources

Are the learning resources adequate for the program/discipline
teaching needs? Please provide comments.

The majority of courses are taught online. The hybrid and onground courses are taught
in M308 which is near the full-time instructor’s office in M310.

Technology: The IT Department upgrades the classroom labs every three years, installs
new software, and troubleshoots any technical problems—both in the classroom and on
the office computer. The OPAC (Office Proficiency Assessment Certification) software is
installed on the computers in M308, on a computer at the Cherokee Center, and on a
computer in the Student Success Center.

Facilities: The Business Administrative Technology program does not have a designated
area for students in the program. The M308 classroom is shared with the Computer
Science instructor and the English instructors. A future goal is to have a designated area
for department students only that includes a few computers with the OPAC software,
desks to accommodate laptops, office references, and office equipment. This area
would provide a simulated office space for students in hybrid and online courses to

work onground if they so choose, and would be the location for on-campus office
interns.

Marketing/Public Relations: The PR Department made a commercial that ran locally in
2019 that marketed the programs; this did result in increased interest. A flyer of all CTE
programs was created by the CTE Recruiter that was shared with schools. Marketing the
program is something that continues to be an ongoing need.

J. Partnerships

To what extent has the program/discipline developed external
partnerships?

o A Business Administrative Technology Advisory Committee meets twice a year.
Members include adjunct faculty, program completers, a human resource
manager, and medical coders.

o The full-time instructor gets phone calls and emails looking for students to fill
area office positions.

o In February 2021 the full-time instructor was invited to join a newly organized
group of teachers in similar departments across the state of Kansas: KS Business
Administrative/Office Technology Faculty.
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Review of Previous Action Plan

Weaknes's / Program Outcome /
Opportunity / . Progress and Explanation
Objective
Challenge

Need to improve
Perkins performance
measures.

Re-evaluate the degree
and certificate offerings to
better align with reporting
requirements.

Completed.

After researching and getting
information from KBOR, it was
discovered that none of the
Kansas Business Administrative
Technology departments met
the Perkins criteria on tiered
courses, etc. The VP of Academic
Affairs determined at that point
to not worry about meeting
Perkins requirements since the
department was receiving
minimal funding anyway.

Increase the number
of completers.

Investigate revising
certificates so more
students complete
certificates whether or not
they complete degrees.

Completed.

Changes to required courses and
the number of hours needed
were changed.

Increase retention
and placement.

Investigate the feasibility
of using Microsoft Office
certification measures for
students.

Completed.

Students are now able to take
the certification testing for free
in the Student Success Center
through the Adult Basic
Education program.

Office Proficiency Assessment
Certification is used to recognize
proficiency in various skills.

Increase the visibility
of the program to
males.

Investigate changing
program name to Business
Office Technology or
Business Administrative
Technology to reflect an
emphasis on software.

Completed.

The department name was
changed to Business
Administrative Technology.
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Weakness /
Opportunity /
Challenge

Program Outcome /
Objective

Progress and Explanation

The Coordinator’s
load is one-half time
for teaching,
advising, planning
curriculum, ordering
books, organizing
advisory meetings,
and coordinating
Office technology.

When the Perkins
performance improves
and enroliment increases,
additional support will be
considered.

Completed.

The load was changed to full-
time coordinating and teaching
beginning Fall 2018.

Students who work
during the day are
not able to take
courses offered in
the day only.

Offer more courses at
night or hybrid to better
accommodate working
students.

Completed and Ongoing
Business Math was changed to
hybrid. College Keyboarding and
Formatting are now offered as
hybrid courses. Students are
required to be onground less as
online meetings and demo
videos are used more. Business
Accounting (the one onground
class) has been offered in the
late afternoon or early evening.
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SUMMARY REPORT: Strengths, Weaknesses, Opportunities,
Challenges

ACADEMIC PROGRAM REVIEW
Date: March 18, 2021

Academic Program/Discipline:
REVIEW COMMITTEE IDENTIFIED STRENGTHS

Discuss the major strengths of the academic program/discipline.

Certificate and Degree options. The curriculum for the certificates were modified, and
there has been an increase in the number of certificate recipients. Most certificate
recipients continue to get their degrees.

Flexible Program. Changes in delivery methods have been implemented to better serve

students who are working in the day time or live a distance away. Several students work
full time and take classes on a part-time basis.

Advising. Advising is a critical component to the success of students in the program.
Emails are sent to all advises at a minimum of three times a semester to remind them of
upcoming dates, enrollment dates, recognition of graduates and certificate recipients,
and descriptions of courses. Individual emails are sent to advisees with their advising

worksheets along with an appointment calendar. Meetings to enroll are done by phone,
virtually, or in person.

Local Job Opportunities. There are quite a few job openings locally. These are posted on
the bulletin board and on the department Twitter feed. In addition, various offices have
contacted the full-time instructor looking for candidates.

Hands-on Technology Applications. Students are introduced to a wide variety of
software depending on the degree program: Microsoft Office products: Word, Excel,
PowerPoint, Access, OneNote, and Publisher; Google products: Gmail, Calendar, Sheets,

Forms, Slides; keyboarding software, online math software, OPAC software, and
electronic medical records software.

Adjunct Faculty. The adjunct faculty who teach the medical coding courses and medical
terminology work full-time in the field. The adjunct faculty who teaches the business
accounting and computer concepts courses has extensive work experience in the field.
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SUMMARY REPORT
ACADEMIC PROGRAM REVIEW

Date: March 18, 2021

Academic Program/Discipline:

REVIEW COMMITTEE IDENTIFIED
WEAKNESSES:’OPPORTUNITIES!CHALLENGES_

Discuss the major weaknesses, opportunities, or challenges of the academic
program/discipline.

Weaknesses

1.
2.

Wages are lower compared to other occupations requiring a two-year degree.
The elimination of the computer science position has meant the Access Database
course is not being offered; this is an elective for administrative assistant majors.
An office internship course is offered; it has been increasingly difficuit to find
unpaid internships due to technology changes and the pandemic.

The movement towards more online courses has mostly been positive, but some
students may do better with more opportunities to work and socialize on
ground.

The program is not eligible for Perkins funding—too many of the required
courses are considered non-tiered courses.

Opportunities

1.

4.

Increase the visibility of the program on campus by having a dedicated classroom
with a few desktop computers, laptop computer stations, office equipment, and
student work displayed.

The entire program curriculum is due for a revamp to stay up to date with
current business practices. Explore the one- and two-credit hour courses and an
on-campus simulation course.

Explore the feasibility of having a Billing and Coding program and a Medical
Assistant program.

Explore the idea of increasing visibility of the program at the Cherokee Center.

Challenges
While there are several opportunities to revamp and expand the offerings, release time
is needed from a full teaching load with several different preparations per year.
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Program Action Plan

Date: March 19, 2021

An Action Plan addressing weaknesses, opportunities, and challenges found during the
Program Review process was developed by the full-time faculty in the program and the
Program Director, if appropriate, and the Dean of Instruction. The Action Plans goals
will be included in the program Operational Plans for the upcoming years as a part of the
Strategic Planning process. The associated Core Value and Outcome should be included
for Operational Plan reference, such as 1A for Core Value 1 and Outcome A. The person
or persons responsible will determine the necessary actions to complete the suggestions
needed in the Weaknesses/Opportunities/Challenges for the specific areas that are being

reviewed.
~ Weaknesses/ | Program | Estimated Cost/ | Operational Plan Year Person Responsible
. Opportunities/ |  Outcome/ _ Department '_5pf_lmplgryéh,ta_t_igfgj\,_“ ﬁOI!Adwsory .
 Challenges | | Associated Core :

~ Objective

~ Budget

| Value and Outcome,
- | andlor Compietion or

| Proposed = |
| Administrative Action |

more online courses has
mostly been positive, but
some students may do
better with more
opportunities to work and
socialize on ground.

above.

above.

