	Peralta Community College District

UNIT PLAN TEMPLATE (09-25-2007)


This presents the common elements to be addressed by each discipline/department in unit planning. Depending on College preferences, these common elements may be formatted or addressed differently. Please do not fill in shaded boxes.
I. OVERVIEW
	
	Date Submitted:
	October 29, 2007

	Discipline
	Business
	 Dean:  Kenney
	

	Department

Chair
	

	Mission/
History

Brief, one paragraph 
	Mission Statement
The Merritt College Business Department is a comprehensive, multi-cultural, public, open-access institution with a mission to develop and sustain effective partnerships with business, governmental, and community agencies to foster economic development and workforce preparation for its students. 

Vision
The Business Program at Merritt College strives to be a model for career and transfer education by fostering student success, transforming lives, and strengthening the diverse community it serves.  
Values
The Business Program at Merritt College values instructional excellence, quality student support services, a caring and inclusive environment, and the ability to model best practices for career and transfer education via a variety of academic and business community partnerships. 


II. EVALUATION AND PLANNING 
Please review the program review data and the CSEP review criteria and complete the following matrix. 
	Baseline Data
	Sections
	Enroll.
	 
	AVG Class Size
	FTES/FTEF 
	comments

	Fall 2006
	10
	314
	
	31
	16.2
	Mixture of growth and decline

	Spring 2007
	7
	248
	
	35
	14.3
	


	Business
	2002
	2003
	2004
	2005
	2006
	CODE
	Comments

	Quantitative Assessments (Fall to Fall)
	
	
	
	
	
	
	

	1. Enrollment (CW1)


	243
	258
	246
	245
	314
	
	Growth

	2. Sections (master sections)


	9
	12
	14
	10
	10
	
	Mixed

	3. Average Class Size 

	27
	22
	18
	25
	31
	
	Growth

	4. Productivity (FTES/FTEF)


	12.5
	10.2
	8.4
	12.2
	16.2
	
	Growth

	5. Student Success (Grades A,B,C,Cr/all grades)
	
	43.6%
	55.4%
	53.2%
	50%
	
	Improvement needed

	6. Retention
	
	54.2%
	63.6%
	61.3%
	59.9%
	
	Improvement needed

	Qualitative Assessments
	Narrative

	8.  Community and labor market relevance

Present evidence of community need based on Advisory Committee input, industry need data, McIntyre Environmental Scan, McKinsey Economic Report, etc. This applies primarily to career-technical (i.e., vocational programs).  
	Based on the McKinsey Economic Report, the Business Department needs to redesign and strengthen the following degree and certificate programs.
· Accounting

· Accounting 

· Business Administration

· Business Management

· General Business

· Retail Clerk

· Administrative Assistant

· Legal Office Assistant

· Administrative Office Systems & Applications

· Office Administrator

· Business Information Processing

The Business Department must incorporate the following occupational areas in the degree and certificate programs.  These occupations were identified in the Preliminary McIntyre Environmental Scan Report as September 6, 2007.
· Retail salesperson

· Customer service rep

· Office clerk general

· Business Support
· Finance & Insurance
· E- commerce & Internet sales

· Business transfer program to 4-year institutions

	9.  Other (please add pertinent qualitative assessment specific to your area).  
	The Business Department responded to an industry request by initiating an insurance curriculum.  The Merritt College Insurance Careers Program leads to a Certificate of Achievement and offers successful students industry internships.  The Business Department is considering another workforce development request from the Banking industry-- Community Banking Careers Program.  The new state initiative is being coordinated by Business Education Statewide Advisory Committee (BESAC).    


	10. College strategic plan relevance
Check all that apply
X   New program under development

X   Program that is integral to the college’s overall strategy

X   Program that is essential for transfer

· Program that serves a community niche. 

· Programs where student enrollment or success has been demonstrably affected by extraordinary external factors, such as barriers due to housing, employment, childcare etc.

Other _______________________
	


Action Plan Steps 
Please describe your plan for responding to the above data. Consider curriculum, pedagogy/instructional, scheduling, and marketing strategies. Also, please reference any cross district collaboration with the same discipline at other Peralta colleges. 
	ACTION PLAN -- Include overall plans/goals and specific action steps. 
1. Re-establish the Business Department Advisory Committee – solicit a broad spectrum of business professionals and hold at least one meeting spring 2008.

2. Complete Program Level mapping and SLOs for all Business Department degree/certificate programs by the end of spring 2008.  Determine which programs need to be reconfigured and/or dissolved during the mapping process.

3. Continue to strengthen the Insurance Careers Program by soliciting and offering student internships no later than summer 2008.

4. Create a new college keyboarding series of courses by spring 2008 and offer classes no later than fall 2008.

5. Create a QuickBooks course by spring 2008 and offer class no later than fall 2008.

6. Hire 1.0 full time accounting instructor.



Additional Planned Educational Activities
	Health/safety/legal issues:


	Building P first & second floor levels require a deep cleaning in all classrooms and faculty offices as a result of the Measure A renovation and asbestos abatement on the third floor of the P Building.    

