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APPENDIX C

I-BEST Enhanced FTE Plan

	College: Pierce College Fort Steilacoom
	Plan Approved:   FORMCHECKBOX 
  YES   FORMCHECKBOX 
 NO


	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.
	· 52.0204/547 Administrative Assistant: General

· 52.0401/551 Administrative Assistant: International Business

· 52.0408/559 Administrative Assistant: Office Management

· 52.0408/559 Office Assistant: General
	 FORMCHECKBOX 
 Meets 

       Criteria
 FORMCHECKBOX 
 Needs

       Revision
	

	2) List professional-technical college program courses and associated credits granted in this I-BEST program.  List the ABE/ESL hours associated with each P/T course. 
	Course Name: BTECH 111 Keyboarding

Total P-T course hours __30____ credits ___3____

Total ABE/ESL course hours __15__ credits (or equivalents) _1.5
Course Name: BTECH 112 Keyboarding Skillbuiding I
Total P-T course hours __20_____ credits ___2____

Total ABE/ESL course hours __10__ credits (or equivalents) _1.0
Course Name: BTECH 120 Introduction to Windows

Total P-T course hours __30_____ credits ___3____.

Total ABE/ESL course hours __25__ credits (or equivalents) _2.5 
Course Name: BTECH 145 Filing/Database Management

Total P-T course hours __50_____ credits ___5____.

Total ABE/ESL course hours __25__ credits (or equivalents) _2.5
Course Name: BTECH 135 Electronic 10-key Calculator

Total P-T course hours __25_____ credits ___2.5____.

Total ABE/ESL course hours __15__ credits (or equivalents) _1.5
Course Name: BTECH 105 Business English I
Total P-T course hours __50_____ credits ___5____.

Total ABE/ESL course hours __25__ credits (or equivalents) _2.5

Course Name: CMPTR 108 Introduction to PowerPoint

Total P-T course hours __10_____ credits ___1____.

Total ABE/ESL course hours __10__ credits (or equivalents) _1
Course Name: BTECH 205 Office Procedures 

Total P-T course hours __20_____ credits ___2____.

Total ABE/ESL course hours __15__ credits (or equivalents) _1.5

Course Name: BTECH 113 Keyboarding Skillbuilding II

Total P-T course hours __20_____ credits ___2____.

Total ABE/ESL course hours __10__ credits (or equivalents) _1
Course Name: BTECH 201 Office Applications I

Total P-T course hours __50_____ credits ___5____.

Total ABE/ESL course hours __30__ credits (or equivalents) _3

Course Name: BTECH 245 Cooperative Work Experience
Total P-T course hours __30_____ credits ___3____.

Total ABE/ESL course hours __10__ credits (or equivalents) _1
Course Name: ABE 090/ESL 090: Educational Interview-WorkForce

Total ABE/ESL course hours __40__ credits (or equivalents) _4

Total program hours 580  credits 34 P-T credits & 

                                                       24 ABE/ESL credit

                                                       equivalents
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      Criteria
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       Revision
	

	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.
	Workforce Explorer lists Office Clerical support positions in the Pierce County WDA on the demand list with 269 annual openings and a 2% projected growth rate.  Related positions such as Secretaries, Receptionists, Clerks (various types), and Billing Specialists, are also on the demand list for Pierce County.  A good illustration of this is Medical Secretary/Receptionist or Patient Access Technician with a 2.9% projected growth rate and a wage range of $11.36-$20.04 per hour.  Entry-level positions at Multicare begin at $13.98 per hour (clerical focus only, no medical background required) and they currently have multiple openings. 

According to WorkSource data, major employers indicate difficulty in finding and retaining qualified workers for their clerical support positions.  Labor market data indicates increased wages as employers compete for workers.  Current students in the BTECH program experience no difficulty in finding placement.   

  
	 FORMCHECKBOX 
 Meets

      Criteria
 FORMCHECKBOX 
 Needs

       Revision
	

	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.


	a) This IBEST program consists of courses, which already exist in the Business Technology program, and provide entry-level training necessary for employment.  The next Certificate available, Office Assistant General, requires only 18 additional credits, as all the credits in the IBEST program apply.  All the credits in this IBEST Certificate also apply to the Administrative Assistant: General Office Associate Degree.  

Students would also have the option of completing the requirements for the Administrative Assistant: International Business Associate Degree by adding a series of International Business and other General Education Requirements.  

