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Required Steps and Form Submissions

FOR CERTIFICATES OF ACHIEVEMENT AND SKILLS CERTIFICATES:

1.) Concurrent Steps during Initial Program Development:

A. Discuss potential program with CTE Dean, CTE Committee/CTE Chair, and Division
Chair

All of the above parties must endorse the potential program proposal in order for it to
move forward in the curricular process.

B. Obtain Labor Market Information (LMI) from LAOCRC

The Labor Market Information (LMI) request from Los Angeles Orange Country Regional
Consortium (LAOCRC) will be initiated by CTE Dean or LAHC voting member of LAOCRC.

C. Obtain Advisory Committee Recommendation

Include advisory committee membership, minutes and summary of recommendations.

2.) Create New Program Narrative [See p. 4 for narrative template]:

All new and substantially changed Certificate of Achievement and Skills Certificate
proposals must include a narrative that addresses:

1. Program Goals and Objectives - must address a valid transfer, workforce
preparation, basic skills, civic education, or lifelong learning purpose. For the
purposes of Chancellor’s Office submission and approval, programs may select one of
three program goals: transfer, CTE, or local. CTE is limited to certificates in a
vocational TOP Code.

2. Catalog Description - includes program requirements, prerequisite skills or
enrollment limitations, student learning outcomes, and information relevant to
program goal.

3. Program Requirements - includes course requirements and sequencing that reflect
program goals.

4. Master Planning - how it fits in the mission, curriculum, and master planning of the
college and higher education in California.

5. Enrollment and Completer Projections - projection of number of students to earn
certificate annually.
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6. Place of Program in Curriculum/Similar Programs - how it fits in college’s existing
program inventory.

7. Similar Programs at Other Colleges in Service Area - justification of need for program in
the region.

3.) For specially-funded programs

This should be included at the end of the proposal narrative. Specify any special funding,
equipment, or facilities allocation that this program will require, and how these each of
these needs will be met.

This section should also discuss in detail how faculty, staff, facilities and other resources
associated with the program will be funded after the special funding has ended.

For short-term programs such as contract education and grant-funded programs that are
not intended to continue beyond their funded term: a detailed description of how the
program will be terminated, including a “teach-out” program (method by which courses
will be offered to students who enter the program while it is active, but remain active in it
after its intended term has ended) and how faculty, staff, facilities, and other resources
associated with the program will be terminated or funded by other means.

4. Regional Consortia Approval - Meeting Minutes

Upon completion of steps 1-3 listed above, the CTE Dean or Campus Voting Member will
submit the program materials to LAOCRC for inclusion on the upcoming meeting agenda.

The final program proposal submitted to the LAHC Curriculum Committee will need to be
accompanied by minutes from the LAOCRC meeting in which the program received
recommendation.

Apprenticeship programs do not require advisory committee and regional consortia
minutes, but do require labor market information and analysis and an approval letter from
the California Division of Apprenticeship Standards (DAS).

FOR NEW AA & AS DEGREES IN CTE AREA:

Associate degrees classified as CTE must meet the following standards:
e Minimum of 60 semester units or 90 quarter units
e Minimum 18 semester units or 27 quarter units in major or area of emphasis
e Any GE pattern allowed by regulations, as determined by the college

e Must include local graduation requirements

Curriculum Committee Updated 11-14-18- AD



s metuss masoncoueee 1NNStructions for New CTE Program Proposal

e Must be offered in a vocational TOP Code
e Must be approved by appropriate Regional Consortium

» May be designed for both CTE and transfer preparation

New AA & AS degrees in a CTE discipline must follow all of the same steps as listed

above for Certificates of Achievement and SKills Certificates, but they must also
include:

1.) Course Outlines of Record (CORs) for all courses included in major or area of emphasis.

2.) Appropriate transfer preparation documentation from the list of allowable documents if
the program is designed for both CTE and transfer preparation.

3.) A New Program Narrative that specifically includes the following:

Program Goals and Objectives - must address a valid workforce preparation
purpose and may address transfer preparation

Catalog Description - includes program requirements, prerequisite skills or
enrollment limitations, student learning outcomes, and information relevant to
program goal

Program Requirements - includes course requirements and sequencing that reflect
program goals. The GE pattern and the calculations used to reach the degree total
must be shown following the program requirements table.

Master Planning — how it fits in the mission, curriculum, and master planning of the
college and higher education in California

Enrollment and Completer Projections - projection of number of students to earn
degree annually

Place of Program in Curriculum/Similar Programs - how it fits in college’s existing
program inventory

Similar Programs at Other Colleges in Service Area - justification of need for
program in the region

Transfer preparation information - if transfer preparation is a component of the
program

*Please note that all documents listed above must be received in order to include the

proposal on the upcoming Curriculum Committee meeting agenda.

