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2018 Medical Assisting Program Annual Program Plan 
MEDA Medical Assisting Program 

I.A. Program Profile: Purpose
Describe the program(s) to be reviewed. What is the purpose of the program and 
how does it contribute to the mission of Skyline College? 

Narrative 
The mission of the department is to equip Skyline students with the knowledge, 
skills and modes of critical inquiry necessary to fulfill administrative medical 
assisting requirements for themselves, their community, and meet the current 
demand of the market place as documented in the Department of Labor Statistics 
for San Francisco and San Mateo Counties.  The administrative medical 
assisting program supports the mission of Skyline College and the San Mateo 
Community College District in partnering with industry and the community in 
response to economic changes requiring this additional workforce development 
thus directly addressing college goal #6. The program also directly addresses 
strategic priorities in community connection (#4) and delivery of quality instruction 
(# 5).   

Student  offerings as of summer 2015, cultivate and incorporate work-based 
learning through clerkships as an option for students which enhance students' 
ability for future employment and further develop college and health community 
connections through partnerships.(#1). By rescheduling course offerings between 
fall, spring, and summer, international students may maintain their minimum 12 
unit requirement ( #8) in this program. By developing substitution courses within 
the San Mateo Community College District increases the flexibility of the 
curriculum for students and increases availability and location of courses to 
enable students to get through in a more expedient manner. (#1).  As of 2018, 
work-based learning continues with existing clerk-ship sites maintained while 
adding new sites for students in the area of genetic research. 

Evidentiary Documents 

MEDA_Annualprogram plan 2016version 2 submitted to Dean and Dr..pdf 
MEDA_Annualprogram plan 2017.pdf  
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I.B. Program Planning Team
Annual program planning is intended to be a collaborative process which 
promotes dialogue and reflection. Please identify all individuals who contributed 
to or shaped the narrative. Include names and the title or role of each person.   

Narrative 
Charles Hernandez, 

Christi Holland,  

Jamil Kanaaneh 

Bernadette Newland, 

Maryoum Sandoval, 

and Alana Utsumi 
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II.A. Analysis: Progress on Prior Program Objectives (Goals) and Activities
Describe the progress made on previously established program objectives 
(goals) including identification of achievements or areas in which further effort is 
needed. New programs which have not yet established CPR/APP objectives 
should discuss progress on program implementation or activities.    

Narrative 
As of 2018, work-based learning through clerkships has continued and expanded 
with new approved contracts of community partners.  All existing contracts were 
renewed and new contracts for clerkship were approved by the SMCCD (San 
Mateo Community College District).  

The MEDA Advisory committee made a suggestion that was followed through 
with elimination of the medical editing certificate due to advances in technology 
and decreased demand for positions for employment. The demand for the 
remaining certificates and the associate degree remains strong. 

The feedback from community partners on the clerkship component was positive 
without exception on all our candidates. The curriculum was current and the 
candidates performed well at the clerkship sites with the existing staff.  Of special 
note, is the soft skills of the candidates was deemed exceptional. 

Online course offerings MEDA 484 increased access for students. 

Studying expansion of the program will be reviewed during the next cycle.  
Expansion with more contracts in a variety of specialties is also under review.  

Current collaboration between the community colleges within the district has 
increased access for students at different locations and times and offered 
substitute courses where possible without compromising the quality of the 
program 
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II.B. Analysis: Program Environment
Describe any recent external or internal changes impacting the program or which 
are expected to impact the program in the next year. Please include when the 
specified changes occurred or are expected to occur.   

Narrative 
The external technological changes impacted the medical editing certificate. The 
responsibility of editing has been incorporated into a scribe position.  The 
certificate is being eliminated in 2018, to comply with change. 

The collaboration between the sister colleges within the district has resulted in 
offering students alternative courses to meet their goals in a timely manner 
without compromising the quality of the program and giving students more choice 
as to location and time including weekend courses. 
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II.C. Analysis: Student Learning Outcomes (SLOs and PSLOs)
(1) Instructional Programs Only: Describe what was learned from the assessment
of course SLOs for the current and past year.
(2) Student Service Programs Only: If PSLOs are being assessed this year (3-
year cycle), describe what was learned. If no assessment was done because this
is an off-cycle year, please state that this item is not applicable.

Narrative 
With the review of SLO (Student Learning Objectives) from MEDA/HSCI 
484(medical terminology), textbooks were reviewed and one chosen to better 
meet the needs of the current students. Instructors decided to try online quizzes 
with in class testing and the current results show a positive increase in student 
engagement. The practice is continuing with different instructors and the group 
will look at the results as we continue with this effort. Open book resources are 
being investigated and reviewed. 

MEDA 460 on line submission of tests was reviewed and is continuing currently 
and further testing will be done. 
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III.A. Reflection: Considering Key Findings
Consider the previous analysis of progress achieved, program environment, and 
course-level SLOs or PSLOs (if applicable). What are the key findings and/or 
conclusions drawn? Discuss how what was learned can be used to improve the 
program's effectiveness.   

Narrative 
Program effectiveness is influenced by current technological changes and 
current student demographics. Constant review with community partners, 
students, and faculty within the district and within California drive the changes. 
The labor need exists.  100% of students performed well at clerkship sites.  