Twenty-two credits earned in the Integrated Business Technology Certificate can also be utilized to pursue the Medical Transcription Certificate (50-53 total credits), or 28 credits apply to the Medical Office Assistant Associate Degree program (97-98 credits).  
b) Wage data for Clerical support positions varies widely ($9.00-$19.00) but according to Workforce Explorer, the average wage in Pierce County is $11.77 per hour.  Major employers with workforce shortages (Health Care providers) list their starting wage at $13.98 per hour.  These positions are generally full-time and include benefits.  

c) No need for preferential status in BTECH program pathways.  
	 FORMCHECKBOX 
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      Criteria
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	5) Describe how the I-BEST program gets students to the skill level needed to go on to the next degree or certificate.
	The Integrated Business Technology Certificate I-BEST program is designed using industry skill sets and outcomes.  The program focuses on training to prepare students for employment in the field as well as providing them with direct links in coursework to continue their education.  All of the Integrated Business Technology courses which are part of this program, are the same courses taken by Integrated Business Technology Certificate students not enrolled in the I-BEST program.  Upon completion of the program, there are no skill gaps between I-BEST students and regular Integrated Business Technology Certificate students and the transition to the next degree or certificate should be seamless. All 34-certificate credits apply toward an Associate Degree in Administrative Assistant or International Business Assistant. The Cooperative Work Experience requirement/course will provide additional connections for the Integrated Business Technology Certificate I-BEST students.  
	 FORMCHECKBOX 
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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 Integrated Business Technology Program, students will be able to:

Read with understanding common business documents such as:  business letters, reports, memos, faxes, e-mails, messages, post-it notes, invoices, orders, manuals and procedures, in order to perform competently as a receptionist, clerical office assistant, and records clerk.

1. Recognize unfamiliar and some specialized words and abbreviations in the office work environment.

2. Demonstrate familiarity with everyday and some specialized office content knowledge and vocabulary, paragraph structure, and document organization.

3. Locate company, industry and organizational information. Read identified sections for detail and determine missing information using a wide range of strategies.

4. Monitor and enhance comprehension using a wide range of strategies, such as brainstorming and question formulation techniques.

5. Organize and analyze information and reflect upon its meaning using a range of strategies such as classification, categorization, and comparison/contrast using a wide range of strategies including computer applications and technical skills.

6. Actively apply and evaluate prior knowledge to assist in understanding and interpreting office materials and communications.

Write with proficiency, compose and edit common business documents such as letters, reports, memos, faxes, e-mails, messages, post-it notes, labels, envelopes, invoices and orders, in order to perform competently as a receptionist, clerical office assistant, and records clerk.

1. Determine the purpose and audience for communicating in writing in order to perform the duties of an efficient Office Assistant.

2. Use simple planning strategies to identify and organize a limited number of ideas to support a specific office task (to convey or request information, to inform, to get things done, to offer ideas or assistance) and produce a legible and comprehensible draft.

3. Appropriately use familiar vocabulary used in the office environment and basic text structure of simple steps, instructions and commands.  Convey ideas in short, well-linked paragraphs with several supporting details/examples with attention to the audience such as: customers, co-workers, employers, suppliers and support staff.

4. Use simple revision strategies, editing and computer formatting techniques to re-read and revise during the writing process and make revisions to each draft, based on the review and feedback from others.  Demonstrate attention to clarity, descriptiveness, personal voice and appropriateness of text for the intended audience.

5. Make edits of grammar, spelling, sentence structure (simple/compound/complex with appropriate capitalization and punctuation), language usage and text structure with the help of tools such as dictionaries and software tools to produce accurate written communication in the office environment.

Speak so others can understand in order to perform competently as a receptionist, clerical office assistant, and records clerk.  Students should be able to choose appropriate formal and informal language for internal and external communications to: customers, co-workers, employers, suppliers and other support staff.  

1. Recall and use a range of vocabulary including words related to most everyday work and social situations with a specific focus on the office environment.  Know and use a variety of complex sentence structures and grammatical forms; know and use appropriate register in a range of communicative tasks, including unfamiliar, unpredictable and uncomfortable interactions.

2. Select from a wide range of strategies (such as taking into account interests of other; predicting outcomes, interests, or likely questions and responses; organizing information based on determination of relevance and audience needs; elaborating with significant detail and examples) to select, organize and relay information to be effective in the office environment.

3. Apply a wide range of strategies (including body language, pause fillers, stalling devices and different rates of speech as needed) to monitor and enhance effectiveness of communication and to meet the speaking purpose with customers and co-workers.

Listen actively with attention to details on the phone and in face-to-face communications and to fulfill customer needs, follow directions and work co-operatively in teams, problem solving and ultimately in the completion of tasks.

1. Understand main ideas and most details in conversations in the office environment.  Adapt response to varied speakers and contexts when language is not adjusted for English language learners in order to understand and respond appropriately to extended requests, directions, explanations and narratives, detailed instructions and complex conversations.

