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PROJECT OVERVIEW

What hypothesis did you decide to investigate?  
In an effort to support and improve the complex process of transitioning from Basic Skills to college technical programs, we began investigating which technical programs are most demanded among our ESL students. Then we proceeded with identifying the barriers against successful completion/retention in these programs.

What process did you use in your Inquiry Project? 
We analyzed quantitative information from SMS and the results of a survey we designed and administered to ESL level 4, 5, and 6 students. Qualitative data is currently being obtained through interviews with faculty, students, and counselors.
What have you learned so far?
The most important findings pertain to the potentiality of Basic Skills students to continue their education beyond Basic Skills in our college programs. 60% of the students who completed the survey are interested in pursuing a college program (40% of these students do not have jobs). Their interests can be grouped in three cluster programs: Allied Health, Business, and Industrial Technology (mainly Computer Service and Network Technician). Equally important, we identified the need for consistently informing our students about campus opportunities through different avenues.  
PROJECT ACCOMPLISHMENTS

1. Describe overall inquiry group project successes to-date, and difficulties you encountered and resolved.


Overall, the investigation went well. The only (minor) difficulty encountered so far referred to the qualitative information from SMS: the indicated interest could be grouped into two program clusters, so we had to identify a third cluster or program. This was resolved by designing and administering an interest survey among ESL levels 4, 5, and 6 students. According to the 129 surveys processed, 31 students are interested in Allied Health programs (which reconfirms the SMS data), 29 students are interested in Business programs (which also reconfirms the SMS data) and 16 students are interested in Computer Services and Network Technician (this will be the third program to be investigated).


Interview scripts were developed and interviews are currently being conducted with technical faculty and students in the three identified program areas. ESL faculty also met with counselors/Student Services representatives to discuss the existing advising practices and the need of developing and implementing special services for the Basic Skills students. Among the outcomes of this first meeting were: the decision to research and collect audio and visual materials appropriate for use in ESL advising, and the need for developing specific materials/strategies for group advising. 
PROBLEMS:

1. Briefly describe any problems that are hindering progress on the inquiry group project time line or goals and objectives.  Address each goal or objective not achieved.

2. How will the problem(s) be addressed?

3. Does the inquiry group project need to adapt its timeline or change any objectives?  Please be specific about project modifications.

FUTURE PLANNING

1. Describe the two or three most important tasks that need to be accomplished between now and the end of project.
· Develop and pilot modifications to our current advising system for Basic Skills

· Analyze results during Basic Skills retreat

· If needed, develop bridge coursework and/or additional personalized services
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	Criteria
	Plan Description
	Reviewers

Findings
	Reviewer  Comments

	PLAN OVERVIEW

	1) Please list the professional-technical program title and CIP/EPC code that has been approved by the SBCTC and is associated with this I-BEST program.
	Business Applications Support 
CIP Code: 11.0601

EPC Code: 518
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 Needs

       Revision
	

	2) List professional-technical college program courses and associated credits granted in this I-BEST program.
	Quarter A 
 

Prof tech and ESL hours per week
credits

CISA 111 Word /ESL tech
22 lecture  44 lab 

6(prof tech)/3(ESL tech)
4

CISA 112 Excel 1/ESL tech
22 lecture  44 lab 

6(prof tech)/3(ESL tech)
4

CISA 120 /ESL tech
44 lecture 22 lab

6(prof tech)/3(ESL tech)
5

EASL 070 Comp. Apps.1

11-33 lecture

1(ESL tech)
1
 

19hrs/week x 11weeks =

209  hours
198 hrs prof tech

99 hrs ESL tech integrated

11 hours ESL tech
14
Quarter B
 

 

 

CISA 114 Access/ESL tech
22 lecture  44 lab 

6(prof tech)/3(ESL)
4

CISA 124 Powerpoint/ESL
11 lecture  44 lab 

6(prof tech)/4(ESL)
3

BUSA 198 Job Search/ESL tech
22 lecture  

2(prof tech)/1(ESL)
2

EASL072 Comp. Apps.2

11-33 lecture

2(ESL)
3

 

16 hrs. week x 11 weeks = 176 hours
12

 

 