	Certificates and Degrees Offered
	The department may wish to consider the following new programs:

· Develop a specialization in Human Resources under the Business Administration Degree. Human Resources Management would be a concentration under the curriculum title of Business Administration. This curriculum would be designed to meet the demands of business and service agencies.  The objective would be to development generalists and specialists in the administration, training, and management of human resources.  Course work covers studies in management, interviewing, placement, needs assessment, planning, legal issues, compensation and benefits, and training techniques. Also included are topics, such as, people skills, learning approaches, skill building, and development of instructional and training materials. Graduates from this program would have a sound business educational base for life-long learning. Students would be prepared for employment opportunities in personnel, training, and other human resource development areas.
·  educational base for life-long learning. Students would be prepared for employment opportunities in personnel, training, and other human resource development areas.
· A Virtual Assistant Program - an independent entrepreneur who offers business support services in a virtual environment. The Virtual Assistant title is new to the corporate world, though the idea of contracted work has been around and has been beneficial for businesses. "VAs," as the Virtual Assistant professionals are known, are private business owners who provide administrative support services for clients they choose. VAs work in long-term, collaborative relationships handling a variety of professional and personal services. VAs use technology such as e-mail, fax, phone, and video conferencing to complete and submit projects.
The department may wish to consider adding the following classes:

· Computerized Bookkeeping & Accounting using QuickBooks
· Customer Service Series

· Communications

· Team Building

· Time Management

· Stress Management

· Conflict Management

· Attitude in Workplace

· Decision making & Problem Solving

· Ethics & Values

· Business Etiquette

· Managing Organizational Change

· Computer Keyboarding
· Keyboarding & Document Processing

	Student Retention and Success


	The Business Department needs to work closely with the Merritt College Basic Skills Committee to communicate entry level English & Math basic skill sets required for student success in the department’s degree/certificate programs.  The department must coordinate activities with Student Support Services to ensure student retention and success in business classes, i.e., tutoring, personal counseling & referral to outside community services, peer advising support program, etc.   

	Progress on Student Learning

Outcomes.  ( SLO % Complete)


	Program Level Student Learning Outcomes:
Mapping Business Administration Degree – October 2007

· Write clear, concise and structured business plans with supportive documentation and data.  

· Identify and demonstrate accepted practices that show cultural sensitivity. 

· Pursue and evaluate knowledge through the skills of inquiry, research, critical thinking and problem solving.

· Communicate effectively in both speech and writing.

· Understand and appreciate diversity and develop a worldview informed by multicultural and global perspectives.

Business Department Draft Outcomes w/Linda Berry, Vice President of Instruction – November 2006

· Learn and use new concepts and technologies

· Analyze and use data

· Practice cultural competence

· Demonstrate socially responsible business practices

· Adapt to political, governmental, and economic environments

· Identify, analyze, and solve problems

· Communicate effectively

· Perform basic tasks and execute business methods and practices

	
	


III.
RESOURCE NEEDS

Personnel Needs
	FT/PT ratio

1.0 FT
	Current
	If filled
	If not filled
	
	# FTE faculty assigned)

2 part time faculty members
	

	
	Accounting 
	
	
	
	
	

	Narrative: are PT faculty available?  Can FT faculty be reassigned to this program?  Implications if not filled 


	1.0 FT accounting instructor needed to strengthen degree/certificate program for business students with an objective of transfer to 4-year institutions and workforce preparation.  The Accounting Discipline is a cornerstone of the Business Department and must have a lead instructor to develop curriculum and support other business areas, such as, business administration, administrative services, management, marketing, finance, real estate, etc.


Equipment/Material/Supply/ Classified/Student Assistant Needs:  
Please describe any needs in the above categories. 
Strengthen computer lab areas shared with the CIS & Paralegal Departments in Building P.  Computers should be current and using the VISTA operating system by fall 2008.  Full time instructors require tablet PC or laptop, and part time faculty should have a laptop or tablet PC available for classroom use during lecture/lab.  Internet connectivity with overhead projection should be available in all lecture and lab classrooms with appropriate network (WAN & LAN) outlets available and working at all times.  Network Technical Support staff should be available and responsive to legitimate instructor request.  Faculty and college Network Technical Support staff should work as a team to deliver quality equipment and services to students. 
Facilities Needs (Items that should be included in our Facilities master Plan) for Measure A funding:

Please describe any facilities needs. 
Nomad or 3M Overhead Technology adopted by College Technology Committee for lecture rooms.  This technology requires Internet and LAN/WAN connectivity.  Classrooms need up-to-date furniture with wide desk tops to accommodate accounting worksheets and student textbooks.  Whiteboards are needed the lecture classrooms.  Instructors’ desk/chair and classroom furniture needs to be mobile for lecture and team groups when classroom activities dictate a reconfiguration for instructional purposes.
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