2. Effectively use a wide range of strategies to repair gaps in understanding, to ask questions to deepen understanding and to give feedback to the situation, the audience and the purpose of the communication in order to correctly complete tasks.

3. Apply language skills, knowledge of American culture and business/organization culture, and internal analysis to fully understand literal and implied intent of the speaker and to respond appropriately in the workplace.

Use math to solve problems and communicate in order to function competently, in order to perform competently as a receptionist, clerical office assistant, and records clerk.

1. Recall and use mathematical procedures appropriately in order to provide accurate information on charts and reports. 

2. Define, select, and organize a variety of common mathematical data and measure with appropriate tools, describe patterns, and/or use appropriate procedures effectively to monitor, chart, and report.

3. Communicate solutions to problems orally, with visual representations, in writing, by entries in a table or appropriate graph, chart, or with basic statistics.

Use technical skills to produce a variety of documents, to communicate to others in the workplace, and to perform competently in the roles of receptionist, clerical office assistant, and records clerk.  

1. Be familiar with common office software applications, concepts, and terminology.

2. Use MS Word to create forms and process documents commonly used in an office environment.

3. Use MS Excel to design and format spreadsheets to track information, create forms, produce formula calculations, generate charts and input office data.
4. Use MS Outlook to communicate effectively in an office environment.  Compose and write emails, schedule appointments, arrange meetings, create and track task lists, and generate contact lists.

5. Use MS PowerPoint to create presentations, presenter notes and slides.

6. Learn Keyboarding and 10-Key, by touch, to accurately and quickly input data and to produce office documents including letters, reports, memos faxes, emails, messages, labels, envelopes, invoices and orders.

7. Successfully operate basic office equipment including fax machines, copiers, printers and telephones.

Develop an educational/career plan in order to secure a position as a receptionist, clerical office assistant, or records clerk and define future educational goals. 
1. Set career and educational goals as they relate to the roles of receptionist, clerical office assistant, and records clerk.  Report progress, revise and update goals as appropriate.

2. Take part in exploring the role of a receptionist, clerical office assistant, and records clerk in a real working environment, by participating in the cooperative work based learning experience.  
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	2) Based upon 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. 
	2a) The professional-technical and basic skills instructors are contracted and paid for joint planning time. The contracted planning time is to support both team and individual curriculum planning and development prior to the beginning of the classes as well as on an on-going basis throughout the four quarters of the program. 

Joint weekly planning time will be scheduled as needed by the instructors. This will provide instructors a chance to review lessons for the week and plan for the next class session. The Chair of the Business Division, the Dean of Workforce, the Chair of the Transitional Education Division, and the District Integrated Basic Skills Director will ensure sufficient planning time and budget support.

2b) All students must qualify for the federally supported levels of basic skills education. All ESL Basic Skills Students will be appraised and placed using the CASAS Appraisal Oral Screen, Listening Form 20, Reading Form 20, and an on-site writing sample. ABE students will be appraised using the ECS Reading form 120 and Math Form 120. ESL and ABE students scoring a level 4 or higher in reading are eligible for admittance to the program.

All ESL students will be pretested using the CASAS Life and Work series for Reading and CASAS Life Skills series for listening. All ABE students will be pretested using the CASAS Life and Work series for reading and the ECS series for math. All students will be pretested prior to beginning the program or within the first 12 hours of instruction and scores entered into WABERS. (Students who are already in the WABERS system will have their last CASAS score entered as their pretest per Brian Kanes.)

All Basic Skills students will be posttested at the end of each quarter using the above tests as determined by scores from pretest or previous posttests. And reports from the CASAS TopsPro will be used by the Educational Interview Basic Skills instructor to identify students’ strengths and areas for improvement.

In addition to the CASAS testing, student files will be maintained to track student progress on Washington State Adult learning Standards, goal setting, and career planning. Integrated Basic Skills student files will be supervised by the Director of Integrated Basic Skills and maintained by the Basic Skills instructors with support from the filing clerk.
Professional technical program outcomes are integrated with Basic Skills outcomes and assessment processes.  For example, an essay on an Integrated Business Technology topic will be assessed both for professional technical content and for the basic skills that align to the identified state standards.  Professional technical program outcomes are assessed using computer generated documents, class assignments and presentations, objective and subjective testing, self-evaluation, interviews, work-based learning summaries and evaluations, peer evaluation and feedback, essays, performance tasks and projects, and pro-tech and basic skills instructor evaluations.  The professional technical faculty member will generate grades for program participants.
	 FORMCHECKBOX 
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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 Integrated Basic Skills & Integrated Business Technology Certificate Program will have a 76% overlap for all 580 hours of instruction. The overlap will be  50% or more for all professional technical hours and basic skills hours in BTECH 111, 111, 112, 120, 145, 135, 105, 205, 113, 201, 245, and CMPTR 108.