Visibility & Marketing Marketing $700 TV screen for | Outcome 2C: Increase | Instructor
Wages are lower than materials shouid 3r floor hall to the availability of Public Relations
other careers, but there focus on the show job ads, skilled workers to meet | CTE Recruiter
are local job opportunities | benefits of the career info, efc. the needs of the
and working conditions program: local job | similar to the community and the
are desirable for many. opportunities, graphic design & State.

desirable working | student union

conditions, and screen.

possibility of

advancement.
Increase the visibility of Have a dedicated | $ not known Outcome 1C: Make Instructor
the program on campus | classroom with a Depends onwhat | accessible a variety of | Dean of Instruction
by having a dedicated simulated office furniture and services and programs | Facilities
classroom with a few environment for equipment are that address learning | IT Department
desktop computers, students to work currently available. | needs.
laptop computer stations, | and a visible
office equipment, and presence for senior
student work displayed. day visits.
The movement towards See objective See budget item Outcome 1B: Strive to | Same as above.

make the student's
experiences with LCC
positive, nurturing, and
focused on student
learning and academic
success.
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Explore the idea of Determine the $ mileage Outcome 1E: Provide | Instructor
increasing visibility of the | feasibility of having quality programs and | Dean of Instruction
program at the Cherokee | regular monthly or services at the main Cherokee Center
Center. biweekly meetings campus, the Cherokee

at the Cherokee Center, all extension

Center to help sites, and online.

online students

and advise

students who live

in the area.
Revise the Program Determine if a $ unspecified Outcome 1D: Use Instructor
Curriculum course can be Curriculum technology to expand | Dean of Instruction
The elimination of the moved to the BAT | Development opportunities for Advisory Committee
computer science position | department. Look student learning and
has meant the Access at creating short- student services.
Database course is not term beginning and
being offered; this is an intermediate
elective for administrative | courses.
assistant majors.
An office internship Create an $ unspecified Outcome 1C: Make Instructor
course is offered; it has alternative Curriculum accessible a variety of | Dean of Instruction
been increasingly difficuft | simulation course | development. services and programs | Advisory committee
to find unpaid intemships | Where students that address learning
due to technology must come fo needs.
changes and the campus (fike a job)
pandemic. and do specified

tasks and use

office equipment.
The entire program Evaluate what $ unspecified Outcome 2C: Increase | Instructor
curriculum is due for a other colleges are | Curriculum the availability of Dean of Instruction
revamp to stay up to date | offering and what | development skilled workers to meet | Advisory committee
with current business software courses the needs of the Workforce Development
practices. Explore the are in demand. community and the
one- and two-credit hour State.
courses.
Explore the feasibility of | Determine the $ unspecified Outcome 2C: Increase | Instructor
having a Billing and local need and Curriculum the availability of Dean of Instruction
Coding program and a KBOR development skilled workers to meet | Advisory Committee
Medical Assistant requirements in the needs of the VP of Academic Affairs
program. offering these two community and the

programs. State.
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Appendix A: List of Courses

Course Code Course Title

OTEC 111 Records Management & Database
Applications

OTEC 113 Business Accounting

OTEC 121 Office Procedures

OTEC 124 Medical Terminclogy

OTEC 127 Transcription Skills*

OTEC 128 Medical Transcription

OTEC 133 Medical Coding ICD

OTEC 155 Word Proc Con and Appl

OTEC 106 Formatting

OTEC 119 Business Math

OTEC 122 Office Internship |

OTEC 123 Office Training Il

OTEC 125 Advanced Medical Terminology

OTEC 136 Business Office Applications

OTEC 137 Medical Office Applications

OTEC 138 Office Appl: Legal

OTEC 102 College Keyboarding

OTEC 140 Business English

OTEC 134 Medical Coding CPT

*Transcription Skills is no longer offered.
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Appendix B: Faculty in Program Qualifications

Elliott, Mia — Master of Science, Career & Technical Education — Technical Teacher
Education PSU (Graduate Dean Honors). Bachelor of Science in Vocational Technical
Education, Public Sector Teaching, PSU.

Ford, Lori — Master of Science, Human Resource Development PSU. Associate Science,
Office Administration MSSC. Bachelor Science Education, Sec Ed (Business) MSSC. BSBA
General Business MSSC (Deans Honors).

Foresman, James — Master of Science, Biology PSU. Bachelor of Science in Education,
Biology & Physics PSU

Gatton, Debra ~ Associate of Applied Science, Medical Record Technology El Paso
Community College.

Hammar, Patricia — Associate of Applied Science, Health Information Management,
Hutchinson Community College. Associate in General Studies, LCC. Registered Health
Information Technician (RHIT) credential from the American Health Information
Management Association. Certified Coding Specialist (CCS) credential from the American
Health Information Management Association.

Jacquinot, Jeremi — Bachelor of Science in Health Information Management, University
of Kansas. Registered Health Information Administrator certificate from the American
Health Information Management Association.

McCune, Lucille — Master of Science, Technical Teacher Education. (Graduate Dean
Honors) PSU Bachelor Science Business Ad, Accounting. PSU. Associate in Science,

Accounting, Independence Community College.

Meech, Marita — Master of Science, Business Education Emporia State University.
Bachelor Science in Education, Business Education Emporia State University
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Appendix C: K-TIP Data as Reported to KBOR

Here is the data for the programs that are found on the K-TIP reports.!

CIP Code | Program 2016 | 2017 2018 2019 2020*
51.0716 Medical Admin Asst AAS 22 24 25 19
52.0401 Admin Asst AAS 19 10 11 13

Total 41 34 36 32

*Data not yet published to the KBOR website

Total #
Academic CIP Declared Total #
Year Discipline Program Name Award Code Majors Graduates
Medical Admin/Exec Asst
2016  Health Science and Medical Secretary Assoc/Cert  51.0716 22 *
Business
Management & Administrative Assistant and
2016  Administration Secretarial Science, General  Assoc/Cert  52.0401 19 5
Medical Admin/Exec Asst
2017  Health Science and Medical Secretary Assoc/Cert 51.0716 24 *
Business
Management & Administrative Assistant and
2017  Administration Secretarial Science, General  Assoc/Cert  52.0401 10 s
Medical Admin/Exec Asst
2018  Health Science and Medical Secretary Assoc/Cert  51.0716 25 6
Business
Management & Administrative Assistant and
2018 Administration Secretarial Science, General  Assoc/Cert  52.0401 11 0
Medical Admin/Exec Asst
2019  Health Science and Medical Secretary Assoc/Cert  51.0716 19 .
Business
Management & Administrative Assistant and
2019  Administration Secretarial Science, General  Assoc/Cert  52.0401 13 i
143

*Numbers under 5 are not published due to student privacy issues.

! “The Kansas Training Information Program (K-TIP) reports employment and wage data for all approved
postsecondary career technical education programs offered by technical colleges, community colleges,
and Washburn Institute of Technology. Information presented in this report was compiled from data
submitted to the Kansas Board of Regents from the individual postsecondary institutions and
supplemented with data provided by the Kansas Department of Labor where available.”
hitps://kansasresents.ore/workforce development/k-tip-report
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Agenda ltem #: V.B.

Date: May 6, 2021

SUBJECT

Program Review: Diagnostic Medical Sonography

REASON FOR CONSIDERATION BY THE BOARD

Part of the Board’s responsibility is to maintain oversight on the quality of the academic and

administrative programs and services. This has been an on-going feature of our regular Board
meetings.

BACKGROUND

The purpose of a program review is to assess the quality of our academic offerings as well as to
assess program strengths and weaknesses. The program review report format will more
accurately reflect the mission of the college, to “provide quality learning opportunities in a
supportive environment,” at a reduced cost, thus increasing our efficiency.

PRESIDENT’S RECOMMENDATION

Brian Vediz, Director of Diagnostic Medical Sonography program, will review this information
with you.
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Executive Summary

The Diagnostic Medical Sonography program has evolved over the last ten years
to fit the needs of our applicants. One of the ongoing challenges is the cap on
students allowed to enroli each year. The purpose of the DMS program is to
provide skills necessary for graduates to gain employment as entry-level
sonographers. Upon the completion of the program, current graduates are
prepared to sit for four registry exams required for entry-level sonographers. For
greater success, the original on-campus curriculum will be discontinued in May
2022. Over the last year and a half, we have been building a new online program
with a clinical rotation allowing for an increase in max seats per concentration.
The program has been completely rebuilt for online delivery, accessibility, and
approved by our accrediting body (Commission on Accreditation of Allied Health
Education Programs). The sonography staff has been working hard to complete
this task in a short amount of time. The progress shows dedication and loyalty to
our college The sonography program will allow the students to pick from two
separate concentrations. Both the vascular and general options will be 12
months in length and will require a clinical site for the student to attend clinical
rotations. The new online delivery has been approved and will launch in Fall
2021. The DMS department along with our marketing/advertising specialists have

been busy designing, filming, and creating new ideas to promote the new online
program.
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ACADEMIC PROGRAM/DISCIPLINE REVIEW
Labette Community College

Introduction to Program
The first cohort of students in the Diagnostic Medical Sonography Program
began classes Fall 2011. Initial funding for the DMs program was obtained
through the Title Ill Grant (Federal grant program to improve education). Grant
funding for this program ended in October 2013. The Kansas Board of Regents
Technical Education Authority approved LCC'’s Sonography program for only ten
students and seven clinical sites. The limited seating was an ongoing concern.

The LCC Diagnostic Medical Sonography Program is one of three accredited
programs in Kansas. The LCC Diagnostic Medical Sonography program
submitted its application for accreditation to the Commission on Accreditation of
Allied Health Educations Programs (CAAHEP) in June 2012. The Commission
completed a site visit on September 4th, 2012 and granted full accreditation in

March 2013 for five years (through 2018). We have continued to maintain active
status to the present day.

A. Program Relation to College Mission, Core Values, and Strategic Plan

The Diagnostic Medical Sonography program has been evolving over the years.
The program has always been supportive to our students who will become our
community leaders. DMS has started the transition from on-campus learning to a
more modern distance learning format. The decision was made by the demand
for sonography. We continue to adhere to Labette Community Colleges Mission
by producing the highest quality medical worker possible.