154 hrs prof tech
88 hrs ESL tech integrated

22 hrs ESL tech 
 

Total Technical hours

 

352 prof tech  and s
 

Total ESL/technical  hours

 

187ESL integrated tech hours

33 ESL tech hour
 

Total Program hours

 

209 + 176 =  385 total program hours
 

Total Program credits 

 

26
Total ESL credits

 

variable 2-6

Total Program credits 

 

24-28

The professional technical instructor teaches a total of  352 hours for two quarters and the ESL instructor teaches 187 hours of integrated teaching, more than a 50% overlap in teaching. 
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	3) Provide evidence of local or regional labor market demand for jobs associated with the I-BEST program.  Data may be derived through a variety of sources including traditional labor market, industry, trade association, and other valid resources.
	As is indicated through a number of data sources, the need for professionally trained support professionals remains high across King County.  According to the Occupational Outlook, 2005, published by Employment Security, “Office and administrative support occupations” will “maintain the larger shares of Washington employment.”  This statement is further supported by the Occupational Outlook Handbook, which states that there will be many job openings in this field due to industry growth and the need for replacements of existing positions.  Because the field is so large and encompasses so many occupations, the Handbook subdivides the support professions into several more specific areas.  Of these more focused occupational groups, the data entry support category is described as having “many job openings”, with job prospects being “best for those with expertise in appropriate computer software applications.”  Another area, medical information and health information support, is noted as having much faster than average growth.  The Lake Washington Technical College Employment Resource Center reports 78 office assistant openings on the website.  That is, 78 area companies have posted the openings on the college employment website. The worksource site for East King County reports 433 openings for all administrative and office support positions.  
This macro information is supported by data compiled on campus.  Business applications faculty state that they receive many calls from prospective employers for our graduates, and this indicator of the need for employees is echoed by members of our advisory committee, which includes representatives from major employers such as Starbucks and Microsoft.  Additionally, last spring the college conducted an inquiry studied on second-language student transition funded through the Office of Adult Literacy.  (See attachment.)  This study found that the basic business/business applications support cluster of professional/technical programs on campus was among those most in demand by our ESL students, thus making the development of an IBEST program focused on this area a natural fit in the development of our transition programming efforts.
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	4) Respond to any and all criteria/criterion that fits your proposed I-BEST program:

a) Provide evidence that the        I-BEST program fits into an advanced professional-technical program at least one year in length (45 college level credits);  AND/OR

b) Provide labor market data that shows evidence of available high wage jobs for I-BEST program completers at a minimum of $12 per hour—with the exception of King County which is $14 per hour.  Specifically list job titles and associated wages for completers; AND/OR

c) Provide evidence that the proposed I-BEST program is articulated with an advanced career path program where I-BEST program completers are given preferential status in the advanced program.


	 The IBEST in Business Applications Support is a program option based on our existing Business Applications Support Associate of Applied Science Degree program (94 credits) and intended for students placed at the higher levels of English as a Second Language.  Upon completion of this two-quarter, Certificate of Completion program, students will be strong candidates for positions in beginning administrative support, reception, customer care, and sales/marketing support.  Additionally, because this program is well-articulated with what is a diverse Business Applications Support curricula, graduates will be eligible for entry into a variety of certificate programs (web maintenance; publication/sales/marketing support; project management support; customer service/product support; or Microsoft Office applications) as well as the full degree program.  

Students completing the basic IBEST certificate with no prior work experience will generally be capable of obtaining jobs paying in the $10-$12/hour range while those having some office experience will be competitive for positions paying $14/hour.  Students going on to complete either the degree or several of the certificates named above will earn wages beginning at $14/hour.