The quarterly Educational Interview class has no overlap and will not be claimed for enhanced FTE. It will simply remain a “traditional” basic skills class.

Total Program hours = 580

Total Overlap hours = 440
	 FORMCHECKBOX 
 Meets

      Criteria
 FORMCHECKBOX 
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       Revision
	

	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).
	As this is a four-quarter program, I-BEST students will be provided with the academic and advising support to be successful and earn a total of 34 college-level credits.  The reading, writing, speaking, listening, basic math, and technology skills that are needed to be successful in classes beyond the I-BEST program are the same skills that are needed to be successful in the college courses that are the core of this I-BEST program. Students completing this rigorous four-quarter I-BEST program successfully will have proven their academic competency. They will have acquired the skills they need to be successful in continuing along the career path. Most importantly, they will have the confidence in their academic ability to be successful in traditional college classes. 

During the program, Basic Skills students will have ongoing academic, career, and goal setting support that will provide them with plans and skills to ensure an opportunity to learn beyond the I-BEST program.
The Educational Interview class for Integrated Basic skills is designed to support Basic Skills students for their entire four quarters in the Integrated Business Technology Certificate Program. 

The Basic Skills Educational Interview instructor will:

· Function as point of contact for CASAS Appraisal testing, WABERS Intake, and registration for students coming to the Fort Steilacoom campus.
· Connect students with WorkFirst and Worker Retraining support personnel.

· Act as Basic Skills advisor to students. 

· Meet with Basic Skills students and set short-term and long-term career goals and develop educational plans and submit copies of both for filing in student folders and ECE portfolio.
· Acquaint students with campus resources and facilities.
· Advise students in securing high school and/or college 

      transcripts from native countries and provide information to 

      facilitate foreign transcript evaluation.
· Facilitate CASAS pre/post testing.
· Individually meet with Basic Skills Students to update goals and Education plan as the quarter progresses and assist in planning for completing post-secondary degrees in education.
· Assist students in scheduling the GED and Compass test when deemed ready.

· Familiarize students with the requirements for financial aid.

· Assist students in finalizing and compiling all job search documents created in classes and set-up interview simulations.

· Develop peer to peer mentoring processes and work with them to complete financial aid applications.
The Professional Technical instructor will:
· Assist students in researching employment opportunities and application processes in business.

· Connect students with external employers.

· Secure work-based learning experience for students.

· Collaborate with work based agency supervisor to assist students in identifying areas for improvement and creating a plan of action.
· Advise students in integrated business technology content areas and assist them in navigating the Integrated Business Technology Certificate Program.
· Coordinate students’ exposure to business career pathways.
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	Great use of Educational Interview liaison to program and students support.



	PROGRAM SUCCESS STRATEGIES

	5) Describe strategies to recruit and screen a cohort of basic skills students into the I-BEST program.
	Students are being recruited through various avenues:

The Workforce Dean and Director of Integrated Basic Skills are working with the College Relations Department to create an I-BEST promotional plan and timeline and have secured funds for this purpose. In addition, the Dean of Workforce Education has called a meeting for the BTECH, Basic Skills, and Workforce staff to come together to coordinate the recruitment master plan and timeline.

The Business Information Technology Department sends out a packet of information bi-quarterly to all students who take the COMPASS test and indicate an interest in Business Information Technology. The letter has been adapted to include a paragraph explaining the IBEST certificate program. In addition, the packet provides information about all two-year programs offered in Business Technology.

The WorkFirst Development Advisor and the Worker Retraining Advisor are already providing external agencies with details of the program and working with these agencies to identify students who are interested and qualify. They will then register them for the program. These students will be appraised by the external agency using the appropriate CASAS Appraisals and be pretested/posttested in the Educational Interview class.

The Director of Integrated Basic Skills and the ABE/ESL Coordinators at both campuses are providing information at weekly new student orientations and group CASAS testing sessions, and by visiting current ABE and ESL classes. Currently enrolled basic skills students have already been screened and pretested.  New students will be appraised in the orientation/Educational Interview class.

In addition, the Integrated Basic Skills Director is meeting with the advisors at both campuses, representatives for registration, and ABE/ESL instructors to explain the program and the requirements for admittance and ask for assistance in recruiting.  He is also meeting with representatives in the community at the President’s Breakfasts at both the Puyallup and Fort Steilacoom campuses and the District Chancellor’s lunch, as well as with the Pierce College Board of Directors. 