Offering students substitute courses within the district to meet established 
pathway and career objectives in a timely manner for students is attainable. 

Continued effectiveness of the program relies on review of responses of 
community partners, Medical Advisory meetings, maintenance of contracts for 
clerkships, and a response to labor demands. Collaboration between faculty to 
assess results and implement best practices for the students. 

Attendance, when possible, to ensure consistency in course offerings, 
description, and outcomes. 
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III.B. Reflection: ISLOs
If your program participated in assessment of ISLOs this year: 
(1) What are the findings and/or conclusions drawn?
(2) Does the program intend to make any changes or investigate further based
on the findings? If so, briefly describe what the program intends to do.

Narrative 
The MEDA editing certificate was withdrawn due to external technology 
advances and realigned job descriptions. The MEDA office reception certificate, 
medical insurance billing certificate and the medical coding certificate remain 
intact as well as the A. S. degree in Allied Health. 

The program changes include offering substitution courses within the SMCCD to 
comply with getting the student through and out without delays and enrolling in 
courses that are not within the scope of their chosen pathway. 

The program is investigating open book sources as a possible solution to the 
ever increasing cost of books. Continued consistency in textbooks across the 
program. 
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IV.A. Strategy for Program Enhancement: Continuation/Modification
Indicate whether the program is continuing implementation of the last CPR 
strategy or revising the strategy. Please describe the modifications if revisions 
are intended.  

Note: Any new strategies should be linked to Institutional Goals through creation 
of objectives in the next section. If the program has not yet participated in 
comprehensive program review, an annual or multi-year strategy can be defined 
in this item.   

Narrative 
Strategy for Program Continuation/Modification will be tied to budget requests 
and enrollment of students. 

Annual plans are to implement substitution courses within the district for 
increased accessibility of students.  

Eliminating coursework that is outdated due to external technology advances. 

Maintaining community partnerships by maintaining current contracts and 
seeking new opportunities for students serving clerkships 
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IV.B. Strategy for Program Enhancement: Action Plan and Resource Requests
Based on the most recent CPR and any desired modifications, develop an 
annual action plan with related resource requests. No narrative response will be 
entered in this section, but the objectives you create will be printed automatically 
in the APP report under this item.  

(1) To begin, click on PLANNING at the top of the page, then CREATE A NEW 
OBJECTIVE. To view previously created objectives, click PLANNING at the top 
of the page, then VIEW MY OBJECTIVE.
(2) IMPORTANT! Make sure to associate each objective to this standard in the 
APP. Need help? Contact the PRIE Office for further instructions. Institutional 
Goals.  

Narrative 


	I.A. Program Profile: Purpose
	Narrative

	I.B. Program Planning Team
	Narrative

	II.A. Analysis: Progress on Prior Program Objectives (Goals) and Activities
	Narrative

	II.B. Analysis: Program Environment
	Narrative

	II.C. Analysis: Student Learning Outcomes (SLOs and PSLOs)
	Narrative

	III.A. Reflection: Considering Key Findings
	Narrative

	III.B. Reflection: ISLOs
	Narrative

	IV.A. Strategy for Program Enhancement: Continuation/Modification
	Narrative

	IV.B. Strategy for Program Enhancement: Action Plan and Resource Requests
	Narrative
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SKYLINE COLLEGE 


ANNUAL PROGRAM PLANNING SELF-STUDY 


Note: To complete this form, SAVE it on your computer, then send to your Division Dean/VPI as an 


ATTACHMENT on an e-mail message. 


Program Title  Date Submitted 


Key Findings: 


1. Planning Group Participants (include PT& FT faculty, staff, students, stakeholders)


    List of names and positions: 


2. Contact Person (include e-mail and telephone):


3. Program Information


A. Program Personnel 
     Identify the number of personnel (administrators, faculty, classified, volunteers, and student 


workers) in the program: 


 FT Faculty: PT/OL Faculty (FTE): 


FT Classified:          PT Classified (FTE): 


Volunteers: Student Workers: 
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B. Program mission and goals  


    State the goals/focus of the program and how the program contributes to the mission and 


priorities of the College and District. Address how the program meets the current year’s 


strategic priorities. (200 word limit is recommended.) 


4. Program/Service Area Student Learning Outcomes and Program Data


A. Summarize recent course (for instruction, including student service courses) or program (for


student services and every three years, CTE programs) SLO assessment, identify trends and 


discuss areas in need of improvement. Please attach summary Tracdat reports with assessment 


and analysis for SLOs evaluated during the last two years (prior to submission deadline of April 


1
st
). (200 word limit is recommended.) Tool:  https://sanmateo.tracdat.com/tracdat/ 
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B.   Analyze evidence of Program performance. Review and analyze productivity, student 


characteristics and outcomes. (200 word limit is recommended.) 


Tool: http://www.skylinecollege.edu/prie/programdata.php 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


C. Explain how other information may impact Program (examples are business and 


employment needs, new technology, new transfer requirements etc.)  
(200 word limit is recommended.) 
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5. Curricular Offerings  


  


A.  Program Curriculum and Courses. If your program does not offer curriculum, please state 


“N/A”.  Tools: CurricUNET http://www.curricunet.com/smcccd; https://sanmateo.tracdat.com/tracdat/ 


     


 


 


 


 


 


 


 


 


 


 


 


 


 


  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 What new courses (excluding individual Selected Topics [665] topics and Experimental [680/880] courses) 


have you added to your program curriculum in the past academic year? List by Department, Course Number 


and Course Title.  


