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In conjunction with the Downey Unified School District (DUSD), its Board
Education, students, faculty and staff of Downey Adult Schoaleer anc
Education Center (DAS), it is with honor and great enthusiasm to present th
Study Report for reaffirmation for accreditation to the Commission of the Co
on Occupational Education (COE) and the Accreditation Commission for Sc
Wedern Association of Schools and Colleges (WASC).

This Self Study Report is a culmination of the participation and efforts of all
members. Standards determined the formation of committee groups. Me
met throughout the year to determine if DASdats educational program:
adhered to and supported the criterion of each standard. This process allo
a fluid dialogue and analysis of policies and procedures, and systems.
process also provided the opportunity to identify areas that camelngthened
so that DAS continues to be a stronghold in adult education in the local area
Education has definitely experienced a shift in the past few years, howev:
reaffirmation for accreditation process only confirmed our resolve in
commtment to addressing and serving the educational needs of adult lear
our community.

| am grateful for this process, for the support and dedication of DAS, DUSI
Board of Education, and the community. | am also grateful for all
contributedand worked on this Self Study Report. On behalf of the student:
all staff, | welcome COE and WASC Visiting Team and | look forward to she
all our successes here at DAS.

Respectfully,

Blanca Rochin

Blanca Rochin,
Principal
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Institution Name : Downey Adult School Career and Education Center
Address : 12340 Woodruff Avenue

Downey, CA 902415610

(562) 9406200

www.das.edu

Downey Evening High Schoopened in 1940, in the Union High School buildings of Downey under

the principalship of Joseph Coss. Classes were held in the evening and taught by high school teachers
from the regular high school program. The emgnhigh school diploma program began with an
enrollment of 374 students and employed the same goals then as we have now; that of serving
educational and personal needs with quality programs. Within ten years, the school's enrollment grew
to 3,700 studentsThe Downey LIVEWIRE (dated October 25, 1951) reported that "The amazing
progress of adult education in Downey can be attributed to the surge of public interest in education
throughout California." Theodore R. MaurBirectorof the Division of Adult Eduation at that time,

stated in the article that "The subjects offered by the school serve gpomplbise goal: offer training

for a specific job, provide opportunities for satiprovement, promote more healthful living and a

better understanding of familife, enable a person to obtain a high school diploma and help a person
become an American citizen." The first graduati on
two individuals receiving diplomas. In addition, 21 others received citizenshificeges at the
ceremony.

Other principals followed in the footsteps of the first principal in advocating for the need and
importance of the program. Einar Knudsen was principal from 1947 through 1949 and was succeeded
by Theodore Maurer in 1950 who remed principal through 1966. Maurer bargained for extra
classroom space in addition to what was being used at Union High School and was granted permission
to whitewash the basement of the junior high building to increase the number of classrooms for the
evening high school program. In 1951, Downey Evening High School became known as Downey
Adult School. Chester Sutton, a progressive principal, held the position from 1966 to 1982. Being very
involved in many community, civic, and service organizations,dtton's major contribution was
providing educational programs that served the changing economic and cultural needs of Downey
which continues to this day. Downey Adult School is fully accredited bZthencil on Occupation
Education and byVestern Associson of Schools and Collegeand serves ové,200 students each

year.

The school employs a staff of 95 ftilne and partime certificated and classified personnel.
Downey Adult SchoolCareer and Education Centgses a trimester calendar system vaittypical
full-time student weekly load of 35 hours for psstondary students. The instructional delivery
systems consist of traditional classes which use lecture, lab, anebagell activities and online
instruction using synchronous and asynchronceltvety systems. Specific classes use worksite
training facilities for clinical practicum and externships.

l|Page
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Other School Information

Year this adult school was established: 1940

Number of publicschool locations in which adult classes are held: 1

Facilities used only by Downey Adult School:

Columbus Campus: 30 Classrooms
Administrative Office
Financial Aid Office

Harriet Paine Event Center

Number and kinds of nonrschool locations in whichadult education classes are held:
Allied Health Clinical Facilities and Externship Sites: 518
Medical = 274
Dental = 186
Phlebotomy = 28
Pharmacy Technician = 27
Message Therapy = 3
Hospitals = 4

2| Page
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A general description of Downey Adult School Career and Education Center and the population it
serves.

Downey Adult School was established in 1940 and is located in the city of Downey in southeast portion of

Los Angeles CountyThe District is comprised of two comprehensive high schools, one continuation high

school, four middle school4,3 elementary schools, and one adult school. Total District enroliment is

21, 962. In 2004, Downey Adul t School expanded its
Center.

The school employs 17 fulime and 54 pa#time certificated staff member$he classified and support
staff of 24 includes 17 fulime and 7 partime includes office staff, classroom instructional assistants,
custodians, and security assistants. Support staff includeRrithepal one Assistant Principal, and a
Counselor.