An Integrated Basic Skills website has been completed so that prospective students and employers can get information on all of the integrated basic skills programs offered in the Pierce District.

Fliers have been developed for distribution at all ABE and ESL sites.  An ongoing “road show” PowerPoint has been developed as a tool to recruit students for all present and future Integrated Basic Skills programs at Pierce College. The Director of Integrated Basic Skills is using this along with informational fliers for the various programs to do outreach to K-12, industry, and community organizations. 

 **See attached flyer.
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	Screening has been addressed under question 4 above.

	6) Specifically describe strategies to retain all cohort members to completion of the I-BEST program.
	First and foremost, providing 94% overlap in the Integrated Business Technology content area classes will create a highly supportive educational environment to assure retention. In addition, the I-BEST instructional team will share continual feedback on student progress and adjust lessons to optimize student learning and success. An office for the integrated basic skills instructor has been set up in the Business Information Technology Department in order to allow for ongoing planning and communication and to ensure that students have access to the entire I-BEST instructional team on a daily and continual basis.

Prior to registration, each student meets with the Director of Integrated Basic Skills, and Workforce advisors. During these sessions, students are introduced to the requirements of the program, provided with assistance in completing all required documents and given assistance in accessing financial support and the resources they need to be successful. As students become aware of all of the support services and how they work prior to enrolling, they will know who to see and how to get help with issues that might affect their ability to continue in the program. 

Basic skills instruction is delivered concurrently and contextualized within the Integrated Business Technology Certificate program in a manner designed to help students succeed. To facilitate this approach, the Integrated Business Technology Program has been extended for an additional 200 contact hours in order to allow additional time for integration. This added class time is team-taught by the Basic Skills and Integrated Business Technology program instructors and provides time for extensive review and pre-teaching in order to prepare students for the next lesson and to successfully meet program outcomes.

In addition, goal setting, educational and career planning, the support provided by the Educational Interview class instructor, and the on-going quarterly advising by the Business Information Technology Department, will provide individual support for students.

Pierce College’s Integrated Business Technology IBEST Certificate Program will focus on hands-on, experiential learning and is planned to create strong cohorts among the students. Students will gain strong skill sets in effective communication, multiculturalism, information competency, critical and creative thinking and responsibility, which are all vital to success in the industry.  Integrated Business Technology is an ideal program to partner in an I-BEST endeavor.
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	7) Describe how local and regional employers participated in the development of the proposed I-BEST program.
	Business Information Technology has an active advisory committee that includes representatives from businesses such as Russell Investment, Tacoma Public Utilities, and Multicare. They have discussed and approved the Integrated Business Technology Certificate.  The group defined what key skill sets needed to be part of the program and worked with BTECH and Basic Skills faculty to develop program outcomes.  
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	8) Specifically describe how local partners (WDCs, CBOs, labor unions, etc) support the I-BEST program.
	During the Opportunity Grant RFP process, Pierce College Integrated Basic Skills and Workforce personnel met with the WDC and employers to design an office/administrative support pathway.  The primary employers for that pathway were engaged through the WDC sponsored Pierce County Health Services Careers Council (PCHSCC).  PCHSCC had previously focused their work primarily on hands-on patient care.  However, area employers are also experiencing major shortages in office support positions due to their current care models and growth through acquisition of clinics.  Multicare expressed a strong interest in developing an IBEST program that would provide entry-level access to their administrative support employment pathway.  

The WDC had also submitted a proposal for a Jobs to Careers grant (unfunded) that focused on working with ABE/ESL incumbent workers in preparation for administrative support positions.  Career Coaches are already working with incumbent workers and educators to provide connections and access to education and training for multiple open positions and pathways.  Pierce College will continue to work closely with the WDC and our regional partners to develop clerical support pathways, which focus on providing access for ABE/ESL populations.  
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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).
	· The College research analyst and Director of Integrated Basic Skills work together on an on-going basis to set schedules, item numbers and coding for all I-BEST courses and programs.

· The Workforce Dean and Director of Integrated Basic Skills presented an overview and provided results of current I-BEST programs to the Pierce Board of Directors to promote the I-BEST Initiatives.

· The Workforce Dean and Director of Integrated Basic Skills presented a request for and were granted additional funding for I-BEST projects from the Piece College Executive Team.

· The Director of Registration and representatives from Registration and Admissions met with the Integrated Basic Skills Director to draft entry, registration, and tuition requirements and procedures for I-BEST programs. In addition, optional payment plans available for students were outlined.  (Several students have already taken advantage of the payment plans outlined.) They have also met several times to work out coding procedures and issues.