None of the more advanced degrees or certificates in the administrative assistant or business applications support clusters relies on a selective admissions process, and seats have been readily available to any new students meeting basic college prerequisites.  Students completing the IBEST will have met and exceeded the existing prerequisites for any of the two degrees or 11 certificates in these clusters.  Should student demand increase and/or a selective admissions process be implemented, IBEST students will be given preferential status for entry into higher-level programming. 
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	INSTRUCTION

	1) List the integrated program (student learning) outcomes that illustrate professional-technical skill development and basic skills (ABE or ESL) gains.
	Upon completion of the Microsoft Applications program students should be able to:

1. Use Microsoft Computer Software to perform competently as a business support employee:

· Demonstrate familiarity with functions of Windows, Word, Excel, PowerPoint and Access

· Determine the appropriate use of Microsoft programs in the business setting
2. Read with understanding in order to perform as a business support employee:

· Recognize unfamiliar and specialized words and abbreviations related to Microsoft Applications

· Use strategies such as recall, restatement, simple sequencing, simple categorization, and conversion into charts, graphs, tables in order to organize information

· Interpret a variety of charts, graphs, tables, and forms

· Make inferences from charts, tables, and a short series of paragraphs

· Locate and evaluate information from a variety of sources including reference material about business and internet 

· Monitor and enhance comprehension using a wide variety of strategies, such as posing and answering questions, trial and error, and adjusting reading pace in order to comprehend business procedures and responsibilities

· Spell and define the specialized words related to Microsoft Applications

· Draw conclusions from authentic materials on familiar topics from Internet business sites and newspapers.

3. Convey ideas in writing in order to perform competently as a business support employee:

· Use appropriate language to write everyday memos and well constructed paragraphs to convey ideas

· Make edits of grammar, spelling, sentence structure, language usage, and text structure with the help of tools such as dictionaries and vocabulary lists, Microsoft tools, grammar checklists, to produce accurate records and reports

· Determine the purpose and appropriately use the tools of Excel to produce legible and comprehensive documents

4. Listen actively in order to perform as a business support employee:

· Effectively use a wide range of strategies to repair gaps in understanding and give feedback in order to understand procedures and concepts in the class and in the workplace.

· Apply a large range of strategies including clarification, adjustments in eye contact, volume, tone, and pace to enhance effectiveness of communication with co-workers and customers.

5. Speak so others can understand in order to perform competently as a business support employee:

· Recall and use sufficient business and everyday vocabulary, grammar, sentence types, and registers in order to communicate in the workplace.

· Select from a range of strategies, such as elaborating with some detail and examples; determining most important/right amount of information and content to convey) to select, organize, and relay information.

· Apply a large range of strategies including attention to appropriate register, repetition of information, adjustment in pace, tone, volume, eye contact, body language based on listener’s response and needs, to monitor and enhance effectiveness of communication and to meet the speaking purpose

6. Develop an Educational/Career Plan in order to secure the desired job as a business support professional.
Set career and educational goals as they relate to roles which include Microsoft Applications and report progress on these goals and revise and update them on a regular basis.

.
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	2) Based upon those integrated program learning outcomes, describe how professional-technical and basic skills faculty members will coordinate and collaborate to create:

a) quality learning experiences that support outcomes (curricula) ; AND

b) comprehensive assessment processes (including CASAS testing and reporting in WABERS) that ensures opportunities for students to meet integrated learning outcomes. 
	The 2 faculty members meet daily 

to talk about curriculum, coordinate lessons and discuss the progress of each student. They teach together 50% of the time and they collaborate well during that time.  