B. Program Recognition/Accreditation

The Diagnostic Medical Sonography program was awarded accreditation March,
2013. The program was approved again after the site visit in 2018. We maintain
active status. The program has never been on probation or lost accreditation

since the initial approval. The DMS program was recently approved to transition
to the distance learning format beginning Fall 2021.

C. Program/Discipline Demand/Need

National and local sonography growth rate. Nationally the rate is 12%. A guick
search for jobs in the four states breaks down the totals. Kansas alone has 54
jobs on one job site. There are 257 total across the four states from the same
search. Washburn has three accredited online concentrations that have a waiting
list of applicants. The Public Relations office and the Director have been
coordinating with our new CTE recruiter to push out a fast and furious marketing

campaign. The positive impact for the new program is remarkable. See the table
below for more detail.



Bureau of Labor Statistics shows Diagnostic Medical Sonographers and
 Cardiovascular Technologists and Technicians, Including Vascular Technologists

$68,750 per year
$33.05 per hour

%T_ypical Entry-Level Education Associate's degree
Work Experience in a Related Occupation None

22019 Median Pay

On-the-job Training None

Number of Jobs, 2019 131,700

Job Qutlook, 2019-29 12% (Much faster than average)
Employment Change, 2019-29 15,600

Diagnostic Medical Sonographers and Cardiovascular Technologists and
Technicians, Including Vascular Technologists : Qccupational Qutlook
Handbook: : U.S. Bureau of Labor Statistics (bls.gov)

D. Summary Statement of Faculty Qualifications

Brian Vediz — Associate in Applied Science Radiography, July 1993, LCC.
Ultrasound Certificate, School of Diagnostic Sonography at Cox Health Systems,
School of Diagnostic Imaging, Springfield MO, April 2002.

Tammy Kimrey ~Associate of Science, May 2003, Allen Community

College. Associate in Applied Science, May 2005, LCC. Ultrasound Certificate,
School of Diagnostic Sonography at Cox Health Systems, School of Diagnostic
Imaging, Springfield MO, 2007. Bachelor of Science in Vocational Tech
Education, Public Sector Teaching, July 2014, PSU.

E. Faculty Recognition

Brian Vediz has shared his expertise in business entrepreneurship and marketing
with LCC throughout several large projects around campus. He was the lead on
the fireplace charging station, the lighted wall sign in the main building, the turf
project outside the Zetmeir building, the majority of signage on each building, the
art work above cafeteria entrance, signage above cafeteria entrance and exit, the
creation of the Bird’s nest sign, along with the remodel. Brian Vediz began the
talk of an online book store to save the college $150-250k a year. Brian Vediz
negotiated and delivered an ultrasound machine from Miami, OK. Brian Vediz is
the chair of the Caring Cardinal Committee (C3). He hosts multiple campus
cleanup days, painting projects, bathroom updates, and other enhancements
around the campus.



F. How Does the Discipline Use Professional Development?

Brian Vediz attends the Society of Diagnostic Medical Sonographers each year.
He takes his class to Dallas for the annual Physics registry review conference.
The critical information learned is transferred into the courses to support the
evolving health field. The sonography program works to save the college money

by limiting spending.

G. Student Enrollment

1. Number of students admitted to the program/declared majors and

program completers and transfer/licensure rates.

Diagnostic | AY 2020 | AY 2019 |AY 2018 |[AY 2017 | AY 2016
Medical
Sonography
1%t Year 5 8 5 4 4
Students
2nd Year 8 5 4 4 9
Students
Total 13 13 9 8 13
Student
Enroliment
Program 6 5 4 4 6
Completers | projected | Graduated | Graduated | Graduated graduated
(Graduates) | to from2 | from2M | from 2% | from 2nd
graduate |year year year year
from 2™ | cohort cohort cohort cohort
year
cohort

2. What recruiting and retention strategies are used by the
program/discipline?

The DMS program has been doing several school visits along with campus tours
from KU. The program has started a massive marketing campaign focused on
the new online program. Several different types of marketing have been used
including Facebook marketing posts, Tik Tok app advertising, filmed
commercials, showcases, billboards, Avachato (targeted advertising software),
Geo-fencing (software that allows us to market specific areas).

3a. Total number of students by course per year.

Year Course Course Title Total # of Students

2016 | DMS 201 Introduction to Sonography 9
Sono Sect Anatomy/Abdomen

2016 | DMS 205 Pathology | 9

2016 | DMS 206 OB/GYN for Sonography | 7

2016 | DMS 207 OB/GYN for Sonography Il 7




Year Course Course Title Total # of Students

2016 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 7
2016 | DMS 211 Sono Physics & Instrumentation 9
2016 | DMS 213 OB/GYN Sonography Lab 7
2016 | DMS 214 Introduction to Echocardiography 4
2016 | DMS 218 General & Abdominal Sono Lab 9
2016 | DMS 220 Gen Sonography Clinical Training | 9
2016 | DMS 221 Sanography Clinical Training Il 7
2016 | DMS 222 Sonography Clinical Training {ll 7
2016 | DMS 223 Sonography Clinical Training IV 7
2016 | DMS 225 Vascular Sonography Lab 7
2016 | DMS 230 Vascular Sonography | 7
2016 | DMS 231 Vascular Sonography Il 7
2016 | DMS 234 Physics & Instrumentation/Reg Rev 7
2016 | DMS 250 Sonography Registry Review 7

SE .

2017 | DMS 201 Introduction to Sonography 4
2017 | DMS 205 Sono Sect Anatomy/Abdom Pathology | 4
2017 | DMS 206 OB/GYN for Sonography | 4
2017 | DMS 207 OB/GYN for Sonography Il 4
2017 | DMS 209 Intro to OB/GYN & Vasc SonoLab 4
2017 | DMS 211 Sono Physics & Instrumentation 4
2017 | DMS 213 OB/GYN Sonography Lab 4
2017 | DMS 214 Introduction to Echocardiography 3
2017 | DMS 218 General & Abdominal Sono Lab 4
2017 | DMS 220 Gen Sonography Clinical Training | 4
2017 | DMS 221 Sonography Clinical Training || 4
2017 | DMS 222 Sonography Clinical Training Il 4
2017 | DMS 223 Sonography Clinical Training IV 6
2017 | DMS 225 Vascular Sonography Lab 6
2017 | DMS 230 Vascular Sonography | 4
2017 | DMS 231 Vascular Sonography || 6
2017 | DMS 234 Physics & Instrumentation/Reg Rev 4
2017 | DMS 250 Sonography Registry Review 6
2018 | DMS 201 Introduction to Sonography 4
2018 | DMS 205 Sono Sect Anatomy/Abdom Pathology | 4
2018 | DMS 206 OB/GYN for Sonography | 4
2018 | DMS 207 OB/GYN for Sonography Il 4
2018 | DMS 209 Intro to OB/GYN & Vasc SonoLab 4
2018 | DMS 211 Sono Physics & Instrumentation 4
2018 | DMS 213 OB/GYN Sonography Lab 4




Year Course Course Title Total # of Students
2018 | DMS 218 General & Abdominal Sono Lab 4
2018 | DMS 220 Gen Sonography Clinical Training | 4
2018 | DMS 221 Sonography Clinical Training Il 5
2018 | DMS 222 Sonography Clinical Training IlI 4
2018 | DMS 223 Sonography Clinical Training IV |
2018 | DMS 225 Vascular Sonography Lab 4
2018 | DMS 230 Vascular Sonography | 4
2018 | DMS 231 Vascular Sonography Il 4
2018 | DMS 234 Physics & Instrumentation/Reg Rev 4
2018 | DMS 237 Sonography Vascular Registry Review 1
2018 | DMS 250 Sonography Registry Review _ 4@
| e
2019 | DMS 201 Introduction to Sonography 5
Sono Sect Anatomy/Abdomen
2019 | DMS 205 Pathology | 5
2019 | DMS 206 OB/GYN for Sonography | 5
2019 | DMS 207 0B/GYN for Sonography 1i 5
20159 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 5
2019 | DMS 211 Sono Physics & Instrumentation 5
2019 | DMS 213 OB/GYN Sonography Lab 5
2019 | DMS 214 Introduction to Echocardiography 1
2019 | DMS 218 General & Abdominal Sono Lab 5
2019 | DMS 220 Gen Sonography Clinical Training | 5
2019 | DMS 221 Sonography Clinical Training !l 5
2019 | DMS 222 Sonography Clinical Training il 5
2019 | DMS 223 Sonography Clinical Training IV 4
2019 | DMS 225 Vascular Sonography Lab 4
2019 | DMS 230 Vascular Sonography | 5
2019 | DMS 231 Vascular Sonography Il 4
2019 | DMS 234 Physics & Instrumentation/Reg Rev 5
2019 | DMS 250 4

Sonography Registry Review
G

DMS 201 Introduction to Sonography
Sono Sect Anatomy/Abdomen
2020 | DMS 205 Pathology | 8
2020 | DMS 206 OB/GYN for Sonography | 8
2020 | DMS 207 OB/GYN for Sonography Il 7
2020 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 8
2020 | DMS 211 Sono Physics & Instrumentation 8
2020 | DMS 213 OB/GYN Sonography Lab 7
2020 | DMS 218 General & Abdominal Sono Lab 8




Year Course Course Title Total # of Students
2020 | DMS 220 Gen Sonography Clinical Training | 8
2020 | DMS 221 Sonography Clinical Training || 8
2020 | DMS 222 Sonography Clinical Training Ili 7
2020 | DMS 223 Sonography Clinical Training IV 5
2020 | DMS 225 Vascular Sonography Lab 5
2020 | DMS 230 Vascular Sonography | 8
2020 | DMS 231 Vascular Sonography Ii 5
2020 | DMS 234 Physics & Instrumentation/Reg Rev 8
2020 | DMS 250 Sonography Registry Review 5

3b. Mean class size of courses per year.