· The Integrated Basic Skills Director continues to meet with Student Services on a quarterly basis at both the Fort Steilacoom and Puyallup campuses to explain integrated basic skills and recruit for all of Pierce’s IBEST and the integrated basic skills roofing class. Fliers advertising all programs are distributed at these sessions and sent to all individuals in electronic form as well. 

· The Lead Credential Evaluator and the Integrated Basic Skills Director discussed the procedures students with foreign transcripts would need to follow in order to have transcripts evaluated and considered by Pierce College. The Credential Evaluator has provided the procedures that can be incorporated into educational planning by the Education Interview instructor and Pathways Coordinator.

· The Director of Integrated Basic Skills met with the WorkFirst and Worker Retraining advisors at both the Puyallup and Fort Steilacoom campuses to set up procedures and contacts for students needing financial support.

· The Director of Integrated Basic Skills met with the District Chancellor, the Presidents, and the Transitional Education Chair at both the Puyallup and Fort Steilacoom campuses to brief them on the Integrated Basic Skills programs. At these meetings, plans were discussed for securing additional support for the programs.

· The Vice-President of Student Learning and Success, the Director of Financial Aid, and the Director of Integrated Basic Skills have been meeting to find ways of securing financial aid for I-BEST students.

· The Director of Integrated Basic Skills met with the Pierce College Foundation to provide them with an overview of the Integrated Basic Skills programs and requested they consider including I-BEST students in their quarterly scholarships. The Foundation is discussing the possibility with the scholarship committee.

· The Director of Integrated Basic Skills has met with the Workforce website designer to create the Integrated Basic Skills website.

· A meeting has been requested with the Director of Financial Aid to explore the possibilities available to I-BEST students.
· The Transitional Education Division Chair, Registration Program Supervisor, registration clerks, and the Director of Integrated Basic Skills met to clarify registration processes for I-BEST students.
· The Workforce Dean and Director of Integrated Basic Skills are working with the District College Relations Department to create an I-BEST promotional plan and timeline and have secured funds for this purpose. 
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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.  
	From their first inquiry about the program, students are informed about career progression potential and the full educational pathway. This is a major focus in advertisements, at the initial Integrated Business Technology Certificate advising session, and throughout the program. Because all 34 professional-technical credits earned apply to the Associate degree in Administrative Assistant or International Business Assistant, it is natural for the program to embed the next steps into all of its classes. 

Throughout the four-quarter program, the Educational Interview instructor and BTECH advisors work with students to monitor and update their career and education plans on an on-going basis. During advising sessions, the professional technical instructor will inform students of the educational requirements and the employment opportunities available at each stage of their career plan. In addition, the content instructor will provide students with the materials and contact information needed to continue advancement in their careers and help students identify the jobs available at each stop along the path. Each student will leave the program with a “next steps” career plan that will detail the steps they will need to take in order to reach their career goal.

In order for students to reach their desired career goal, it is essential that students are retained. Completion of the Integrated Business Technology Certificate Program is the first step for students to realize it is possible to reach their goals. Students entering the Integrated Business Technology Certificate I-BEST program are required to meet with the Director of Integrated Basic Skills and the Basic Skills Educational Interview instructors at an orientation prior to admission into the program. At that time, students are informed that the program requires a four-quarter commitment. During the educational interview advising sessions throughout all four quarters, students are reminded of the four-quarter requirement. Ongoing advising by both of the Educational Interview instructor and Business Information Technology advisors will continually support students and foster retention. Prior to completion of each quarter, students will be registered for the next quarter. (See pathway attachment.)
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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.
	a) Throughout the Cooperative Office Procedures work based portion of the program, students are in continual contact with prospective employers. This allows students to interact with prospective employers on a daily basis. These prospective employers, in addition to being on the advisory board, are directors and coordinators in the local workforce.
Students completing the program will have the certification required to begin working as receptionists, clerical office assistants, and records clerks in public and private agencies.

b) The cooperative work based learning component in quarter four of the program provides students with first-hand knowledge of career opportunities in the chosen field.

In addition to the on-the-job training during the cooperative work based portion of the program, students have an on-going didactic component on campus that describes the full scope of duties and responsibilities performed by the various personnel in the various agencies. Students research the employment and advancement opportunities and application processes in the field.  
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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.)
	During program orientation, the Business Information Technology advisors and Basic Skills Educational Interview Instructor introduce students to the support services available in the Pierce District. These will include services available through the Business Department, Academic Support Centers, advising, libraries, computer labs, disability support, counseling, Financial Aid, WorkForce Support Center, and Basic Skills. Students are then taken on a tour of the campus. In addition, they will be exposed to the benefits of forming study groups.
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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?  
	Tuition remains the biggest barrier for getting students into the program.  However, since our last proposal was submitted, a lot of time and planning have gone into identifying WorkFirst and Worker Retraining funds to assist students. All Integrated Business Technology Certificate students who qualify will be able to be funded with these identified funds.