Students have taken the ECS CASAS tests and they have labs, quizzes, and tests that pertain to ESL and the technical subject matter.  
The instructors team teach.  The ESL instructor has modeled the methods for teaching ESL students such as speaking more slowly and clearly, using visuals, walking around the room to make sure each student is performing in such a way that reflects comprehension.  The technical instructor uses these techniques now.  The ESL instructor works on vocabulary, pronunciation, speaking, listening, reading and writing daily.  During lab he works on an individual basis with the students.  The assessments are jointly created and they are attached.  
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	3) Specifically describe how I-BEST courses will provide a minimum of 50% overlap of instruction between professional-technical and basic skills faculty members.
	The IBEST is run as a block program. The first quarter the program ran from 11:00 to 2:50, 5 days a week.  Both the vocational and the ESL instructors  were in the classroom together, co-teaching, from 11:00 to 2:00.  The second quarter IBEST block is scheduled from 11:00 to 2:50. The vocational and ESL instructors are in the classroom, co-teaching, from 12:00 to 2:50.  
The vocational instructor teaches 352 hours and the ESL coteaches 187 hours, which is 50% overlap of instruction between professionsl-technical and basic skills faculty members.
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	4) Describe strategies to ensure that basic skills students will have an opportunity to continue basic skills learning beyond the I-BEST program (classes above federally supported level).
	Each student will be tested at the end of the two quarters of IBEST and, if the test scores and the tests allow, the student will advance to the next level of basic skills.  The Director of Basic Skills knows this as well as the instructors and they will ensure that the students be admitted into the proper class.
The basic skills learning is complete after the ABE level classes.  However, there are two developmental classes in reading and writing specifically for second language learners.  In addition, there are accent correction classes, spelling and vocabulary development classes, and keyboarding tutorials available in the Academic Skills Center.  There are also one credit refresher classes in parts of Word, Excel, and Access available to students. Beyond the ESL/ABE advising, there is a tutoring program for English, Computer Skills, Math, and Science.  Students will also take a College Strategies Class and continue meeting with an advisor during their program and with a counselor in the Employment Center for job acquisition.  There are periodic workshops for students in financial aid, resume updating, interviewing practice, employment opportunities.  
The advisor and the ESL instructor meet for 2 hours every week with the students.  The advisor also meets individually with each student to plan their education and employment goals and to register for the appropriate classes. The academic plan includes the basic skills classes.  The advisor will ensure that they take the basic skills classes.  By the end of the quarter the students will have completed their education and employment plan and will register at that time for the following quarter.  There will be an advisor who will continue to meet with these students until they meet their goals.  They will be helped by the advisor with financial aid information as well as strategies towards their education and employment goals.  
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	PROGRAM SUCCESS STRATEGIES

	5) Describe strategies to recruit and screen a cohort of basic skills students into the I-BEST program.
	Flyers with IBEST information have been made and distributed to instructors and students.  The IBEST coordinator emailed the class information to all appropriate instructors.  She also went to the basic skills classes at LWTC and those at surrounding colleges to explain the program to the students.  She then returned to the class several times to answer questions and get a list of those who are interested.  Flyers and information also went to college advisors, local businesses, libraries, and other appropriate institutions. In the future, information will be distributed at the local Community Service Organizations and through the refugee organizations with which the college partners.  