*See p. 5-8 for sample CTE Program Proposal Narrative for Certificate of
Achievement.
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Program Title:

TOP Code:

SOC Code:

Item 1. Program Goals and Objectives:

Career Options:
Program Learning Objectives:

Item 2. Catalog Description:
Item 3. Program Requirements:

Dept. Name / # Course Description

Units

Sequence

TOTAL

Item 4. Master Planning:

Item 5. Enrollment and Completer Projections:

Labor Statistics:

“Labor Market Information and Analysis” pp. 86-89. Available at:

-Include LMI obtained from LAOCRC

-For information as to how to obtain these statistics and what information should be
documented, see Program and Course Approval Handbook (PCAH) 6t ed., section titled

http://extranet.cccco.edu/Portals/1/AA/Credit/2017 /PCAH6thEditionJuly_FINAL.pdf

Item 6. Place of Program in Curriculum/Similar Programs:

Item 7. Similar Programs at Other Colleges in Service Area:

Item 8: Special funding, equipment, or facilities required & program termination planning if applicable:
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CTE Program Proposal Narrative EXAMPLE

(Certificate of Achievement):

Program Title: Business Information Worker I1
TOP Code: 0501.00

SOC Codes: The ten occupations are First Line Supervisors of Office and Administrative Support Workers
(43-1011), Customer Service Representatives (43-4051), Court, Municipal, and License Clerks (43-4031),
Eligibility Interviewers, Government Programs (43-4061), Loan Interviewers and Clerks (43-4131), New
Accounts Clerks (43-4141), Human Resources Assistants, except Payroll and Timekeeping (43-4161),
Secretaries and Administrative Assistants, Except Legal, Medical, and Executive (43-6014), Executive
Secretaries and Executive Administrative Assistants (43-6011), and Office and Administrative Support
Workers, All Other (43-9199); hereinafter this occupational cluster will be referred to as Business
Information Worker II (BIW II).

Item 1. Program Goals and Objectives

The Business Information Worker II (BIW II) Certificate of Achievement builds on the BIW I foundation and
provides students with additional skills in PowerPoint, QuickBooks, records management, and collaboration
software. This secondary stage in the BIW pathway increases students’ value and opportunities in multiple
occupations, including but not limited to: office, business, and executive administrative support, office
supervision/coordination, small business support, retail sales, and customer service. Students completing this
stage of the BIW pathway will be equipped to take multiple Microsoft Office Specialist credential exams and
become a QuickBooks certified user.

The Business Information Worker Il pathway is a consistent statewide pathway designed with faculty and
industry involvement to prepare students for in-demand jobs, and to inform business of the rich capabilities
that exist at every California Community College Campus. On occasion one or two new courses need to be
developed by a college to align with the pathway. However, because the pathway utilizes existing academic
programs and courses, often no new curriculum is required. In addition, the pathway represents a set of in-
demand skills throughout the state, based upon interviews with placement agencies, and cross-referenced with
advisory groups and other Labor Market Information.

The emphasis of the Business Information Worker II Certificate of Achievement is to prepare students in a
broad range of advance level office skills and applications in order to prepare them for further on the job
training specific to each work environment.

Career Options: This certificate prepares the student for a wide variety of office positions in the top industry
sectors in California and the Nation. Industries included:

e Hospitality and Tourism

e Retail

e Health Care Services

e Financial Services and Real Estate
e Business Services

e Education
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e Technology

e insurance

e Movie and Video Industry
e (Cable and Television

Program Learning Objectives:

1. Display proficiency with microcomputer software applications: word processing, spreadsheets,
presentation design, databases, desktop publishing and bookkeeping and accounting applications.

2. Analyze, assess, and produce business documents that are a solution to given problems.

3. Demonstrate a proficient level of keyboarding speed and accuracy.

4. Demonstrate proficient communication (written and oral) skills as required in the workplace

5.

and access the Internet for a variety of information and business purposes.

Item 2. Catalog Description

Demonstrate appropriate academic, ethical, and professional use of computer technology to
communicate regionally, nationally, and globally,

This certificate of achievement is designed for students who want a fast-track course of study that will provide
them with a solid foundation in Microsoft Windows and Office as well as strong digital and web literacy skills,
the Business Information Worker Il program brings efficiency and productivity to the workplace. Completion
of the Business Information Worker pathway also brings indispensable critical thinking, problem solving, and

interpersonal skills to the workplace.