To assist those students who do not qualify and must participate as self-pay students, two payment plans have been established to help students meet the financial requirements. Emergency loans are granted at the time of registration requiring 20% down and the remainder to be paid by the last day of continual entry. Students can also opt for a payment plan. With the payment plan students are required to put 50% down and pay the balance by the end of the second week of the quarter. 

As stated above, we are also in the process of establishing procedures for I-BEST students to participate in the Pierce College Foundation quarterly scholarship program and securing financial aid.

We are also planning to work with the industry to find employers that might be willing to work with students to provide tuition reimbursement.
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        Attention  ESL/ABE/GED Students 

Are you thinking about a career                                  in Computers and Business?                                            



Pierce College has the career path for you!                       

  Integrated Business Technology Certificate

     Prepare for a career in Business Technology in just 4 quarters & earn 34 college credits towards

                                   an Associate Degree in Business Information Technology!

             Classes Begin

                 Fall 2006
                                                                                                                              

Classes can be applied to the Associate Degree in Office Management or International 
Administrative Assistant and the Associate in Arts Degree with Business & other electives.
For more information: 

Luann Wolden
                                    Jon Kerr 

Business Information Technology            Director of Integrated Basic Skills                                                                                                                            
Coordinator (253) 964-6642                   (253) 964-6447

lwolden@pierce.ctc.edu                       jkerr@pierce.ctc.edu
[image: image2.jpg]


From where you are … to where you want to be
Integrated ESL, ABE, & GED 

Integrated Business Technology Certificate 

Pierce College has developed a new four-quarter program that will provide a customized pathway for Levels 5 & 6 English as a Second Language (ESL) students and Levels 3-6 Adult Basic Education (ABE) and GED students to successfully complete the Integrated Business Technology Certificate. The training is part of a longer pathway with all credits leading to completion of an Associate Degree in Business Information Technology.

All Classes Are Held at: Pierce College Fort Steilacoom, 9401 Farwest Drive SW, Lakewood, WA 98498
(All four quarters required)
Quarter One: Fall 2006: Classes begin September 20, 2006 and end December 8, 2006

Monday/Wednesday/Friday 11:00 AM-12:25 PM: Keyboarding, 3 credits-Room O-105

Monday/Wednesday/Friday 11:00 AM-12:25 PM: Keyboarding Skillbuilding I, 2 credits-Room-O-105

Tuesday & Thursday 10:15-11:30 AM: Introduction to Windows, 3 credits-Room O-105

Tuesday & Thursday 12:30-2:35 PM: IBEST Academic Support, 5 Basic Skills credits (non-college) -Room O-105

Arranged: ESL/SBE/GED 090 Educational Interview, 1 Basic Skills credit (non-college) 

Tuition: 8 credits = $662.40 Washington resident (Tuition & fees subject to change)          Textbooks & Supplies: TBA

Quarter Two: Winter 2007: Classes begin January 3, 2007 and end March 21, 2007
Tuesday/Thursday 9:30-11:40 AM: Filing Database Management, 5 credits-Room O-105

Tuesday/Thursday 12:20-2:35 PM: Electronic 10-key Calculator, 3 credits-Room O-103

Tuesday & Thursday 2:45-4:55PM: IBEST Academic Support, 5 Basic Skills credits (non-college)-Room O-105

Arranged: ESL/SBE/GED 090 Educational Interview, 1 Basic Skills credit (non-college) 

Tuition: 8 credits = $662.40 Washington resident (Tuition & fees subject to change)          Textbooks & Supplies: TBA

Quarter Three: Spring 2007: Classes begin April 2, 2007 and end June 15, 2007
Monday/Wednesday/Friday 9:00 AM-10:55 AM: Business English 1, 5 credits-Room O-105

Monday/Wednesday/Friday 7:50 -10:00 PM (May 31-June 12 only): Introduction to PowerPoint, 1 credit-Room-O-103

Tuesday 10:10-11:50 AM: Office Procedures, 2 credits-Room O-103

Tuesday & Thursday 1:00-3:10 PM: IBEST Academic Support, 5 Basic Skills credits (non-college) -Room O-105

Arranged: ESL/SBE/GED 090 Educational Interview, 1 Basic Skills credit (non-college) 

Tuition: 8 credits = $662.40 Washington resident (Tuition & fees subject to change)        Textbooks & Supplies: TBA