Students were screened by taking the ECS CASAS test to verify that they were from ESL levels 4-6.  They were interviewed to determine what barriers, if any, were present and if they could be removed.  Students were again interviewed to make sure they understood the commitment and then were accepted into the program.    
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	6) Specifically describe strategies to retain all cohort members to completion of the I-BEST program.
	An advisor meets with entire class of students weekly for 30 minutes.  This helps with the bonding process. Students discuss their goals, barriers, jobs, and college programs.  They take career interest tests.  Students also meet with the advisor individually to set their future course in life.
The students have acted very positively to this aspect of the program.  
The second quarter students will meet with the advisor and the ESL instructor for 2 hours each week to work on their education/employment pathway and to learn about the college support services.   
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	7) Describe how local and regional employers participated in the development of the proposed I-BEST program.
	This program has been reviewed and accepted by members of the Administrative Assistant advisory committee (which also covers the Business Applications Support program).  The program has business and industry support through the ESL program’s extensive network of workplace basics partners and through the BAS program’s internship sites.  Additionally, because financial aid is a concern for many of our English as a Second Language students, business and industry have been and will continue to be approached in a continuing Lake Washington College Foundation effort to obtain scholarship support. 
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	8) Specifically describe how local partners (WDCs, CBOs, labor unions, etc) support the I-BEST program.
	The Administrative Assistant Advisory committee has strong union representation through the King County AFL/CIO and the Washington Public Employees’ Association, thus giving the union a role in curriculum design and in student recruitment.  Additionally, through the existing college Workfirst and Limited English Pathway programs, the IBEST effort is positioned to work with an existing network of DSHS, Employment Security, and community partners.  A meeting with the Workfirst managers resulted in a plan to market the IBEST program at the Woksource stations and for any of the ESL students that would qualify for this program.  In addition, the LEP representative from the college will take this as a great product to employment-related groups like Jewish Family Services.  In addition, the employees of our workplace partners have been given the information. We know there is still work to do in this area and for the following year Workfirst, Worker retraining, Worksource, community and employer partners will be more involved in recruitment and internship and scholarship development.  So far we have several partners who have agreed to offer internships and several companies who have donated money to the scholardhip fund.  
The Lake Washington Technical College International Association of Administrative Professionals has set up a meeting with the IBEST students to recruit them as members and to support them in their college programs and employment opportunities. Membership in this organization will be very useful for these students.  
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	9) Specifically describe how internal college partners have participated in the development of the I-BEST program (financial aid, advising, counseling, registration, general student services, etc).
	Financial aid has been a big help in guiding the students through the online FAFSA process. Fifty percent of the students receive financial aid from the federal government. Students are advised of other sources of funding, such as educational funding from their companies if they are working. One student’s tuition is being paid by her company.  The Employment Resource Center has been helpful with career interest testing and employment opportunities.  Students took and used the career interest survey provided by the employment center. If students meet the worker retraining criteria, worker retraining can pay up to two quarters of tuition, fees and supplies. If the students meet the guidelines of being a low income working parent, they are eligible for Workfirst money in the form of tuition assistance or GED preparation.  Advisors assist the students in planning out their general education requirements, emphasizing the continuation of English and in pursuing a degree.  Disability Support Services can provide academic adjustment and auxiliary aids for students with documented disabilities. The TRiO grant also supports students with disabilities by focusing on retention, completion, and transfer. Support sevices include tutoring, mentoring, academic success workshops, resume and career information. Tutoring is also available to all students. College strategies class is also available to all students and the IBEST students are being strongly advised to register for that class.   Companies have been contacted to establish internships which we have used this quarter.  
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	10) Education Pathway:  Specifically describe the proactive measures that will be used to inform students about the full educational pathway, including stop-in and stop-out points, available to them beginning with the I-BEST program.  This includes progressing to a one year certificate, a 2 year degree, and/or a bachelor’s degree.  
	The full time advisor meets with the students as a group once a week.  They will all be taking career interests tests and be counseled on an individual basis to set a course of education that fits the needs of each individual. In addition, students will be involved in the campus Career and Employment Center workshops.  
The Program Pathways are as follows:

Business Application Support

Microsoft Applications IBEST    2 quarters
to

Any of 4 Certificates of Completion:  2 additional quarters
Web Maintenance         

Publications/Sales/Marketing Support  

Project Management Support               

Customer Service/Product Support

to

Certificate of Proficiency     2 additional quarters
Business Applications Support

to

Business Applications Support   2 additional quarters
Associate of Applied Science Degree

to 

Employment  (the types of employment will be 
explained for each certificate and degree) 
and

Administrative Assistant

Microsoft Applications IBEST  2 quarters
to

any of 3 Certificates of Completion:   2 additional quarters
Administrative Support                  

Health Office Occupations                       

Dental Office Occupations


to

Certificate of Proficiency

Human Resources Certificate of Proficiency 2 additional quarters
to

Administrative Assistant         2 additional quarters
Associate of Applied Science Degree

to

Employment  (the types of employment will be 

explained for each certificate and degree)

The pathway will be presented in class and also at the weekly

two hour advising meetings.  The weekly advising sessions will be led by the advisor and ESL instructor.  Students will interact with representatives from the college support staff in financial aid, the employment center, and college advising.  
In order to accomplish the additional programs, the students will need to register for the classes, pay for them with their own money or with financial aid (and they will be guided through that process), participate in the classes, go to the advisor and/or tutoring for any help that is needed, and complete the 

course requirements successfully. These students will have an advisor following their progress. 
A Certificate of Completion is any certificate under 45 hours where the gen eds are embedded in the curriculum.  A Certificate of Proficiency is a certificate above 45 hours and the gen eds are explicit.  For example, a Certificate of Completion would not require ENG 100 but would include reading in the coursework.  A Certificate of Proficiency would explicitely require ENG 100. 
 

Fridays  11:00 to 1:00  Advising session for IBEST students

4/7

Program Pathways:  Business Support and Administrative Assistant Programs and Employment connected to each certificate/degree. 