Year Course Course Title Mean Class Size
2016 | DMS 201 Introduction to Sonography 9
Sono Sect Anatomy/Abdomen
2016 | DMS 205 Pathology | 9
2016 | DMS 206 OB/GYN for Sonography | 7
2016 | DMS 207 | OB/GYN for Sonography I 7
2016 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 7
2016 | DMS 211 | Sono Physics & Instrumentation 9
2016 | DMS 213 | OB/GYN Sonography Lab 7
2016 | DMS 214 Introduction to Echocardiography 2
2016 | DMS 218 General & Abdominal Sono Lab 9
2016 | DMS 220 | Gen Sonography Clinical Training | 9
2016 | DMS 221 Sonography Clinical Training Il 7
2016 | DMS 222 Sonography Clinical Training Il 7
2016 | DMS 223 Sonography Clinical Training IV 7
2016 | DMS 225 | Vascular Sonography Lab 7
2016 | DMS 230 | Vascular Sonography | 7
2016 | DMS 231 Vascular Sonography I 7
2016 | DMS 234 | Physics & Instrumentation/Reg Rev 7
2016 | DMS 250 | Sonography Registry Review 7
2017 | DMS 201 Introduction to Sonography 4
Sono Sect Anatomy/Abdomen Pathology

2017 | DMS 205 | 4
2017 | DMS 206 | OB/GYN for Sonography | 4
2017 | DMS 207 OB/GYN for Sonography 1| 4
2017 | DMS 209 | intro to OB/GYN & Vasc Sono Lab 4
2017 | bMS 211 Sono Physics & Instrumentation 4

10



Year Course Course Title Mean Class Size
2017 | BMS 213 OB/GYN Sonography Lab 4
2017 | DMS 214 Introduction to Echocardiography 1
2017 | DMS 218 General & Abdominal Sono Lab 4
2017 | DMS 220 Gen Sonography Clinical Training | 4
2017 | DMS 221 Sonography Clinical Training Il 4
2017 | DMS 222 Sonography Clinical Training Ili 4
2017 | DMS 223 | Sonography Clinical Training IV 6
2017 | DMS 225 Vascular Sonography Lab 6
2017 | DMS 230 | Vascular Sonography | 4
2017 | DMS 231 | Vascular Sonography |i 6
2017 | DMS 234 | Physics & Instrumentation/Reg Rev 4
2017 | DMS 250 Sonography Registry Review 6
2018

DMS 250

DMS 201 Introduction to Sonography 4
Sono Sect Anatomy/Abdomen

DMS 205 | Pathology ! 4
DMS 206 OB/GYN for Sonography | 4
DMS 207 OB/GYN for Sonography I 4
DMS 209 Intro to OB/GYN & Vasc Sono Lab 4
DMS 211 | Sono Physics & Instrumentation 4
DMS 213 | OB/GYN Sonography Lab 4
DMS 218 General & Abdominal Sono Lab 4
DMS 220 Gen Sonography Clinical Training | 4
DMS 221 | Sonography Clinical Training Il 5
DMS 222 Sonography Clinical Training !l 4
DMS 223 Sonography Clinical Training [V 4
DMS 225 | Vascular Sonography Lab 4
DMS 230 | Vascular Sonography | 4
DMS 231 | Vascular Sonography 1l 4
DMS 234 Physics & Instrumentation/Reg Rev 4
DMS 237 Sonography Vascular Registry Review 1

4

Introduction to Sonography

Sono Sect Anatomy/Abdomen

2019 | DMS 205 | Pathology | 5
2019 | DMS 206 | OB/GYN for Sonography | 5
2019 | DMS 207 | OB/GYN for Sonography Ii 5
2019 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 5
2019 | DMS 211 Sano Physics & Instrumentation 5
2019 | DMS 213 | OB/GYN Sonography Lab 5

11



Year Course Course Title Mean Class Size

2019 | DMS 214 Introduction to Echocardiography 1
2019 | DMS 218 General & Abdominal Sono Lab 5
2019 | DMS 220 Gen Sonography Clinical Training | 5
2019 | DMS 221 Sonography Clinical Training Ii 5
2019 | DMS 222 Sonography Clinical Training Il 5
2019 | DMS 223 Sonography Clinical Training IV 4
2019 | DMS 225 Vascular Sonography Lab 4
2019 | DMS 230 Vascular Sonography | 5
2019 | DMS 231 | Vascular Sonography | 4
2019 | DMS 234 Physics & Instrumentation/Reg Rev 5
2019 | DMS 250 Sonography Registry Review 4

DMS

201

Introduction to Sonography

Sono Sect Anatomy/Abdomen

2020 | DMS 205 Pathology | 8
2020 | DMS 206 OB/GYN for Sonography | 8
2020 | DMS 207 OB/GYN for Sonography II 7
2020 | DMS 209 Intro to OB/GYN & Vasc Sono Lab 8
2020 | DMS 211 Sono Physics & Instrumentation 8
2020 | DMS 213 OB/GYN Sonography Lab 7
2020 | DMS 218 General & Abdominal Sono Lab 8
2020 | DMS 220 Gen Sonography Clinical Training | 8
2020 | DMS 221 | Sonography Clinical Training Il 8
2020 | DMS 222 Sonography Clinical Training IlI 7
2020 | DMS 223 Sonography Clinical Training IV 5
2020 | DMS 225 Vascular Sonography Lab 5
2020 | DMS 230 Vascular Sonography | 8
2020 | DMS 231 Vascular Socnography I 5
2020 | DMS 234 | Physics & Instrumentation/Reg Rev 8
2020 | DMS 250 Sonography Registry Review 5

4. Total number of program students sorted by main campus,
concurrent, online, and Cherokee per year.

Year | Location Course Course Title Total # of Students
Sono Sect Anatomy/Abdomen

2016 | MAIN DMS 205 Pathology | 9

2016 | MAIN DMS 206 OB/GYN for Sonography | 7

2016 | MAIN DMS 207 OB/GYN for Sonography II 7

2016 | MAIN DMS 209 Intro to OB/GYN & Vasc Sono Lab 7

2016 | MAIN DMS 211 Sono Physics & Instrumentation 9

12




Year | Location Course Course Title Total # of Students
2016 | MAIN DMS 213 OB/GYN Sonography Lab 7
2016 | MAIN DMS 218 General & Abdominal Sono Lab 9
2016 | MAIN DMS 225 Vascular Sonography Lab 7
2016 | MAIN DMS 230 Vascular Sonography | 7
2016 | MAIN DMS 231 Vascular Sonography Il 7
2016 | MAIN DMS 234 Physics & Instrumentation/Reg Rev 7
Sono Sect Anatomy/Abdomen
2017 | MAIN DMS 205 Pathology | 4
2017 | MAIN DMS 206 OB/GYN for Sonography | 4
2017 | MAIN DMS 207 OB/GYN for Sonography i 4
2017 | MAIN DMS 209 Intro to OB/GYN & Vasc Sono Lab 4
2017 | MAIN DMS 211 Sono Physics & Instrumentation 4
2017 | MAIN DMS 213 OB/GYN Sonography Lab 4
2017 | MAIN DMS 218 General & Abdominal Sono Lab 4
2017 | MAIN DMS 225 Vascular Sonography Lab 6
2017 | MAIN DMS 230 Vascular Sonography | 4
2017 | MAIN DMS 231 Vascular Sonography I 6
2017 | MAIN DMS 234 Physics & Instrumentation/Reg Rev 4
2017 | MAIN DMS 250 Sonography Registry Review 6
Sono Sect Anatomy/Abdomen
2018 | MAIN DMS 205 Pathology | 4
2018 | MAIN DMS 206 OB/GYN for Sonography | 4
2018 | MAIN DMS 207 OB/GYN for Sonography i 4
2018 | MAIN DMS 209 Intro to OB/GYN & Vasc Sono Lab 4
2018 | MAIN DMS 211 Sono Physics & Instrumentation 4
2018 | MAIN DMS 213 OB/GYN Sonography Lab 4
2018 | MAIN DMS 218 General & Abdominal Sono Lab 4
2018 | MAIN DMS 225 Vascular Sonography Lab 4
2018 | MAIN DMS 230 Vascular Sonography | 4
2018 | MAIN DMS 231 Vascular Sonagraphy Il 4
2018 | MAIN DMS 234 Physics & Instrumentation/Reg Rev 4
2018 | MAIN DMS 250 Sonography Registry Review 4
Sono Sect Anatomy/Abdomen
2019 | MAIN DMS 205 Pathology | 5
2019 | MAIN DMS 206 OB/GYN for Sonography | 5
2019 | MAIN DMS 207 OB/GYN for Sonography || 5
2019 | MAIN DMS 209 Intro to OB/GYN & Vasc Sono Lab 5
2019 | MAIN OMS 211 Sono Physics & Instrumentation 5
2019 | MAIN DMS 213 OB/GYN Sonography Lab 5
2019 | MAIN DMS 218 General & Abdominal Sono Lab 5
2019 | MAIN DMS 225 Vascular Sonography Lab 4