 Note that you’ve added new courses to the department’s three-year calendar of assessment and requested that 


they be added to TracDat.   


 Note that you’ve done the following for new courses on TracDat:  


o Uploaded SLOs? 


o Mapped course-level SLOs to PSLOs (including relevant interdisciplinary degrees) and ISLOs? 


o Uploaded assessment method(s) (need not be specific)?  
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B. Identify Patterns of Curriculum Offerings 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 Identify the planning group’s two-year curriculum cycle of course offerings by certificates 


and degrees.  


 Describe the ideal curriculum cycle. 


 Discuss any issues.  







Skyline College Annual Program Planning Page 6 of 11 November 6, 2013 


 


6. Response to Previous Annual Program Plan & Review 
   


List any recommendations for the program and your responses to these recommendations based on 


previous Annual Program Plan and/or CTE Professional Accreditation report. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


7.  Action Plan 


      


Provide your action plan based on the analysis and reflections provided in the previous sections. 


Note: resource requests should be connected to action plans 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 Describe data and assessment results for SLO assessment on the course level (for instruction, 


including student service courses) or program level (for student services or every three years, career 


technical education programs). Analyze and reflect on SLO assessment results and other measures of 


Program performance.  


 Analyze and reflect on other evidence described in previous sections. Identify the next steps, 


including any planned changes to curriculum and pedagogy.  


 Identify questions that will serve as a focus of inquiry for next year.   
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8.  Resource Identification  


 


A. Professional Development needs 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


B. Office of Planning, Research & Institutional Effectiveness requests 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


C. Faculty and Staff hiring, Instructional Equipment and Facilities Requests  


Complete the following table:


Actions:  


 List data requests for the Office of Planning, Research & Institutional Effectiveness.  


 Explain how the requests will serve the Student/Program/Division/College needs.   
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Annual Program Planning Resource Needs 


Program _______________ Date__________ 


 Needs 


How does this request align 


with your assessment of 


student outcomes 


How does this request 


align with your action plan 


Estimated cost for 


facilities and equipment 


Personnel  


1.  


2.   


3.   


 


 


 


 


  


Equipment 


 


 


1.   


2.   


3.   


4.   


 


 


 


 


 


  


Facilities  


1.   


2.   


3.   


4.   
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APPENDIX A 


 


VISION, MISSION, VALUES AND GOALS OF SKYLINE COLLEGE 
Please check current catalog for most recent goal statements. 
 


Vision Statement 


Skyline College inspires a global and diverse community of learners to achieve intellectual, cultural, 


social, economic and personal fulfillment. 


 


Mission Statement 


To empower and transform a global community of learners. 


 


Values Statement 


Education is the foundation of our civilized democratic society. 


Thus:  


 


Campus Climate: We value a campus-wide climate that reflects a ‘students first philosophy' with 


mutual respect between all constituencies and appreciation for diversity. Both instruction and student 


services are dedicated to providing every student with an avenue to success.  


 


Open Access: We are committed to the availability of quality educational programs and services for 


every member of our community regardless of level of preparation, socio-economic status, cultural, 


religious or ethnic background, or disability. We are committed to providing students with open access 


to programs and responsive student services that enable them to advance steadily toward their goals.  


 


Student Success: We value students’ success in achieving their goals, and strengthening their voices as 


they transform their lives through their educational experience.  


 


Academic Excellence: We value excellence in all aspects of our mission as a comprehensive 


community college offering preparation for transfer to a baccalaureate institution, workforce and 


economic development through career technical education programs and certificates, Associate of Arts 


and Associate of Science degrees, basic skills development, and lifelong learning. We are committed to 


academic rigor and quality with relevant, recent, and evolving curriculum and well-equipped programs 


that include new and emerging areas of study. We are dedicated to an educational climate that values 


creativity, innovation and freedom of intellectual exploration, discovery, thought, and exchange of ideas.  


 


Community Connection: We value a deep engagement with the community we serve and our role as an 


academic and cultural center for community including business, industry, labor, non-profits, government 


and the arts. We are dedicated to maintaining a college culture and institutional climate that is warm and 


welcoming to all.  


 


Shared Governance: We value just, fair, inclusive, and well understood, transparent governance 


processes based upon open and honest communication.  


 


Sustainability: We value an institutional culture that represents a strong commitment to environmental 


sustainability and justice. We are committed to the tenets of sustainability “To meet present needs 


without compromising the ability of future generations to meet their needs.” 
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APPENDIX B 


 


 


Definition of Terms 
 
WSCH: Weekly Student Contact Hours are based on the first census week of a Fall term. They do not 


include second census week data, but they do include all positive attendance data for the term 


(converted to WSCH) including classes which start after the first census 


 


FTE: The full-time equivalent faculty count is determined by the set of rules provided to each college at 


the time the data is requested. Generally, the figures are the decimal fraction of the teaching hours 


or units ascribed to the faculty member for teaching work done. Non-teaching time is specifically 


excluded so that it does not affect the value of the data. Work done by non-certified-personnel is 


not included. 


