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CBOT YEARLY PLANNING DISCUSSION TEMPLATE
General Questions

Program Name: Computer Business Office Technology (CBOT)Academic Year 2022/2023

1. Has your program mission or primary function changed in the last year?

No

2. Were there any noteworthy changes to the program over the past year? (eg, new courses, 
degrees, certificates, articulation agreements)

Articulation agreements are in place with local high schools and the most recent one 
approved is with Pioneer Valley High School (see below)

Concurrent Enrollment pilot program took place in Spring 2022 with El Camino Jr. High. The pilot had 
some successes and some challenges. Due to class schedules and times at El Camino Jr. High the 
concurrent enrollment did not continue in Spring 2023 however, dialogue continues to see if the 
program can continue. Monthly meetings are attended by CBOT instructor with the Jr. High School 
District. 

See approval letter text below approving the instructor at El Camino Jr. High. 
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Learning Outcomes Assessment

a. Please summarize key results from this year’s assessment. 

All courses were mapped to the Program Learning Outcomes (PLO’s) and verified in the Strategic 
Planning Software (SPOL) and updated for accuracy as necessary. See below. 

Course Data was entered into SPOL from previous semesters for each course that mapped to the 
Program Learning Outcome. All four Program Learning Outcomes had results higher than the 70% target 
goal. See below: 
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b. Please summarize your reflections, analysis, and interpretation of the learning 
outcome assessment and data. 

The target goal of 70% was surpassed on all four PLO’s by over 9% and as high as 17%. The results 
ensure that students are mastering the learning outcomes based on this performance. 

Over the past year the CBOT instructor secured grant funds and purchased 15 laptops with the full 
version of Office downloaded on the PC’s and checks them out to students. This has helped 
tremendously when a student has a Chromebook or Mac and cannot download the software used in the 
course. 

Due dates for homework have been extended for students who need more time to get started in the 
class due to downloading the software, data files or just becoming comfortable with how the course 
works. 

When students do not turn in homework the CBOT full time instructor will call students and offer a 
zoom meeting or to meet in person to help the student. 

All these factors contribute to student success. 

c. Please summarize recommendations and/or accolades that were made within the 
program/department.

Student accolades were given at the last program review through the questions on the program review. 
Students personally thank the CBOT instructors as well. It is very common to receive great feedback and 
thank you emails from the students. See below, 2 student emails, both received in March 2023 which 
are representative of the emails received.
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d. Please review and attach any changes to planning documentation, including PLO rubrics, 
associations, and cycles planning.

None

 
3. Is your two-year program map in place and were there any challenges maintaining the planned 

schedule?  
 
The two-year program map is in place and on the website. There are no problems maintaining 
that schedule. Administration has supported the CBOT courses being offered.  
 
 

4. Were there any staffing changes?  
 
No staffing changes.  
 
 

5. What were your program successes in your area of focus last year?  
 

The Business and Finance Success Team focused on Student Orientations and worked with the 
Counseling department to promote, plan and facilitate PD 700 College Connect. It was a success and 
there were 2 courses completed in Fall 2022. There was a day course and a night course. The Business 
orientation had guest speakers from the department faculty (3 instructors spoke) and from the Career 
Center. The PD 700 is recommended to continue in the fall 2023.  

CTE two-year review of labor market data and pre-requisite review  

6. Does the program meet documented labor market demand?

Yes.  

According to the labor market data found from the site: 
https://www.labormarketinfo.edd.ca.gov/data/employment-projections.html the data shows that 
several CBOT degrees and certificates lead to jobs in growing areas. Some of those growing occupations 
for students are Administrative Services and Facilities Managers. Typical entry level is a bachelor’s 
degree however the CBOT program is a stepping stone to this field and there is a 9% growth estimated 
from 2020 - 2030.  Computer Support Specialists also has an estimated 9% growth from 2020 – 2030 and 
entry level can be with an associates degree. The Computer Applications and Office Management would 
be the best A.S. degree option for students entering both of these fields.  

One of the degree options for CBOT is Legal Secretarial which would be included in the career outlook 
for Paralegals and Legal Assistants and has a 12% estimated growth.   