Item 3. Program Requirements

Dept. Name / # Course Description Units Sequence
CAOT 048 Customer Service 3 Yr 2, Fall
CAOT 033 Records Management 2 Yr 2, Fall
CAOT 078 Microcomputer Accounting Application for the Electronic 3 Yr 2 Fall
Office: QuickBooks
CAQOT 086 Microcomputing Office Application: Databases 3 Yr 2, Spring
CAQT 087 Excel Concepts for Business Applications 2 Yr 2, Spring
CAOT 110 Microcomputer Office Applications: Presentation Design 3 Yr 2, Spring
CAOT 047 Applied Office Practice 2 Yr 2, Spring
TOTAL 18

Item 4. Master Planning

The need for this program was identified during our Business Divisions unit planning process. It was further
supported by the business advisory committee during several meetings leading up to its local approval.

Item 5. Enrollment and Completer Projections

We anticipate that approximately 30-40 students will enroll in this program during the first year, ost of whom

will finish. Thus, we anticipate approximately 30 completers per year.
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Labor Statistics:

The following LA/OC regional Business Information II (BI-II) LMI is for an occupational cluster identified
as being relevant to the Business Information Worker II (BIW II) pathway and the corresponding BI-II, or
other BIW II pathway aligned, certificate of achievement developed by a LA/OC regional college. The BI-II
certificate LMI is an aggregate of ten occupations identified by a regional work group including an ICT-DM
Deputy Sector Navigator, several CTE/EWD deans, and the COE Director. Occupations were chosen based
on the typical education/skills required for employment, on-the-job tasks, and knowledge areas required
to perform the work of the occupation.

The ten occupations are First Line Supervisors of Office and Administrative Support Workers (43-1011),
Customer Service Representatives (43-4051), Court, Municipal, and License Clerks (43-4031), Eligibility
Interviewers, Government Programs (43-4061), Loan Interviewers and Clerks (43-4131), New Accounts
Clerks (43-4141), Human Resources Assistants, except Payroll and Timekeeping (43-4161), Secretaries
and Administrative Assistants, Except Legal, Medical, and Executive (43-6014), Executive Secretaries and
Executive Administrative Assistants (43-6011), and Office and Administrative Support Workers, All Other
(43-9199); hereinafter this occupational cluster will be referred to as Business Information Worker II (BIW
.

The BIW Il is a growth occupation in Los Angeles and Orange County. Historically, the LA/OC region has
seen a three-year increase in BIW II occupations from 320,970 jobs (2012) to 339,471 jobs (2015). This
represents real occupational growth of 18,501 BIW I jobs in the region. Moreover, the five-year projection
(2016-2021) of BIW II jobs is predicted to continue with an additional 12,937 jobs added. This represents
11.8% growth (2012-2021).

The LA/OC regional median wage for BIW II jobs is $20.66 /hr (25t percentile is $16.35/hr and 75t
percentile is $26.04 /hr). In an average month, there were 11,708 unique job postings for BIW II
occupations.

Last, in 2015 there were 12,084 BIW Il regional openings; however, there were only 1,981 related
completions in Los Angeles and Orange County. This indicates these occupations and the industries hiring
in Los Angeles and Orange County are significantly underserved each year. In conclusion, the strong
regional growth and the large gap between regional completions and jobs substantiate the need for all
LA/OC colleges to adopt the BIW pathway and/or an aligned certificate of achievement.

EMPLOYING OFFICE AND ADMINISTRATIVE SUPPORT WORKERS!
TEN YEAR FORECAST FOR CALIFORNIA

EMPLOYMENT PROJECTIONS

%
INDUSTRY
2012 2022 Increase Increas
(Decrease)
(Decreas
Colleges and Universities, Etc. 62,400 67,400 5,000 8%
Other Information Services, Etc. 4,200 5,000 800 19%
Other Financial Investment Activities, Etc. 2,600 2,700 100 4%
Agriculture, Forestry, Fishing & Hunting, Etc. 2,000 2,100 100 5%
Medical Equipment and Supplies Mfg., Etc. 1,200 1,400 200 17%
Cable and Other Subscription Programming, Etc. 1,000 1,000 0 0%
Other Schools and Instruction, Etc. 100 200 100 100%

! Employing Office and Administrative Support Workers, http://www.labormarketinfo.edd.ca.gov, March 2016
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Item 6. Place of Program in Curriculum/Similar Programs

This program will pick up where our Business Information Worker I certificate leaves off. It will provide further
training for students from that program, and provide students already employed with valuable professional
development opportunities for advancement.

Item 7. Similar Programs at Other Colleges in Service Area

Several colleges have similar programs: LA Trade Tech, LA Southwest College, East Los Angeles College, and
others. Since the Regional Consortium has preapproved this program for any college in the region, it is not
likely to cause any adverse effects on those colleges.
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