 


LOAD: Teaching Load is taken as the ratio of WSCH to FTE 


 


N GRADES: The total number of grades awarded (A+B+C+D+F+CR+NCR+I+W) 


 


RETENTION: The sum of all non-W grades divided by N grades times 100, expressed as % 


 


SUCCESS: A+B+C+CR grades divided by N grades times 100, expressed as % 


 


 





		Program Title: Administrative Medical Assisting

		Date Submitted: 4/15/2016

		Key Findings: There have have been a total of eight clerks who began and successfully completed clerkships.  Six have secured employment in the medial field. One has transferred to a four year university. One is continuing to take courses for an A.S degree in Allied Health.

		1 Planning Group Participants include PT FT faculty staff students stakeholders: Charles Hernandez, Christi Holland, Jamil Kanaaneh, Aidi Kemper, Lyanna Pillazar, Bernadette Newland, Paul Rueckhaus, Alana Utsumi

		2 Contact Person include email and telephone: Bernadette Newland  newlandb@smccd.edu

		workers in the program: 7 adjunct faculty, 1 Program Services Coordinator

		FT Faculty: 0

		PTOL Faculty FTE: 1.8

		FT Classified: .3

		PT Classified FTE: 0

		Volunteers: 0

		Student Workers: 0

		Date:  03/25/2015

		Personnel: 

		Equipment: 

		Facilities: 

		ProgMissionandGoals: The mission of the department is to equip Skyline students with the knowledge, skills and modes of critical inquiry necessary to fulfill administrative medical assisting requirements for themselves, their community, and meet the current demand of the market place as documented in the Department of Labor Statistics for San Francisco and San Mateo Counties.  The administrative medical assisting program supports the mission of Skyline College and the San Mateo Community College District in partnering with industry and the community in response to economic changes requiring this additional workforce development thus directly addressing college goal #6. The program also directly addresses strategic priorities in community connection (#4) and delivery of quality instruction (# 5).  Student  offerings as of summer 2015, cultivate and incorporate work-based learning through clerkships as an option for students  which enhance students' ability for future employment and  further develop college and health community connections through partnerships.(#1). By rescheduling  course offerings between fall, spring, and summer, international students may maintain their minimum 12 unit requirement( #8) in this program.  

		Program: The revised program launched in Fall 2014.  A three year assessment plan has been developed and three courses were assessed in Spring 2015.  The following courses have been assessed in their established SLO's  MEDA 440, MEDA 460, AND MEDA 484.  In Spring 2016 MEDA 405, and MEDA 430 were assessed in their established SLO's in year two of the program.   

		ProgramPerformance: The program launched in Fall 2014.  Data is currently being collected this academic year 2016 for  MEDA 405 Introduction to Electronic Health Records and Information Systems, MEDA 430 Introduction to Medical Insurance Billing, MEDA 450.  Introduction to CPT (Current Procedural Terminology), MEDA 455 Introduction to International Classification  of Diseases (ICD) Coding, MEDA 452 Current Procedural Terminology (CPT) Coding II, and MEDA 457 (International Classification of Diseases (ICD) Coding are scheduled for 2016-2017.

		ProgramPerformance_other: Program discipline faculty convened in Spring 2013 and reviewed and revised coursework with employer partners.  The curriculum has been revised to meet skills and abilities for current workforce needs. Annual Advisory Meetings are scheduled with business and community partners.The Medical Editing Certificate is two semesters plus a clerkship totaling 23-26 units.  The Medical Insurance Billing Certificate is two semesters plus a clerkship totaling  25 - 28 units.  The Medical Coding Certificate is two semesters plus a clerkship totaling 27 - 30 units.The Administrative Medical Assisting Certificate is two semesters totaling 28.5 -31.5 units.The Patient Navigator Certificate is  two semesters totaling 17-19 units The Medical Office Reception Certificate is a one semester totaling 16 units.