The last job highlighted is the Secretarial and Administrative Assistant field although on decline there 
are still over 3 million jobs estimated for 2020. See below:  



Spring 2023 Page 5 of 9 

CBOT Program Review Yearly Planning

 
https://www.bls.gov/ooh/management/administrative-services-managers.htm

 

https://www.bls.gov/ooh/computer-and-information-technology/computer-support-
specialists.htm  
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https://www.bls.gov/ooh/legal/paralegals-and-legal-assistants.htm

https://www.bls.gov/ooh/office-and-administrative-support/secretaries-and-
administrative-assistants.htm  

7. How does the program address needs that are not met by similar programs?

The program addresses the needs not met by similar programs and does not represent an 
unnecessary duplication of other vocational or occupational training programs in the area. Cuesta 
College and Santa Barbara Business College are the closest colleges physically to Allan Hancock 
College. The CBOT area at Hancock has three A.S. degrees and 6 certificate options where both 
Cuesta College and Santa Barbara Business College have far less offerings and options for A.S. and 
certificates in the CBOT area.

8. Does the employment, completion, and success data of students indicate program 
effectiveness and vitality? Please, explain. 
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Student Retention

Total retention rate is following an upward trend with a high of 91% in 2019-20 and 2020-21.  CBOT 
total success rate is averaging between 65% and 77%. The CBOT total success and retention rates 
are shown in the table below by course and by year. It should be noted that CBOT 360 and CBOT 361 
(with low success rates in 2019-20, 33% and 50%, are pass/no pass courses offered in Winter and 
Summer). Institutional effectiveness usually leaves out the Winter data but it was mistakenly added 
to the total results.  

Student Success  

The success rate total decreased from 2019-2020 from 77% to 65%. That is a large drop and may be 
influenced by COVID-19. The 65% success rate is lower than prior years but the retention rate is 
higher than prior years at 91%. This may mean that students are not being dropped when they have 
partial work completed. For some reason the student stops submitting homework or taking tests 
and ends up with not enough points to pass. In most CBOT courses, failing grade means the student 
stopped submitted homework. Partial credit is given to computer assignments that are incomplete 
or incorrect and usually results in some points.  

The fact that the CBOT program changed to an 8-week format and shortened term may influence 
the success rate of students. The positive is that the 8-week format allows students to complete 
their courses faster and take the beginning and advanced Word Processing course (CBOT 131 and 
CBOT 132) in the same semester. The negative is that some students may feel there is not enough 
time to complete the work. The 8-week format needs to continually be analyzed and additional 
student feedback should be gathered on student success rates. This can be done through Successnet 
feedback from counselors with use of the Early Alert documentation. Counselors who contact 
students usually send an email explaining that the case is closed or progress made with the student 
reason that they are behind.  

If the reason that the student is not successful can be determined, they can be analyzed and 
interventions may be implemented to increase student success. It should be noted that the 8-week 
format had high success rates in 2019-20 and lower success rates in 2020-21. This may be a result of 
COVID-19 influencing factors. Successnet for Early Alert is a very valuable tool and should be 
discussed further with part-time employees to ensure all instructors are using this resource.  
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9. Have recommendations from the previous report been addressed?

Recommendations and analysis from previous years and the current year are addressed every 
semester. Many times interventions happen during the semester or an 8 week class. Because 
the program is technology based changes happen rapidly and must be addressed as soon as 
possible to ensure student success. 
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Validation for Program Planning Process:

10. Who have you identified to validate your findings? (Could include Guided Pathway 
Success Teams, Advisory Committee Members, related faculty, industry partners or 
higher education partners)

The CBOT Advisory team is a great partner and besides containing industry partners in the 
community it also includes high school teachers in Business. 

11. Are there specific recommendations regarding the core topic responses from the 
validation team?

Student success is always addressed at the advisory team meetings and the new business 
orientation (PD 700) was reviewed and supported by the team members. 
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CBOT Program Review - Spring 2023  
ACADEMIC SERVICES AND SUPPORT (Area of Focus/Core Topic) 

Academic Services and Support – assess and improve relationship with tutorial services, library, 
counseling, learning assistance program (LAP), etc. and evaluate co-curricular support courses.

Possible topics:
Collaborate with student success team members to ensure institutional barriers 
are mitigated.
Review and summarize student support options.
Implement student surveys and evaluate results.
Assess co-curricular support programs and services.

1. What data were analyzed and what were the main conclusions?

The Business and Finance Success Team conducted a focus group with the following goals
identified:  

 Understand the Business and Finance Student Experience 
 Identify Student Obstacles and ways to avoid them
 Help students identify and confirm their career choice and stay on that path 

A focus group was conducted with the following five themes identified.  