4/14

 Presentation: Ruby Hayden  (College Advisor)College information/college strategies class/Library services/ Disability Support/Childcare Services/ Counseling
4/21

Presentation:  Demetra Biros Career and Employment Center Information/WOIS

4/28

Students take Interest test; score and discuss

5/15

Program/Employment pathway planning based on interest test

5/12

Presentation: Financial aid /work study jobs

5/19

Program/employment pathway planning

5/26

Program/employment pathway planning:  interview advisors of program

6/2

Share information about programs/employment; edit program plan

6/9

Complete program/employment pathway plan

6/16

Submit/share Plan; register for classes 
6/23

Survey/feedback of program 
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	11) Career Pathway:  Specifically describe the proactive measures that will:

a) allow students to be employed at the conclusion of the I-BEST program; and 

b) inform students of employment opportunities in their career pathway as they continue their education to a one year certificate, 2 year degree, or bachelor’s degree.
	During the weekly group meetings, students will take career interest tests.  They will meet with the advisor to discuss education and job opportunities. As part of the program, each student will be guided to write a resume and to practice job interviews.  They will participate in mock interviews during the second quarter.  Students will be asked to find ads on the internet and in local newspapers and bring them to the weekly advising meetings to share and discuss. 

Career planning, resume writing, interviewing skill building are all built into the program. The first quarter, students met for 40 minutes a week as a group with an advisor dedicated to this project to discuss education and job opportunities.  Students also met individually with the advisor. The second quarter, students will meet as a group with the same advisor for 2 hours every week to work on program planning and job possibilities.  The schedule includes:
 

Fridays  11:00 to 1:00  Advising session for IBEST students

4/7

Program Pathways:  Business Support and Administrative Assistant

4/14

 Presentation: Ruby Hayden  (College Advisor)College information/college strategies class/Library services/ Disability Support/Childcare Services/ Counseling
4/21

Presentation:  Demetra Biros Career and Employment Center Information/WOIS

4/28

Students take Interest test; score and discuss

5/15

Program/Employment pathway planning based on interest test

5/12

Presentation: Financial aid /work study jobs

5/19

Program/employment pathway planning

5/26

Program/employment pathway planning:  interview advisors of program

6/2

Share information about programs; edit program plan

6/9

Complete program/employment pathway plan

6/16

Submit/share Plan; register for classes 
6/23

Survey/feedback of program 

In addition, each student will sign up for at two individual advising sessions and be able to email the advisor with questions.

In addition to the two hours a week with the advisor and ESL instructor, the students will learn resume writing skills and interviewing techniques as part of the Job Search class.  

Students are required to present their Educational/Employment Plan in a PowerPoint format at the end of the quarter.  
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	12) Describe the proactive measures that will be used to inform I-BEST students about the range of support services available to them as college students (library, computer labs, disability support, counseling, child care, etc.)
	As part of the weekly meetings, students are advised of all services that the college has to offer.  Several of the students have availed themselves of financial aid, work study job opportunities, the academic skills center, and tutoring.
Representatives from these departments will give short presentations about these services at the Friday two hour advising sessions.  
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	13) What is the tuition impact of this program for students and what strategies do you have in place for assisting them in acquiring the financial means for entering the program and continuing it to completion?  
	The two quarter tuition is $1,300. Six of the thirteen students received complete financial aid.  The rest of the students paid part of the tuition and the rest was paid through the IBEST grant.  We have a list of all the possible sources of financial aid and we do have an ESL college fund which needs to be expanded.  Students will be advised of financial aid by a representative in the financial aid department.  ESL students can also access funds in the college foundation for financial support. 
All the I-BEST students have access to all of the financial aid sources and the foundation funds that the college has to offer.  Indeed, half of them have accessed and are on federal financial aid.  One student accessed funds that her company had to offer employees who continued with their education. This college has gone above and beyond that in setting up a fund specifically for students in the ESL/ABE programs who are transitioning into program and do not qualify for federal or state aid or scholarships and grants but are still in need of funding.  This fund has been created specifically for IBEST students and other ESL students transitioning into program. The IBEST students have already accessed some of these funds.  Of course, as students access these funds, they will need to be replenished, so we are always focusing on its expansion.  
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