		Program Curric: The program has been revised and a new department was launched in Fall 2014.  The following course have been recently developed for the following certificates and degree:Medical Office Receptionist Certificate:  BUS 101 (Human Relations at Work), BUS 400 (Business English), BCM 200 (Introduction to MS Office Suite),  MEDA 415 (Law/Ethics for Allied Health Professionals, MEDA 484 ((Medical Terminology) , and MEDA 460 Introduction to Administrative Medical Assisting.Medical Editing Certificate:   BCM 200 (Introduction to Microsoft Office Suite), Business 400 (Business English), MEDA 410 (Introduction to Pharmacology), MEDA 484 (Medical Terminology), MEDA 405 ( Introduction to Health Records), MEDA 420 ( Medical  Anatomy and Pathophysiology), MEDA 440 ( Introducton to Medical Editing) Electives (2-5 units) , and MEDA 448 (Medical Editing Clerkship)Medical Insurance Billing Certificate:  BCM 200  ( Introduction to Microsoft Office Suite), MEDA 420 (Medical Anatomy and Pathophysiology),  MEDA 484 (Medical Terminology), MEDA 455 (Introduction to ICD Coding, ACTG 100 (Accounting Procedures),MEDA 415( Law/Ethics for Allied Health Professionals), MEDA 430 (Introduction to Medical Insurance Billing), Electives (2-5 units), and MEDA 438 (Medical Insurance Billing Clerkship) Medical Coding Certificate:  BCM 200  ( Introduction to Microsoft Office Suite), MEDA 410 (Introduction to Pharmacology), MEDA 420 (Medical Anatomy and Pathophysiology), MEDA 484 (Medical Terminology), MEDA 450 (Introduction to CPT Coding),  MEDA 455 (Introduction to ICD Coding),  MEDA 405 ( Introduction to Health Records), MEDA 452  ( Medical Coding CPT II), MEDA 457 (ICD Coding II), Electives (2-5 units), and MEDA 458 Medical Coding Clerkship),Administrative Medical Assisting Certificate:  BCM 200  ( Introduction to Microsoft Office Suite),  MEDA 420 (Medical Anatomy and Pathophysiology),  MEDA 484 (Medical Terminology), MEDA 450 (Introduction to CPT Coding),  MEDA 455 (Introduction to ICD Coding),  MEDA 460 (Introduction to Administrative Medical Assisting), ACTG 100 (Accounting Procedures), MEDA 415 (Law/Ethics for Allied Health Professionals), MEDA 462 (Administrative Medical Assisting II), Electives (2-5 units), and MEDA 468 (Administrative Medical Assisting Clerkship)  

		Identify Patterns: Fall Year IAdvisory Committee and employers require background checks, drug tests, immunization, physical abilities.Spring Year IBackground checks, drug tests, immunization, physical abilities incorporated into the requirements  prior to clerkships.A.S. Degree in Administrative Medical Assistant adds one year to students' general education work.

		Response to APP: At present there are no additional recommendations for the program. 

		ActionPlan: What strategies and activities could be developed to further support and reinforce student learning across the spectrum of courses ?

		Professional Development Needs: Professional Development needs will be requested by individual faculty as needs arise. 

		PRIE Requests: No new data sets are desired at this time.

		PN1: Full time faculty member

		PN2: Embedded Counselor

		PN3: 

		EN1: Shelves/Space for books 

		EN2: Files for confidential student information

		EN3: Department Laptop

		EN4: Computer Lab and MEDA software

		FN1: Confidential office space

		FN2: Data  capturing software

		FN3: 

		FN4: 

		P_How does this request align with your assessment of student outcomes1 2 3: Support for student success.

		P_How does this request align with your action plan1 2 3: Our action plan including clerkships will demand communication and problem solving with multiple entities on campus and at health facilities.


		P_Estimated cost for facilities and equipment1 2 3: 

		E_How does this request align with your assessment of student outcomes1 2 3: 1 and 2 Designated space for program materials and supplies. It would help  provide resources and maintain confidentiality of student information required by Family  Educational  Rights and Privacy Act (FERPA)3, To better coordinate SLO assessment across sections.  4. Electronic Health Records 

		E_How does this request align with your action plan1 2 3:  Our action plan will need to be aligned with FERPA requirements for student confidentiality of records.  Students need to practice electronic health records implementation and meet time by arrangement (TBA hours) that    are mandated by the state of California

		E_Estimated cost for facilities and equipment1 2 3: 

		F_How does this request align with your assessment of student outcomes1 2 3: As we teach and meet with students regarding their educational records and performance review (clerkships) and teleconference with managers at sites.  Privacy and dependable technology are required. Dependable technology is required to deliver course content in an interactive manner presently. 

		F_How does this request align with your action plan1 2 3: Data capturing software  will assist in collecting data for the  assessment of the SLO's and ISLO's.   

		F_Estimated cost for facilities and equipment1 2 3: 
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SKYLINE COLLEGE 


ANNUAL PROGRAM PLANNING SELF-STUDY 


Note: To complete this form, SAVE it on your computer, then send to your Division Dean/VPI as an 


ATTACHMENT on an e-mail message. 


Program Title  Date Submitted 


Key Findings: 


1. Planning Group Participants (include PT& FT faculty, staff, students, stakeholders)


    List of names and positions: 


2. Contact Person (include e-mail and telephone):


3. Program Information


A. Program Personnel 
     Identify the number of personnel (administrators, faculty, classified, volunteers, and student 


workers) in the program: 


 FT Faculty: PT/OL Faculty (FTE): 


FT Classified:          PT Classified (FTE): 


Volunteers: Student Workers: 
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B. Program mission and goals  


    State the goals/focus of the program and how the program contributes to the mission and 


priorities of the College and District. Address how the program meets the current year’s 


strategic priorities. (200 word limit is recommended.) 


4. Program/Service Area Student Learning Outcomes and Program Data


A. Summarize recent course (for instruction, including student service courses) or program (for


student services and every three years, CTE programs) SLO assessment, identify trends and 


discuss areas in need of improvement. Please attach summary Tracdat reports with assessment 


and analysis for SLOs evaluated during the last two years (prior to submission deadline of April 


1
st
). (200 word limit is recommended.) Tool:  https://sanmateo.tracdat.com/tracdat/ 
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B.   Analyze evidence of Program performance. Review and analyze productivity, student 


characteristics and outcomes. (200 word limit is recommended.) 