The current ethnic composition of the school is 74.1 % Hispanic, 9.1 % White, 5.9% Asian, 6.7 % African
American, 1.2% Filipino, and 3.0 % other. Hispanic students have maintained relatively the same
enrollment over the last six years, while White studendlément has seen a slight decrease. Both Asian

and African American enrollment have seen a slight increase and Filipino enrollment has become greater
than 1%.

Career Technical Education (CTE)/Apprenticeships continue to mjpkilhe majority of the progm
offerings. CTE programs include Advanced Private Security Academy, Clinical Medical Assistant, Court
Reporting, Dental Assistant, EKG/ECC, Emergency Medical Technician, Massage Therapy, Medical
Assistant and Phlebotomy, Medical Biller Coder, Paral&jarmacy Technician, Phlebotomy Technician,
and Vocational Nursing.

A variety of budgetary sources are utilized by the school. The major portion of the operating income for
the school is through financial aid and class fees. The school also receives funds from WIOA 231 CASAS
payment points, Carl D. Perkins grant funds \I@RKS, and the Adult Education Program. The school

A

al so receives funding from the districtédés gener al

Student Genderand Agé Most of Downey Adult School Career and
female, representing 74.2% of the population. Tlgonty of students are between the age of 22 and

40. The biggest change since the last study was the 18 to 20 group which more than doubled. Over 50%

of enrollment is comprised of persons between the ages 21 and 40 years old. Students over 50 years of

age make up just over 16% of enroliment.

3| Page
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GENDER & AGE Fall 2018 Total %

Total Enrollment 2,350 100
Male 585 24.9
Female 1756 74.2
N/A 9 0.4

18to 21 411 17.5
22to 29 736 31.3
30to 39 522 22.2
40 to 49 304 12.9
50 and over 378 16.1

DYS Total Enrollment by Gender
Fall 2018

1 Male = Female

DWS Total Enrollment by Age Range
Fall 2018

378
= Total Enrollment 304

=18to21
=22to029

30to 39 \
m 40to 49

= 50 and over

4| Page
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Downey History

The City of Downey is named for its most prominent founder, John Gately Downey, and is one of the oldest
communities irSouthern California. John Gately Downey settled in Southern California after immigrating

from Ireland at the age of 15. He became the governor of California when the Civil War broke out and
returned to Southern California when his term in Sacramento endetkvelopdRancho Santa Gertrudes

on the banks of the San Gabriel River. Realizing that the days of the large ranchos were over, Downey
subdivided his ranch property into small farrsige farms. At the end of the Civil War, many dispossessed
Easterners ame t o Cal i fornia to start new | ives and set

In 1873, Southern Pacific Railroad built a spur line toward Anaheim. Downey, along with others, plotted a
town on the rail line between Gallatin and College Settteme cal | ed fADowney Cityo
eventually being dropped from the name. Downey survived the economic boom and bust periods of the
early 20" century with the stable cushion a farm community provides. It remained a productive farm and
dairy center p until World War Il

In 1929, the E. M. Smith Company bought 37 acres of land along Lakewood Boulevard to manufacture
aircraft and a few decades later, the development housed the North Anitoidamell aerospace complex.

In the 1960s, a module desigraaa built in Downey took astronauts into space and to the moon! No longer

a farmcentered community, Downey was now a thriving city and a hub of the aerospace industry.

In the years following World War Il, the community quadrupled its population reacluisg to the 100,000
mark by 1956. The city was incorporated that year under local home rule with a Council and City Manager
type of government having all departments were under local control.

The increase in population caused the dairies and orangesgmvelocate to other areas which changed

the character of the community from faoentered, to one being oriented toward industry and the
professions. Today, the business community is alive with activity in healthcare professions, professional
and managment, social assistance and education related occupations, light manufacturing, and retail trade
with the addition of many new shopping centers.

Gender and Agei Both genders are nearly equally represented with females edging ahead by 3%. The

majority ofthe population (42.5%) is between 25 and 54 years of age, and those over age 55, make up about
20% of the population

5|Page
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GENDER & AGE Total %
Total Population 111,772 100 D\: L] s/ Popu|ati0n by Gender
Male 54,174 48.5
Female, 57,598
58,000
Female 57,598 515
57,000
56,000
Under 5 years 3,963 3.5% 55,000 Male. 54,174
54,000
5to 9 years 3,965 3.5% 53,000
52,000
10 to 14 years 4,516 4.0% Male Eemale
15 to 19 years 9,249 8.3%
20 to 24 years 8,457 7.6% Y Population by Age Range
DAS
25 to 34 years 16,432 14.7% = Under 5 years 3,688 |3,963 3,965
5724 . 2363 i
= 5109 years 4,739 -
35 to 44 years 16,543 14.8% 1010 14 years ST7T :
15 to 19 years
45 to 54 years 14,402 12.9% = 20to 24 years
= 2510 34 years
55 to 59years 5777 5.2% = 351044 years
n 4510 54 years
60 to 64 years 4,739 4.2% = 5510 59 years
» 60 to 64 years
65 to 74 years 5,724 5.1%
75 to 84 years 3,688 3.3%
85 years and over 1,758 1.6%

6| Page
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Race and Ethnicity-Downey 6 s

population group with 71% followed by Whites with 16% of the population. The Hispanic population has

popul ati on

S

di

Vi

ded

nt o

experienced substantial growth over the past two decades but hasséhee bff and is expectéalremain

fairly consistent in the foreseeable future.