 Business Student Internships 
 Business Student Orientations 

Business Student Networking 
Event Week for Business and Finance Students 
Scheduling Business Classes 

The team decided to create a survey for all Business Students receiving feedback on one of the 
five themes and it was decided that Orientations would be the topic. There were 73 students 
who responded to the survey. The complete survey is attached as a pdf. 
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Survey Results: 

When asked if students believed an orientation would be beneficial before starting college 
courses, there were 93% of the students that either agreed or strongly agreed. See below. 

When students were asked what topics should be offered at an orientation the following 
answers were received with the number 1 and number 2 answers being Career Exploration and 
Internships.  
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2. Based on the data analysis and looking through a lens of equity, what do you perceive 
as challenges with student success or access in your area of focus?

Students want more information on Career Exploration, and it may be a challenge to ensure the 
students engage with other resource departments on campus such as the Career Center for 
assistance with Career Exploration and Internships.  
 
If a Business Student Orientation continues, a challenge may be getting the advertising out to 
students. The Business Department was successful in promoting the course and having students 
sign up for 2 classes but in other departments enrollment for the PD 700 was so low that the 
courses were cancelled.   
 

3. What are your plans for change or innovation?  
 
One of the ways to change or innovate is through the Business Orientation (PD 700 course). 
Plans for change and innovation for the Orientation are below:  

 Assist the counseling department in advertising the new PD 700 College Connect 
Student orientation with the focus on Business topics 

 Make suggestions on some of the topics to be covered at the Business Student 
Orientation (it was suggested that the career center be part of the orientation and have 
students enroll in JobSpeaker at the orientation) 

 Present and team up with the counselor at the orientation to ensure student success 
(this can be done by attending the orientation in person or creating personalized videos 
by the instructors to welcome students and give them insight on how to be successful in 
the course).  

 
Instructors can also make additions to the class to assist with student success 

 Add assignments and information regarding topics identified in the business survey 
 Create videos and links to help students be successful and to interact with other 

departments which facilitate their success, retention and completion of the program 
 

4. How will you measure the results of your plans to determine if they are successful?
 
PD 700 College Connect Business Orientation 
 
The Business and Finance success team will be a collaborator for the PD 700 College Connect 
course for Business Students.  
 
The PD 700 course did take place during the 2022/2023 school year. The business department
created and sent out flyers to all Business students and advertised the course at a booth at 
Hancock Hello. There were 2 sections, one for day and one for night held in August 2022.
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The topics below were covered by Business Instructors and by the counselor and Career Center 
Staff. 

Career Exploration 
 Certificates and requirements  
 Textbooks  
 Computer and Software needed 
 How to Prepare for Class   
 Homework and course time   
 Important Dates of Class   
 How to Contact your Instructor 
 What to do if you miss class  
 What do I do if I fall behind on assignments 
 Canvas  

Career Center topics were done with a hands-on portion led by Career Center staff  

 Career Exploration – covering the Uexplore software  
 Interview Preparation  
 Resume Writing  
 Job Speaker – Hands-on enrollment in the software (JobSpeaker-  contains jobs, career 

exploration and internships).  

Counselor focused topics are below: 

 Time Management 
 Tutoring  
 Financial Aid   
 Pass/No Pass Option  
 Understanding Cultural differences  
 Hancock Parking  
 Classroom Code of Conduct  

100% of those surveyed who attended the Business Student Orientation, PD 700 found the 
course useful. Recommendations to continue the course with 1 night section the week before 
school starts at night was given. Also, to continue with the hands-on JobSpeaker portion and 
have Business instructors help advertise and be guest speakers through attendance or videos. 
 
Additional Measurements of Success 
 
Another way to measure success is through the creation of videos and assignments in the 
course to facilitate student success.  
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One instructor for CBOT added an activity to their Introduction Discussion Board on Canvas to 
have students take the Career Interest Quiz at the following site: 

https://www.careeronestop.org/toolkit/careers/interest-assessment.aspxLinks to an 
external site.

The Career quiz takes about 5 minutes and at the end, the student is shown a list of jobs that 
match their  interests. They will also show the job outlook, pay and requirements. The students 
are to list a job that matched their interests and let the class know the job title, outlook and 
pay. The career center is advertised along with the JobSpeaker software through the first 
discussion board at the beginning of the course. An additional advantage is that it helps to 
detect if the student is fraud because it was found, fraudulent students are less likely to take 
the career assessment quiz and report properly on their results. 

There are no new program initiative requests for CBOT at this time.  
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