Tool: http://www.skylinecollege.edu/prie/programdata.php 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


C. Explain how other information may impact Program (examples are business and 


employment needs, new technology, new transfer requirements etc.)  
(200 word limit is recommended.) 
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5. Curricular Offerings  


  


A.  Program Curriculum and Courses. If your program does not offer curriculum, please state 


“N/A”.  Tools: CurricUNET http://www.curricunet.com/smcccd; https://sanmateo.tracdat.com/tracdat/ 


     


 


 


 


 


 


 


 


 


 


 


 


 


 


  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 What new courses (excluding individual Selected Topics [665] topics and Experimental [680/880] courses) 


have you added to your program curriculum in the past academic year? List by Department, Course Number 


and Course Title.  


 Note that you’ve added new courses to the department’s three-year calendar of assessment and requested that 


they be added to TracDat.   


 Note that you’ve done the following for new courses on TracDat:  


o Uploaded SLOs? 


o Mapped course-level SLOs to PSLOs (including relevant interdisciplinary degrees) and ISLOs? 


o Uploaded assessment method(s) (need not be specific)?  
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B. Identify Patterns of Curriculum Offerings 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 Identify the planning group’s two-year curriculum cycle of course offerings by certificates 


and degrees.  


 Describe the ideal curriculum cycle. 


 Discuss any issues.  
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6. Response to Previous Annual Program Plan & Review 
   


List any recommendations for the program and your responses to these recommendations based on 


previous Annual Program Plan and/or CTE Professional Accreditation report. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


7.  Action Plan 


      


Provide your action plan based on the analysis and reflections provided in the previous sections. 


Note: resource requests should be connected to action plans 


 


 


 


 


 


 


 


 


 


 


 


Respond to the following:  


 Describe data and assessment results for SLO assessment on the course level (for instruction, 


including student service courses) or program level (for student services or every three years, career 


technical education programs). Analyze and reflect on SLO assessment results and other measures of 


Program performance.  


 Analyze and reflect on other evidence described in previous sections. Identify the next steps, 


including any planned changes to curriculum and pedagogy.  


 Identify questions that will serve as a focus of inquiry for next year.   
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8.  Resource Identification  


 


A. Professional Development needs 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


B. Office of Planning, Research & Institutional Effectiveness requests 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


C. Faculty and Staff hiring, Instructional Equipment and Facilities Requests  


Complete the following table:


Actions:  


 List data requests for the Office of Planning, Research & Institutional Effectiveness.  


 Explain how the requests will serve the Student/Program/Division/College needs.   
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Annual Program Planning Resource Needs 


Program _______________ Date__________ 


 Needs 


How does this request align 


with your assessment of 


student outcomes 


How does this request 


align with your action plan 


Estimated cost for 


facilities and equipment 


Personnel  


1.  


2.   


3.   


 


 


 


 


  


Equipment 


 


 


1.   


2.   


3.   


4.   


 


 


 


 


 


  


Facilities  


1.   


2.   


3.   


4.   
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APPENDIX A 


 


VISION, MISSION, VALUES AND GOALS OF SKYLINE COLLEGE 
Please check current catalog for most recent goal statements. 
 


Vision Statement 


Skyline College inspires a global and diverse community of learners to achieve intellectual, cultural, 


social, economic and personal fulfillment. 


 


Mission Statement 


To empower and transform a global community of learners. 


 


Values Statement 


Education is the foundation of our civilized democratic society. 


Thus:  


 


Campus Climate: We value a campus-wide climate that reflects a ‘students first philosophy' with 


mutual respect between all constituencies and appreciation for diversity. Both instruction and student 


services are dedicated to providing every student with an avenue to success.  


 


Open Access: We are committed to the availability of quality educational programs and services for 


every member of our community regardless of level of preparation, socio-economic status, cultural, 


religious or ethnic background, or disability. We are committed to providing students with open access 


to programs and responsive student services that enable them to advance steadily toward their goals.  


 


Student Success: We value students’ success in achieving their goals, and strengthening their voices as 


they transform their lives through their educational experience.  


 


Academic Excellence: We value excellence in all aspects of our mission as a comprehensive 


community college offering preparation for transfer to a baccalaureate institution, workforce and 


economic development through career technical education programs and certificates, Associate of Arts 


and Associate of Science degrees, basic skills development, and lifelong learning. We are committed to 


academic rigor and quality with relevant, recent, and evolving curriculum and well-equipped programs 


that include new and emerging areas of study. We are dedicated to an educational climate that values 


creativity, innovation and freedom of intellectual exploration, discovery, thought, and exchange of ideas.  


 


Community Connection: We value a deep engagement with the community we serve and our role as an 


academic and cultural center for community including business, industry, labor, non-profits, government 


and the arts. We are dedicated to maintaining a college culture and institutional climate that is warm and 


welcoming to all.  


 


Shared Governance: We value just, fair, inclusive, and well understood, transparent governance 


processes based upon open and honest communication.  