13




Year | Location Course Course Title Total # of Students
2019 | MAIN DMS 230 Vascular Sonography | 5
2019 | MAIN DMS 231 Vascular Sonography | 4
2019 | MAIN DMS 234 Physics & Instrumentation/Reg Rev 5
2019 | MAIN DMS 250 Sonography Registry Review 4
Sono Sect Anatomy/Abdomen
2020 | MAIN DMS 205 Pathology | 8
2020 | MAIN DMS 206 OB/GYN for Sonography | 8
2020 | MAIN DMS 207 OB/GYN for Sonography i 7
2020 | MAIN DMS 209 Intro to OB/GYN & Vasc Sono Lab 8
2020 | MAIN DMS 211 Sono Physics & Instrumentation 8
2020 | MAIN DMS 213 OB/GYN Sonography Lab 7
2020 | MAIN DMS 218 General & Abdominal Sono Lab 8
2020 | MAIN DMS 225 Vascular Sonography Lab 5
2020 | MAIN DMS 230 Vascular Sonography | 8
2020 | MAIN DMS 231 Vascular Sonography || 5
2020 | MAIN DMS 234 Physics & Instrumentation/Reg Rev 8
2020 | MAIN DMS 250 5
Gen Sonography Clinical Training | 9
Sonography Clinical Training || 7
Sonography Clinical Training IV 7
Gen Sonography Clinical Training | 4
Sonography Clinical Training I 4
Sonography Clinical Training 1l 4
Sonography Clinical Training IV 6
Gen Sonography Clinical Training | 4
Sonography Clinical Training Il 5
Sonography Clinical Training il 4
Sonography Clinical Training IV 4
Gen Sonography Clinical Training | 5
Sonography Clinical Training Il 5
Sonography Clinical Training Il 5
Sonography Clinical Training IV 4
Gen Sonography Clinical Training | 8
Sonography Clinical Training |l 8
Sonography Clinical Training Ill 7
Sonography Clinical Training IV 5
Sonography Clinical Training Il 7
Introduction to Sonography 9
ONLIN DMS 214 Introduction to Echocardiography 4

14




Year | Location Course Course Title Total # of Students
2016 | ONLIN DMS 250 Sonography Registry Review 7
2017 | ONLIN DMS 201 Introduction to Sonography 4
2017 | ONLIN DMS 214 Introduction to Echocardiography 3
2018 | ONLIN DMS 201 Introduction to Sonography 4
2018 | ONLIN DMS 237 Sonography Vascular Registry Review 1
2019 | ONLIN DMS 201 Introduction to Sonography 5
2019 | ONLIN DMS 214 Introduction to Echocardiography 1
2020 | ONLIN DMS 201 Introduction to Sonography 8

3. Number of courses and percentage of courses taught by full-time
and adjunct instructors in the discipline. (Five-year total)

Sections taught by
Course Course Title Full Time Adjunct
DMS 201 Introduction to Sonography 2 3
Sono Sect Anatomy/Abdomen

DMS 205 Pathology | 5 0
DMS 206 OB/GYN for Sonography | 5 0
DMS 207 OB/GYN for Sonography Ii 4 1
DMS 209 Intro to OB/GYN & Vasc Sono Lab 4 i
DMS 211 Sono Physics & Instrumentation 5 0
DMS 213 OB/GYN Sonography Lab 2 3
DMS 214 Introduction to Echocardiography 5 0
DMS 218 General & Abdominal Sono Lab 5 0
DMS 220 Gen Sonography Clinical Training | 5 0
DMS 221 Sonography Clinical Training Ii 5 0
DMS 222 Sonography Clinical Training il 5 0
DMS 223 Sonography Clinical Training IV 5 0
DMS 225 Vascular Sonography Lab 5 0
DMS 230 Vascular Sonography | 5 0
DMS 231 Vascular Sonography Il 5 (4]
DMS 234 Physics & Instrumentation/Reg Rev 5 o]
DMS 237 Sonography Vascular Registry Review 1 0
DMS 250 Sonography Registry Review 2 3
Total 80 11

Percentage 87.9% 12.1%
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H. Program Assessment

What are the Program Outcomes Results?

Program data is based on course outcomes results. Refer to Appendix A
for program courses.

Graduates will be able to:

Student will be clinically competent.

Students will communicate effectively.

Students will use critical thinking and problem solving skills.

Students will evaluate the importance of professional growth and
development.

"To prepare competent entry-level general sonographers in the cognitive
(knowledge), psychomotor (skills), and affective (behavior) learning
domains."

6. "To prepare competent entry-level vascular sonographers in the cognitive

(knowledge), psychomotor (skills), and affective (behavior) learning
domains."

HON =

o

Course | Program Program Program Program Program Program
number | Qutcome 1 | Outcome 2 | Outcome 3 Outcome 4 | Outcome 5 Outcome 6
2D(I)\qs 1,2,3,4,5,6 2,3,5,6 1,2,3,4,5,6 1,2,3,4,5 1,.2,3,4,5,6 1,2,3,4,5,6
2D(l)\/I5S 1,2,3,4,5,6 34,56 1,2,3,4,6 1,2,34,5 1,2,3,4,5,6 1,3,4,5
DMS 1,2,3,4,5,6 1,2,3,5,6 1,2,3,4,5,6 1,24,6 1,2,3,4,5,6 1,2,3,4,5,6
%}\JIS 1,2,3,4,5,6 123456 |[1234,5,6 12,3456 |1,234,56 1,2,3,4,5,6
2D1l\;|,,S 1,2,3,456,7, (1,234,567 (1,2,3456,7, |2,3,4,5809,1|1,23456,7, | 124567,
206 8,9,10,11,12 |(,8,9,10,11,1 | 9,11,12 0 8,9,10,11,12 | 10,11,12
DMS 1,2,3,4,5,6 $,2,3,4,5,6 1,2,3,4,5,6 123,456 |1234,5,6 1,2,3,4,5,6
2DOI\E)S 1,2,3,4 1,2,3,4 1,2,3,4 1,2,3,4 1,2,3,4 1,2,34
311\5138 1,2,3,4,5,6 123456 |1234,5,6 123456 |1234,56 1,2,3,4,5,6
l.?)?\;S 1,2,3,4,5,6 12,3456 |1,234,56 123456 |1,23456 12,3456
ézl\is 1,2,3,4,5,6 12,3456 |[1234,5,6 12,3456 123456 1,2,3,4,5,6
2D2I\;I%S 1,2,3,4 1,2,34 1,234 1,234 1,2,3,4 1,2,3,4
2Dzl\;\I:’S 1,2,3,4,5,6 123456 |1,245,6 1,2,3,5 1,2,3,4,5,6 1,2,3,4,5,6
zDZI\ZS 1,2,3,45,6,7 |1,23456,7|1,2,35,7 123457 |123456,7 |1,23,5,6
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Course | Program Program Program Program Program Program
number | Outcome 1 Outcome 2 | Outcome 3 Outcome 4 | Outcome 5 Outcome 6
DMS 1,2,3,4 1,3,4 1,2,3 1,2,3,4 1,2,3,4 1,2,3,4

231

DMS 1,2,3456 |1,5,6 1,2,3,4,5, 1,23,456 (123456 1,234,556
234

DMS 1,23456 |123 1,2,3,4,5,6 12,3456 123456 1,2,3,4,5,6
250

DMS 201 Quicomes:

1. Identify and manipulate the correct knobology of the Ultrasound
machine.

2.  Recognize medical terminology specifically used in Sonography.

3.  Locate and identify the biologic effects and safety features of ultrasound.

4.  Describe the importance of proper body ergonomics in the Sonography
field

5. Apply medical ethics and law while in the clinical setting.

6. Know the basic responsibilities of a sonographer.

DMS 205: ‘

1. Identify the normal anatomy of the Liver and biliary system.

2.  Demonstrate the normal anatomy of the kidneys and the adrenal glands.

3.  Break down the anatomy and pathology of the spleen, aorta, and

pancreas.
4.

Label the anatomy of the thyroid, and scrotum and utilize laboratory

values in diagnosis.

5.  Describe the normal anatomy of the breast, and prostate.
6. Recognize and identify the Sonographic appearances of normal
anatomic structures including
non-cardiac chest and musculoskeletal.
DMS 206:
1. ldentify the normal anatomy of the Female Pelvis and apply Doppler
applications.