Quarter Four: Summer 2007: Classes begin June 25, 2007 and end August 21, 2007
Tuesday/Thursday 3:00-5:00 PM: Keyboard Skillbuilding II, (July 27-August 22 only) 2 credits-Room O-105

Monday/Wednesday 12:10-2:50 PM: Office Applications I, 5 credits-Room O-105

Monday/Wednesday 9:30-11:30 AM: IBEST Academic Support, 5 Basic Skills credits (non-college)-Room O-105

Arranged: Cooperative Office Procedures, 3 credits

Arranged: ESL/SBE/GED 090 Educational Interview, 1 Basic Skills credit (non-college) 

Tuition: 10 credits = $828.00 Washington resident (Tuition & fees subject to change)        Textbooks & Supplies: TBA

Admissions Requirements:



Tuition & Fees Fort Steilacoom: (Tuition subject to change)

CASAS Reading Score of 211 or Higher


$82.80/ credit Washington Resident

Placed into Basic Skills




$96.00/credit Non-resident (US citizen or immigrant)

Complete CASAS Testing Quarterly

               $254.00/credit Non-resident (Other)

For more information and to schedule an appointment for admissions to the program contact:

Jon Kerr (253) 964-6447 / jkerr@pierce.ctc.edu or Luann Wolden (253) 964-6642 / lwolden@pierce.ctc.edu 

Integrated Business Technology Career Pathway
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SBCTC staff review proposals against criteria and best practices outlined in Ford research, I-BEST research, and 


I-BEST Criteria 











Phase Two: 





I-BEST Proposal Review following Prof-Tech program approval





Program Alternative: 


20 or more credits





Not suited to I-BEST application: Content from Primary may be modularized but no content can be added or changed from that listed in existing inventory. 








Not suited to I-BEST application: Content as approved and listed in existing inventory. No content can be added or changed. 





Primary Prof-Tech Program: 


20 or more credits





Phase One: 





Approval of Prof-Tech 


Content – Process based on type of Program proposed: of 5 formats, only 3 are suited to 


I-BEST.





Suited to I-BEST Application: Based on institutionally approved procedure and registered with the State Board. For approval process see website:  � HYPERLINK "http://www.sbctc.ctc.edu/workforce/progapprove.asp" ��http://www.sbctc.ctc.edu/workforce/progapprove.asp�.





Suited to I-BEST Application: Contains completely new technical content and/or less than 50% of a Primary Prof-Tech Program’s technical core content. For approval process see website:   � HYPERLINK "http://www.sbctc.ctc.edu/workforce/progapprove.asp" ��http://www.sbctc.ctc.edu/workforce/progapprove.asp�.





Suited to I-BEST Application: Contains at least 50% of content from technical core of a currently-approved Primary Prof-Tech Program.  For approval process see website:  � HYPERLINK "http://www.sbctc.ctc.edu/workforce/progapprove.asp" ��http://www.sbctc.ctc.edu/workforce/progapprove.asp�.





Short-term certificate: 


less than 20 credits





New Prof-Tech Program: 


20 or more credits





Program Option: 


20 or more credits
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BA/MA Degree in Records Management or Business Education





Associate Degree in Medical Office Assistant





Associate in Administrative Assistant: Office Management or International Business





Office Assistant: Medical Billing Certificate





Office Assistant: General Certificate





Integrated Business Technology Certificate





STARTS


Fall


QUARTER


2006





�





Receptionist


Clerical Office Assistant


Records Clerk


$11.77/hr.





International Assistant, Bilingual Executive Assistant


$15-24





OfficeManager


Program Coordinator


$15-20.85





Secretary


$15.61/hr





Associate in Medical Office Assistant: 


+41 credits


(93 credits total)





Start Fall 2006





Integrated Business Technology Certificate


34 credits





Administrative Assistant


$20.85


/hr.





Associate in Administrative Assistant: General Office


+41 credits


(93 credits total)





WORK





Associate in Administrative Assistant: International Business


+12 credits


(102 credits total)





Associate in Administrative Assistant: Office Management


+41 credits


(93 credits total)





Medical Transcription


Medical Coding Specialist


$15.66-21.01/hr.





Office Assistant General Certificate


+19 credits


(53 total credits)





Bachelors


Degree


 in Records Management or Business Education











WORK





WORK





WORK





WORK





WORK





Medical Transcription Certificate


+19 credits


(53 total credits)





WORK





WORK





Medical Reception


Patient Care Tech


Medical Billing Specialist	


$13.98-$15.20








Teaching,


Management





Office Assistant Medical  Billing Certificate


(59 total credits)





Office Assistant Medical Certificate


(52 total credits)
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