 


Sustainability: We value an institutional culture that represents a strong commitment to environmental 


sustainability and justice. We are committed to the tenets of sustainability “To meet present needs 


without compromising the ability of future generations to meet their needs.” 
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APPENDIX B 


 


 


Definition of Terms 
 
WSCH: Weekly Student Contact Hours are based on the first census week of a Fall term. They do not 


include second census week data, but they do include all positive attendance data for the term 


(converted to WSCH) including classes which start after the first census 


 


FTE: The full-time equivalent faculty count is determined by the set of rules provided to each college at 


the time the data is requested. Generally, the figures are the decimal fraction of the teaching hours 


or units ascribed to the faculty member for teaching work done. Non-teaching time is specifically 


excluded so that it does not affect the value of the data. Work done by non-certified-personnel is 


not included. 


 


LOAD: Teaching Load is taken as the ratio of WSCH to FTE 


 


N GRADES: The total number of grades awarded (A+B+C+D+F+CR+NCR+I+W) 


 


RETENTION: The sum of all non-W grades divided by N grades times 100, expressed as % 


 


SUCCESS: A+B+C+CR grades divided by N grades times 100, expressed as % 


 


 





		Program Title: Administrative Medical Assisting

		Date Submitted: 4/23/2017

		Key Findings: There have have been a total of sixteen students who enrolled in clerkships.   Eleven were offered employment in the medical field.  One has transferred to a four year university. Two are continuing to take courses for an A.S degree in Allied Health. Four are currently serving clerkships at medical facilities.According to site supervisors' our students are well prepared.  Advisory meeting comments and notes from sites concurred with the preparation of students.

		1 Planning Group Participants include PT FT faculty staff students stakeholders: Charles Hernandez, Christi Holland, Jamil Kanaaneh, Aidi Kemper, Lyanna Pillazar, Bernadette Newland, Paul Rueckhaus, Maryoum Sandoval,and Alana Utsumi

		2 Contact Person include email and telephone: Bernadette Newland  newlandb@smccd.edu

		workers in the program: 8 adjunct faculty, 1 Program Services Coordinator

		FT Faculty: 0

		PTOL Faculty FTE: 1.8

		FT Classified: .3

		PT Classified FTE: 0

		Volunteers: 0

		Student Workers: 0

		Date:  04/23/2017

		Personnel: 

		Equipment: 

		Facilities: 

		ProgMissionandGoals: The mission of the department is to equip Skyline students with the knowledge, skills and modes of critical inquiry necessary to fulfill administrative medical assisting requirements for themselves, their community, and meet the current demand of the market place as documented in the Department of Labor Statistics for San Francisco and San Mateo Counties.  The administrative medical assisting program supports the mission of Skyline College and the San Mateo Community College District in partnering with industry and the community in response to economic changes requiring this additional workforce development thus directly addressing college goal #6. The program also directly addresses strategic priorities in community connection (#4) and delivery of quality instruction (# 5).  Student  offerings as of summer 2015, cultivate and incorporate work-based learning through clerkships as an option for students  which enhance students' ability for future employment and  further develop college and health community connections through partnerships.(#1). By rescheduling  course offerings between fall, spring, and summer, international students may maintain their minimum 12 unit requirement( #8) in this program.  

		Program: The revised program launched in Fall 2014.  A three year assessment plan has been developed and three courses were assessed in Spring 2015.  The following courses have been assessed in their established SLO's  MEDA 440, MEDA 460, AND MEDA 484.  In Spring 2016, MEDA 405, and MEDA 430 were assessed in their established SLO's in year two of the program. In Spring 2017, MEDA 452 and MEDA 457 were assessed.  There are no SLO's due this summer.  In Fall of 2017-2018 MEDA 460 and MEDA 484 will be assessed.  

		ProgramPerformance: The program launched in Fall 2014.  Data is currently being collected this academic year 2016 for  MEDA 405 Introduction to Electronic Health Records and Information Systems, MEDA 430 Introduction to Medical Insurance Billing, MEDA 450.  Introduction to CPT (Current Procedural Terminology), MEDA 455 Introduction to International Classification  of Diseases (ICD) Coding, MEDA 452 Current Procedural Terminology (CPT) Coding II, and MEDA 457 (International Classification of Diseases (ICD) Coding are scheduled for 2016-2017.For Fall 2017, MEDA 460 and MEDA 484 will be assessed.  For Spring 2017, MEDA 440 and MEDA 462 are to be assessed.  During the summer of 2017-2018, MEDA 438, MEDA 448, MEDA 458, and MEDA 468 will be assessed.  

		ProgramPerformance_other: Program discipline faculty convened in Spring 2013 and reviewed and revised coursework with employer partners.  The curriculum has been revised to meet skills and abilities for current workforce needs. Annual Advisory Meetings are scheduled with business and community partners.  2017 Medical Advisory Meetingheld via teleconference on 04.20.2017, community partners stated that students enrolled in clerkship were well prepared with a strong work ethic and a good attitude..The Medical Editing Certificate is two semesters plus a clerkship totaling 23-26 units.  The Medical Insurance Billing Certificate is two semesters plus a clerkship totaling  25 - 28 units.  The Medical Coding Certificate is two semesters plus a clerkship totaling 27 - 30 units.The Administrative Medical Assisting Certificate is two semesters totaling 28.5 -31.5 units.The Patient Navigator Certificate is  two semesters totaling 17-19 units The Medical Office Reception Certificate is a one semester totaling 16 units.