2. Explain the normal function of the female pelvic organs.
3. Compare pathologies of the female pelvis.
4. Analyze infertility and treatments for infertility.
5. Discuss the role of ultrasound in Obstetrics.
6. Summarize ultrasound evaluation during the first trimester of pregnancy.
7. Summarize ultrasound evaluation during the second and third trimesters.
8. Correlate obstetric measurements and gestational age.
9. Explain and identify the normal placenta.
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10. Examine amniotic fluid and membranes.
11. Explain the umbilical cord and its significance.
12. Categorize artifacts, pitfalls, and normal variants.

DMS 207:

1.

@oaroN

™

Compare pathologies of the female pelvis.

Evaluate first trimester complications.

Analyze fetal growth assessment by ultrasound

Give examples of prenatal diagnosis of congenital anomalies.

Analyze fetal therapy.

Classify placental pathologies and amniotic fluid/membranes pathologies.
Evaluate multiple gestations.

DMS 209:
1. Evaluate the normal anatomy and variants, duplex scanning, color flow

hw

imaging, and  Sonographic appearance of the major abdominal
vasculature.

. Evaluate the gross anatomy, physiology, and fluid dynamics of the

intracranial cerebrovascular system, plethysmography, segmental, ankle
brachial index, upper and lower extremities.

Identify the normal anatomy of the Female Pelvis.

Produce images and evaluate the first trimester OB.

. Produce images, perform measurements and evaluate the second and

third trimester OB.

. Evaluate the placenta, the umbilical cord, and the amniotic

fluid/membranes.

DMS 211:

1.

ok own

o

Comprehend the basic principles of sound waves.

Describe the interactions of ultrasound and tissue.

Recognize general ultrasound instrumentation.

Evaluate the different imaging mode principles.

Analyze real-time ultrasound imaging principles and instrumentation.
Use Doppler physics and instrumentation in the clinical setting.

DMS 213:
1. Compare pathologies of the female pelvis.

2.

3.

Evaluate first trimester, second, and third complications.

Analyze fetal growth assessment by ultrasound.
Give examples of prenatal diagnosis of congenital anomalies.
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5. Analyze fetal therapy.

6. Classify placental pathologies and amniotic fluid/membranes pathologies.
7. Evaluate multiple gestations.

DMS 220:

1.
2.

5.
6.

Interact appropriately with the patient, physicians, and staff.

Analyze Sonography procedures and identify anatomy, pathology and
physiology of structures being imaged.

Apply the correct transducer type and frequency for the examinations
being performed.

Perform Sonographic examinations of the abdomen, thyroid, scrotum,
breast, and major vasculature within the structure imaged.

Document procedures performed.

Describe the general learning concentration.

DMS 221:

1.
2.

3.

4.

Interact appropriately with the patient, physicians, and staff.
Compare Sonography procedures and identify anatomy, pathology and
physiology of structures being imaged.

Apply the correct transducer type and frequency for the examinations
being performed.

Demonstrate the ability to perform Sonographic examinations of the
abdomen, thyroid,

scrotum, breast, and major vasculature within the structure imaged.

5.
6.

Categorize all procedures performed.
Perform general and specific department duties.

DMS 222

1.
2.

3.

o

Interact appropriately with the patient, physicians, and staff.

Create quality diagnostic Sonography images and identify anatomy,
pathology and physiology of structures being imaged.

Apply the correct transducer type and frequency for the examinations
being performed.

Distinguish between Sonographic examinations of the abdomen,

thyroid, scrotum, breast, major vasculature within the structure, and
OB/Gyn.

Categorize of procedures performed.
Adequately perform general and specific duties.

DMS 223:

fif

Interact appropriately with the patient, physicians, and staff.
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. Create quality diagnostic Sonography images and identify anatomy,

pathology and physiology of structures being imaged.

. Select the correct transducer type and frequency for the examinations

being performed.

. Demonstrate the ability to perform Sonographic examinations of the

abdomen, thyroid, scrotum, breast, major vasculature within the
structure, and OB/Gyn.

Documentation of procedures performed.

Evaluate the general learning concentration.

DMS 225:

1.

2.

3.

Analyze the normal and abnormal anatomy and variants, function, and
Sonographic appearance of the major abdominal vasculature
structures.

Compare/contrast a sonogram of the normal and abnormal vascular
anatomy of the upper and lower extremities.

IHustrate proficiency in the use of quantitative principles applied to
vascular testing:

Be proficient in the performance of physiologic testing (including volume,
pulse recording, pressure measurements, plethysmography, and stress
testing), real- time ultrasound imaging, and Doppler evaluation (pulsed
and continuous wave, color, and power flow) as related to the
vasculature.

DMS 230:

1.

Describe the normal anatomy and variants, function, and Sonographic
appearance
of the major abdominal vasculature.

2. Describe the normal anatomy and variants, flow, and sonographic

appearance of
the aortic arch, carotid arteries, and vertebral arteries.

3. Perform duplex scanning, color flow imaging, and identify the
vasculature of the upper extremities and lower extremities.

4. Identify the gross anatomy, physiology, and fluid dynamics of the
intracranial
cerebrovascular system.

5. Evaluate the Doppler segmental pressures of the upper and lower
extremities.

6. Explain the Plethysmography technique of the upper and lower
extremities.

DMS 207:
1. Evaluate first trimester complications.
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SIRCENORD

o

Analyze fetal growth assessment by ultrasound.

Give examples of prenatal diagnosis of congenital anomalies.
Analyze fetal therapy.

Classify placental pathologies and amniotic fluid/membranes
pathologies.

Evaluate multiple gestations.

DMS 231:

1.

2.

DMS 234:
1.

oo A wN

DMS 250:
1.

2.

3.

Describe the normal and abnormal anatomy and variants, function, and
sonographic appearance of the major abdominal vasculature.

Demonstrate knowledge of normal and abnormal vascular anatomy of
the upper and lower extremities.

. Demonstrate knowledge, understanding, and proficiency in the use of

quantitative principles applied to vascular testing:

Explain proficiency in the performance of physiologic testing (including
volume pulse recording, pressure measurements, plethysmography,
and stress testing), real- time ultrasound imaging, and Doppler

evaluation (pulsed and continuous wave, color, and power flow) as
related to the vasculature.

Review the interactions of ultrasound on tissue.

Review and comprehend the interactions of ultrasound and tissue.
Identify general ultrasound instrumentation.

Know the different imaging mode principles

Review real-time ultrasound imaging principles and instrumentation.
Review Doppler physics and instrumentation in the clinical setting.

Critique the normal anatomy and pathology of the liver, biliary system,
kidneys, adrenal glands, spleen, aorta, and pancreas.

Analyze the anatomy of the thyroid, scrotum, prostate, and utilize
laboratory values in diagnosis.

Breakdown the normal and abnormal vascular anatomy of the upper
and lower extremities.

Compare physiologic testing (including volume pulse recording,
pressure measurements, plethysmography, and stress testing), real-
time ultrasound imaging, and Doppler evaluation (pulsed and
continuous wave, color, and power flow) as related to the vasculature.
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5. Distinguish pathologies of the female pelvis.

6. Assess fetal complications, fetal growth assessment, and congenital
anomalies.
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. Learning Resources

Are the learning resources adequate for the program/discipline

teaching needs? Please provide comments.
Yes, the Diagnostic Medical Sonography Program is housed in the beautiful
Zetmeir building. Sonography has its own space that allows the students to have
lecture, computers, lab, and simulation all in one room. The director’s office is
located off the classroom to be available as needed. The majority of the
equipment was purchased with Title il grant monies. In 2015 the director
negotiated a donated machine from Integris Health Hospital. In FY2016, Perkins
Grant funds were used to purchase a refurbished portable ultrasound machine.
The newly remodeled Library has been an asset to our program.

J. Partnerships

To what extent has the program/discipline developed external
partnerships?
The Sonography Program has established close contacts with surrounding
hospitals, clinics, and doctor offices. Over the last ten years our sonography
students have become a staple in our surrounding medical facilities. The
program has also been involved with surrounding schools to help recruit and

educate the students of different career pathways. The director attends job fairs
and helps host other college recruiting programs.
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Review of Previous Action Plan
The on-ground Diagnostic Medical Sonography program was discontinued in
2020. The final cohort will graduate from the on-campus program May, 2022. The
newly approved online with a clinical component program will launch Fall, 2021.
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SUMMARY REPORT: Strengths, Weaknesses, Opportunities,
Challenges

ACADEMIC PROGRAM REVIEW

Date: April 1, 2021

Academic Program/Discipline:
REVIEW COMMITTEE IDENTIFIED STRENGTHS

Major strengths of the new distance learning are as followed:
1. The new program will have unlimited reach.

2. The program moving to an online format allows LCC to travel outside the
local area.

3. DMS offers two concentrations: Vascular and General

4. The flexibility allows for applicants the option of a new career, or add to
their existing one.

5. Each concentration is 12-months in length. The new program will offer a
12-month vascular concentration and a 12-month General concentration.

6. The pricing is affordable compared to the return post-graduation.

7. Allow more seating than the previous on-campus program.
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SUMMARY REPORT
ACADEMIC PROGRAM REVIEW

Date: April 1, 2021

Academic Program/Discipline:

REVIEW COMMITTEE IDENTIFIED
WEAKNESSES/OPPORT_UNITIES!CHALLENGES

Identified weaknesses/opportunities/challenges:
1. The DMS program has had limited clinical sites over the previous years.
2. The original on-campus program was limited to seven students due to
agreements made with KBOR and Washburn University.

3. The surrounding clinical sites are smaller and will allow only one student
compared to other programs.
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Program Action Plan
Date:

An Action Plan addressing weaknesses, opportunities, and challenges found
during the Program Review process was developed by the full-time faculty in the
program and the Program Director, if appropriate, and the Dean of Instruction.
The Action Plans goals will be included in the program Operational Plans for the
upcoming years as a part of the Strategic Planning process. The associated
Core Value and Outcome should be included for Operational Plan reference,
such as 1A for Core Value 1 and Outcome A. The person or persons responsible
will determine the necessary actions to complete the suggestions needed in the
Weaknesses/Opportunities/ChaIlenges for the specific areas that are being

reviewed.
~ Weaknesses/ ~ Program Estimated Cost/ Operational Plan Year - Person Responsible
~ Opportunities/  OQutcome/ Department ~ of Implementation, - DOVAdviso :

Challenges  Objective ~ Budget Associated Core
 Value and Outcom
i andlor Completion or

Bl Bl S e L - Administrative Action =~ A LR
The DMS program wiII_ Create a diverse Implementation will DO, VPAA, Director
transition to a new online  onling program begin Fall 2021 of DMS, Director of
delivery model. Marketing

The DMS programwill W have been Weare ' ° = Faf2094 ~ Director of DMS, CTE -
crealive waystotarget  oftware to target already
e - dbodlc o pudhesedby.

The DMS program willbe  The markeing ~ Noextracost  Fal 2021 Director of DMS, CTE
marketed across Kansas  hags been mainly Recruiter, Director of
and Missouri and to other focused on KS,

0 Marketing
states as opportunities but other states
arise. have been

included

The DMS program will Marketinghas ~ Noextracost | Fall2021 e Director of DMS, CTE
aclively recruit curent  been targeting our resedund B ales el Recruiter, Director of
LCC Allied Health ~ allied health  Marketng

 Graduafes for its program  alumni, All

- meaning some students ~ programs have
-may be enrolled up to four ' been utilized
yeamsatiCe.: - 0 0 e



Appendix A: List of Courses

General Sonography Concentration Requirements

DMS 201- Introduction to Sonography 3

DMS 211- Sonography Physics & Instrumentation 3

DMS 205- Sonography Sectional Anatomy & Abdominal Physiology 2
DMS 206- OB/GYN for Sonography | 3

DMS 220- General Sonography Clinical | 3 Days a week 5

DMS 234- Sonography Physics & Instrumentation/Registry Review 3
DMS 207- OB/GYN for Sonography Il 3

DMS 208- Sonography Pathology of Abdomen and small parts 2
DMS 221- General Sonography Clinical Il 3 Days a week 5

DMS 250 General Sonography Registry Review 4

DMS 222 General Sonography Clinical il 4 Days a week 5

Vascular Sonography concentration requirements

DMS 201- Introduction to Sonography 3

DMS 211- Sonography Physics & Instrumentation 3

DMS 230- Vascular Sonography | 3

DMS 251- Vascular Sonography Clinical | 3 days a week 5

DMS 234- Sonography Physics & Instrumentation/Registry Review 3
DMS 231- Vascular Sonography If 3

DMS 252- Vascular Sonography Clinical Il 3 days a week 5

DMS 237 Vascular Sonography Registry Review 2

DMS 253 Vascular Sonography Clinical Il 4 days a week 5
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Appendix B: Faculty in Program Qualifications

Full Time Faculty

Brian Vediz - Associate in Applied Science Radiography, July 1993, LCC. Ultrasound Certificate,
School of Diagnostic Sonography at Cox Health Systems, School of Diagnostic Imaging,
Springfield MO, April 2002.

Tammy Kimrey —~Associate of Science, May 2003, Allen Community College. Associate in Applied
Science, May 2005, LCC. Ultrasound Certificate, School of Diagnostic Sonography at Cox
Health Systems, School of Diagnostic Imaging, Springfield MO, 2007. Bachelor of Science
in Vocational Tech Education, Public Sector Teaching, July 2014, PSU.

Adjunct Faculty
Joni Scott — Associate in Applied Science, Nursing 12/31/1985, LCC. Associate in Applied Science,
Radiography, 12/31/2012, LCC. Certificate in General Sonography, 12/13/2012, LCC.
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Agenda ltem #: V.C.
Date: May 6, 2021

SUBJECT

Approval and Review of Board Policy

REASON FOR CONSIDERATION BY THE BOARD

Per Policy 1.13, adopted 12/12/2020, the President would conduct a review and update the
policies of the Board of Trustees.

BACKGROUND

The President has updated/created the following policies for review and/or approval:

Policy 1.05 Duties Of And Action By The Board of Trustees
Policy 5.01 Purchasing
Policy 10.04 Hiring

PRESIDENT’S RECOMMENDATION

The President recommends the Board of Trustees approve Policy 1.05 Duties of and Action by
the Board of Trustees, Policy 10.04 Hiring, and review Policy 5.01 Purchasing.






POLICY 1.05 DUTIES OF AND ACTION BY THE BOARD OF TRUSTEES

A. The Beard of Trustees of the Community College District shall have the power and duties
as specified by 71-201 and other appropriate statutes to make plans for, to promote

and/or to acquire, construct, own, develop, maintain, and operate within their limits a
community College.

B. Action By The Board of Trustees

1. The Board may transact business, which is legally binding on the district only when it is in

session with a quorum present and its proceedings recorded in the minutes of the
meeting.

2. The chairperson, or in this person's absence the vice-chairperson or chair pro
tempore, shall preside at all meetings of the Board, declare all votes and perform

such duties as are provided by law including signing all documents, warrant-checks,
and contracts ordered by the Board.

3. Itshall be the duty of the vice-chairperson or chairperson pro tempore to perform the
duties of the chair in case of the chairperson's absence or inability to act.

4. Any committee as named by the chair shall have the responsibility of investigation or
seeking information, and shall report to the Board for its consideration and action.
Committee action shall be advisory and not executive.

5. Any committee or special committee may be granted power to act in any specific
case by vote of the Board of Trustees in session and such committee action shall be

reported for confirmation by the Board of Trustees at the next following regular or
adjourned meeting.

Revised: 6/13/94
Reviewed: 6/13/94, 3/30/15, 6/22/15
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POLICY 10.04 HIRING

The Board of Trustees will appoint, upon nomination/recommendation by the president,
members of the administrative and teaching staffs. KSA 71-201 (5). Upon recommendation of
the chief administrative officer, the Board of Trustees will appoint or employ such other officers

of the college, agents and employees as may be required to carry out the provisions of the law.
KSA 71-201 (6).

For clarification, the members of the administrative and teaching staffs listed above are

administration, professional employees (faculty), and the professional staff. (Procedure 1.02
Governance Structure)

Procedures for hiring shall be determined by the President. (See Procedure 10.04 Hiring)

Adopted:






POLICY 5.01 PURCHASING

The Board of Trustees of Labette Community College will provide faculty, staff and students with
necessary and appropriate supplies, equipment and services to complete the educational
mission of the College. In carrying out this objective, it is the policy of the Board to purchase

such goods and services at the best possible cost within the provisions of the cash-basis law and
budget restrictions.

A. Code of Conduct

The following code of conduct is adopted for all College personnel concerning their
involvement in the purchasing process:

1.
2.
3.

Give first consideration to institutional policies and objectives.

Obtain the maximum value for each dollar expended.

Demand honesty in sales representation whether offered through oral or written
Statements, advertising or product samples.

Grant all competitive bidders equal consideration; regard each transaction on its own
merit. Promote fair, ethical and legal trade practices.

Use, only by consent, the original ideas and designs devised by one vendor for
competitive purchasing purpose.

Decline personal gifts or gratuities.
Accord a prompt and courteous reception to everyone calling on legitimate business.

It shall be the policy of the Board not to enter into any contract for the purchase of property or
services with any person or with any members of the immediate family of any person who is:

il

A member of the Board of Trustees, President, Vice Presidents, Dean of Instruction of
the College or with any firm in which any of these persons or their immediate family
have a financial interest.

An employee of the College involved in the requisitioning or purchasing of the
property or service involved, or in the selection of prospective bidders or in the
awarding of contracts on behalf of the College or from any firm in which any of the
above mentioned classes of persons or any members of their immediate families
(spouse, child or a person living in the same household) have a financial interest.