		Program Curric: The program has been revised and a new department was launched in Fall 2014.  The following course have been recently developed for the following certificates and degree:Medical Office Receptionist Certificate:  BUS 101 (Human Relations at Work), BUS 400 (Business English), BCM 200 (Introduction to MS Office Suite),  MEDA 415 (Law/Ethics for Allied Health Professionals, MEDA 484 ((Medical Terminology) , and MEDA 460 Introduction to Administrative Medical Assisting.Medical Editing Certificate:   BCM 200 (Introduction to Microsoft Office Suite), Business 400 (Business English), MEDA 410 (Introduction to Pharmacology), MEDA 484 (Medical Terminology), MEDA 405 ( Introduction to Health Records), MEDA 420 ( Medical  Anatomy and Pathophysiology), MEDA 440 ( Introducton to Medical Editing) Electives (2-5 units) , and MEDA 448 (Medical Editing Clerkship)Medical Insurance Billing Certificate:  BCM 200  ( Introduction to Microsoft Office Suite), MEDA 420 (Medical Anatomy and Pathophysiology),  MEDA 484 (Medical Terminology), MEDA 455 (Introduction to ICD Coding, ACTG 100 (Accounting Procedures),MEDA 415( Law/Ethics for Allied Health Professionals), MEDA 430 (Introduction to Medical Insurance Billing), Electives (2-5 units), and MEDA 438 (Medical Insurance Billing Clerkship) Medical Coding Certificate:  BCM 200  ( Introduction to Microsoft Office Suite), MEDA 410 (Introduction to Pharmacology), MEDA 420 (Medical Anatomy and Pathophysiology), MEDA 484 (Medical Terminology), MEDA 450 (Introduction to CPT Coding),  MEDA 455 (Introduction to ICD Coding),  MEDA 405 ( Introduction to Health Records), MEDA 452  ( Medical Coding CPT II), MEDA 457 (ICD Coding II), Electives (2-5 units), and MEDA 458 Medical Coding Clerkship),Administrative Medical Assisting Certificate:  BCM 200  ( Introduction to Microsoft Office Suite),  MEDA 420 (Medical Anatomy and Pathophysiology),  MEDA 484 (Medical Terminology), MEDA 450 (Introduction to CPT Coding),  MEDA 455 (Introduction to ICD Coding),  MEDA 460 (Introduction to Administrative Medical Assisting), ACTG 100 (Accounting Procedures), MEDA 415 (Law/Ethics for Allied Health Professionals), MEDA 462 (Administrative Medical Assisting II), Electives (2-5 units), and MEDA 468 (Administrative Medical Assisting Clerkship)In the Spring of 2017,  a proposal to the Curriculum Committe was put forward to add MEDA 415 (Law and Ethics for Allied Health Professionals) to distance learning.  

		Identify Patterns: Fall Year IAdvisory Committee and employers require background checks, drug tests, immunization, physical abilities.Spring Year IBackground checks, drug tests, immunization, physical abilities incorporated into the requirements  prior to clerkships.A.S. Degree in Administrative Medical Assistant adds one year to students' general education work.In 2017, no other issues.

		Response to APP: At present there are no additional recommendations for the program. 

		ActionPlan: What strategies and activities could be developed to further support and reinforce student learning across the spectrum of courses ?

		Professional Development Needs: Professional Development needs will be requested by individual faculty as needs arise. 

		PRIE Requests: No new data sets are desired at this time.

		PN1: Full time faculty member

		PN2: Embedded Counselor

		PN3: 

		EN1: Shelves/Space for books 

		EN2: Files for confidential student information

		EN3: Department Laptop

		EN4: Computer Lab and MEDA software

		FN1: Confidential office space

		FN2: Data  capturing software

		FN3: 

		FN4: 

		P_How does this request align with your assessment of student outcomes1 2 3: 1.Support for student success.2. Opportunity to present MEDA program to counselors or embeddedcounselor

		P_How does this request align with your action plan1 2 3: Our action plan including clerkships will demand communication and problem solving with multiple entities on campus and at health facilities.


		P_Estimated cost for facilities and equipment1 2 3: 

		E_How does this request align with your assessment of student outcomes1 2 3: 1 and 2 Designated space for program materials and supplies. It would help  provide resources and maintain confidentiality of student information required by Family  Educational  Rights and Privacy Act (FERPA)3, To better coordinate SLO assessment across sections.  4. Electronic Health Records lab and software to match market place

		E_How does this request align with your action plan1 2 3:  Our action plan will need to be aligned with FERPA requirements for student confidentiality of records.  Students need to practice electronic health records implementation and meet time by arrangement (TBA hours) that    are mandated by the state of California

		E_Estimated cost for facilities and equipment1 2 3: 

		F_How does this request align with your assessment of student outcomes1 2 3: 1.Meeting  with students regarding their educational records and performance review (clerkships) and teleconference with managers at sites.  Privacy and dependable technology are required. Technology is required to deliver course content in an interactive manner.2. Document student results.  

		F_How does this request align with your action plan1 2 3: Data capturing software  will assist in collecting data for the  assessment of the SLO's and ISLO's.   

		F_Estimated cost for facilities and equipment1 2 3: 