B. Bidding Policy

The Board of Trustees will seek sealed competitive bids for all purchase of supplies,
equipment and services for which the estimated cost is in excess of $19,999. Authority

to purchase items whose estimated cost is less than $20,000 is delegated to the
President or their designee.

359



D.

This bid practice will apply to all purchases of the College except the following
circumstances:

1. "Sole source" procurements of unique goods or services available only from a single
supplier with no competition.

2. Services supplied by regulated public utilities and transportation companies.

3. Wages, salaries and fringe benefits to College personnel and reimbursements for
travel and other work-related expenses.

4. Purchases of goods for resale by the College bookstore or other departments of the
College.

5. Educational materials directly related to the curriculum and secured by copyright.

6. Purchases of goods and services by separate student, alumni and other organizations
through accounts maintained for them by the College as fiscal agent.

7. Other purchases deemed by the President to not be appropriate for bidding.

Board Bidding Procedure

The purchase of all materials, equipment and services subject to this procedure shall be
made on the basis of conformity to specifications developed by the administration and
reviewed by the Board of Trustees in open session. Such specifications will constitute an
adequate basis for defining and evaluating the quality and quantity of the goods or
services being procured, and the capability of the vendor to provide the goods or services
in the specified time frame and in the specified quality and quantity. No such
specifications will be fixed in a manner which effectively precludes reasonably
competitive bids on alternative products or services which adequately meet the needs of
the College. Specifications which are brand specific, whether the brand name is
mentioned or not, must be accompanied by a written justification.

All bid specifications shall clearly establish the following rights of the Board of Trustees:

1. The right to reject any or all bids or proposals, 2.) to accept a bid or proposal which
appears to be in the best interest of the College, 3.) to waive any informalities in any
part of any bid or proposal.

Bid Opening

Bids will be opened in public session, with at least three individuals from the College
present, at the time and place stated in the bid notice, and will be evaluated for
conformity with the bid specifications by administrative review. Board action will
normally take place at the first regularly scheduled Board meeting after the bid opening.

Any bids received after the formal bid opening will be returned unopened to the vendor.
Bidders will not be allowed to modify bids after being opened except as might be
required to clarify whether or not a bid is in conformity with specifications. No bid will be
considered unless it conforms to specifications.
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E. Awarding of Contract

The Board of Trustees will normally award the contract to the low bidder who meets
specifications. Exceptions may occur under the following circumstances:

A. The quality, suitability and usability of the goods or services is unacceptable for
the purpose intended.

B. Evidence exists to question the vendor’s ability to perform the required services.

C. ltis the policy of the Board of Trustees to support bidders domiciled within the
taxing district of the College. Therefore, if the low bid is submitted by a bidder
domiciled outside the College's taxing district, a bidder domiciled within the

College's taxing district may be deemed the preferred bidder and awarded the bid
if:

1. The quality, suitability and/or usability of the goods or services are equal and
fully comply with the minimum bid specifications, and the vendor has the
capability to adequately service the product.

2. The amount of the bid of the bidder domiciled within the College taxing
district is not more than 1% greater than the amount of the low bid.

A bidder will be considered to be domiciled within the taxing district if they operates a place of

business within the taxing district or if it has a sales representative whose residence is within the
taxing district.

Revised: 5/11/04
Reviewed: 5/11/04, 2/14/17
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Agenda Item #: V.D.

Date: May 6, 2021

SUBJECT

Professional Staff Employment Letter Confirmation

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees’ approval of selected employment contracts and
letters.

BACKGROUND

Jessica Letterman has accepted the position of Payroll/Benefits Coordinator.

PRESIDENT’S RECOMMENDATION

The President recommends the Board of Trustees approve the Professional Staff Employment

letter for Jessica Letterman, Payroll/Benefits Coordinator, at an annual salary of $35,568,
starting May 7, 2021.






Biography

Jessica Letterman

Ms. Jessica Letterman has accepted the position of Payroll/Benefits
Coordinator. Jessica has worked in the Business Office as Finance and
Operations Assistant since June 2019. Previous to her Business Office
Assistant position, she worked as the Part Time Bookstore Supervisor for
one year. Jessica is a graduate of LCC with degrees in Accounting,
Business Administration, Office Technology — Administrative Assistant and
Medical Administrative Assistant. While working on her degrees she was a
member of Phi Theta Kappa and Student Support Services. She also has

held various LCC workstudy positions at while earning her Associate
degrees.

She will graduate from Fort Hays with her Bachelor's degree in Business
Education Corporate Communications next month.

With Board approval, she begins the job on May 7, 2021.



POSITION DESCRIPTION

PAYROLL/BENEFITS ACCOUNTANT

Reports to: Vice President of Finance & Operations
Organizational Unit: Professional Staff
Salary range: Coordinator, Exempt, Full time
Revision Date: February 2021

Basic Purpose of Position

The Payroll/Benefits Accountant Coordinator reports to the Vice President of Finance and Operations
and works closely with the HR Director. The major responsibilities are producing the monthly payroll,
completing all reporting requirements and reconciliations, managing the College’s benefit plan as well
as some Accounts Receivable and Accounts Payable functions.

Essential Job Functions

A. Ability to independently produce monthly payroll and reports, W-2s, transfers, tax deposits,
quarterly reports, etc., pertaining to payroll

B. Ability to prepare journal entries for payroll and benefits
C. Ability to keep current on laws and regulations effecting payroll

D.  Ability to complete monthly balancing of all payroll accounts and bank reconciliation for the payroll
account

E. Ability to process advance checks for travel for clubs and groups and make reservations as
needed

F. Ability to complete surveys as assigned

G. Ability to be knowledge of the Accounts Receivable and Accounts Payable duties and fill in during
their absence or when help is needed

H. Ability to administer and track college benefits to ensure the required paperwork is submitted for
existing and new personnel

. Ability to administer annual open enrollment for health insurance, section 125 benefits and 403(b)
retirement

J. Ability to assist the VP of Finance & Operations in the bidding process for Workman’s Comp,
Athletic insurance, and Property and Casualty insurance as needed

K. Ability to calculate, prepare, distribute and track Administrative, Professional and Faculty contracts;
and change of status forms for these groups and Educational Support Staff change of status forms

L. Ability to respond to queries regarding past and present employees for unemployment, bank loans
governmental agencies, gamishments and other verifications

M. Ability to manage the college’s responsibilities on workers compensation claims in coordination
with the Human Resources Director

N. Ability to complete annual Work Comp audit

O. Ability to serve as health insurance group leader and assist employees with health insurance
changes, questions and problems. Keeps current on insurance laws. Assists in the insurance bid
process if needed



Iv.

P.  Ability to keep confidential protected health information under the provisions of HIPPA and treat
this information in accord with the privacy provisions of the HIPPA act including requirements for
safeguarding, releasing, and recording the release of such information

Q. Ability to notarize school documents

R. Ability to assist employees with KPERS enroliments, withdrawals, purchase of service credit,
optional life insurance, retirements, disability, and death claims

S. Ability to handle correspondence with KPERS and complete annual KPERS Report
Ability to complete reports and tasks for annual audit

Ability to complete special assignments and perform research tasks and other duties as directed by
the Vice President of Finance & Operations

c -

V. Ability to administer the College’s 403(b) matching plan being responsible for ensuring that all

documents are completed correctly and sending monthly remittances to the third party
administrator and compieting yearly reports

W. Ability to administer the College’s Section 125 Cafeteria Plan

X.  Ability to complete FMLA forms in conjunction with the Director of Human Resources
Y. Ability to record and make deposits in a timely manner

Z. Ability to process employee and dependent tuition discounts

AA. Ability to assist when needed with entry of financial aid available, to allow students to charge books
BB. Ability to process and monitor the SB155 high school discount program

CC. Must sign a confidentiality agreement

DD. Ability to follow all LCC policy and procedures

EE. Ability to be trained on HIPPA and FERPA requirements

FF. Ability to maintain regular and timely attendance

Consulting Tasks

>

Assists employees with questions regarding benefits and payroll
KPERS, benefits and insurance companies’ personnel

Discuss benefits and required paperwork with new employees
Various auditors

oo w

All staff to resclve payroll and benefit issues

Supervises the Following Staff
None

Required Knowledge, Skills and Personal Qualifications
Excellent interpersonal skills

Previous experience administering benefit plans

Above average working knowledge of state and federal payrolt laws
Strong accounting background

Strong word-processing skills and knowledge of MS Word
Able to efficiently organize tasks

@ mMmoom >

Experience using Excel



VL.

VIL.

VIl

H. Ability to manage multiple tasks successfully

I Eligible for bonding as a Notary

Preferred Experience

Three years of accounting and payroll experience
Educational Background

Bachelor of Arts/Science in Business, Accounting major preferred
Working Conditions/Environment

A. Normal office conditions

B. Significant amount of computer work



Agenda Item #: V.E.

Date: May 6, 2021

SUBJECT

Approval of Bills

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees’ approval of all expenditures

BACKGROUND

Each month a listing of claims to be paid is presented to the Board for approval.

PRESIDENT’S RECOMMENDATION

Approval is recommended.
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