RACE & ETHNICIT Total %
Total population 111,772 100
White 19,786 17.7%
Hispanic 78,996 70.7%
Black 4,329 3.9%
Asian 7,804 7.0%
Native American 820 0.7%
Pacific Islander 221 0.2%
Some Other 30,797 27.6%
2+ Races 4,791 4.3%

Dﬁls Population by Race & Ethnicity

4.3%

= White
= Hispanic
= Black

Asian
= Mative American
= Pacific Islander
= Some Other

= 2+ Races

Employmenti Downey has a very high employment rate with 96% of the population employed. The
largest represented occupations are ManageRmefi¢ssional and Sal&ffice Occupation which,

combined, make up 59% of Downeyods work force.
0 ° .
EMPLOYMENT : ekl | DXS Employed by Occupation
Employed civilian population 16 54938| 100
years of age and over ' 16,738 15,637
OCCUPATION i%ggg
Management, professional 16,738 | 30.5% 14.000 10,036 8273
12,000 g
Sales and office occupations 15,637 | 28.5% 10,000 4,304
8,000
Service occupations 10,036 | 18.3% 6,000
Construction and Maintenance | 4,304 | 7.8% ‘3;888
Production, transportation 8,223 | 15.0% 0 . o
) =,z>°° & é&& &
NS~ Percentage Employed by Occupation &€ é&’% ép:i% s $
L
DAS &
Q,@% (Cré\ L)e,é\ 0(\""’(\ ‘-’\o(“
fascb% ‘:6 ‘)6-\\ 08;.‘-'
7.8% & q}e &6 Q¢
v ®
= Management, professional = Sales and office ooccupations
= Service occupations Construction and Maintenance

= Production, transportation

7| Page
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INDUSTRY Total %

Agriculture, forestry 298 0.5%
Construction 2,539 4.6%
Manufacturing 7,011 12.8%
Wholesale trade 2,816 5.1%
Retail trade 6,641 12.1%
Transportation Warehouse 3,999 7.3%
Information 1,122 2.0%
Finance, real estate 3,333 6.1%
Professional 5,152 9.4%
Social assistanceEducation 11,476 20.9%
Arts & entertainment 5,252 9.6%
Other services 2,766 5.0%
Publicadministration 2,533 4.6%

Major Employers (2018):

Kaiser Permanente

Rancho Los Amigos Medical Center
County of Los Angeles Internal Services
Downey Unified School District

PIH Health Hospitai Downey
Lakewood Health Care

Stonewood Shopping Center Rites
City of Downey

Downey Landing Retailers

Los Angeles County of Education
Coca Cola Bottling

Home Depot

DAS
= Agriculture, forestry
= Construction
= Manufacturing
Wholesale trade
= Retail trade
= Transportation - Warehouse
= [nformation
= Finance, real estate
= Professional
= Social assistance - Education
= Arts & entertainment
= Other services

= Public administration

Percentage Employed by Industry

2.0%

8| Page
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Family Incomei The median family income in Downey is $62,897. The majority of family income lies
between the $15,000 to $149,000 levels with the most represented level being $50,000 to $74,999.
Geographically, the higher income families tend to livadrth Downey.

FAMILY INCOME Total %
26,120 100
Less than $10,000 1,474 5.6%
$10,000 to $14,999 1,101 4.2%
$15,000 to $24,999 3,002 11.5%
$25,000 to $34,999 3,108 11.9%
$35,000 to $49,999 4,369 16.7%
$50,000 to $74,999 5,805 22.2%
$75,000 to $99,999 3,431 13.1%
$100,000 to $149,999 2,618 10.0%
$150,000 to $199,999 682 2.6%
$200,000 or more 530 2.0%
Median family income (dollars) 62,897 X)

®
DXS Percentage of Families' Income by Range

2.6% 2.0% 5.6%

-

10.0%

m | ess than $10,000

= 510,000 to 514,999 13.1%

= 515,000 to 524,999
$25,000 to 534,999

= 535,000 to 549,999 ~11.9%

= 550,000 to 574,999

= 575,000 to 599,999

= 5100,000 to $149,999

= $150,000 to $199,999 16.7%

= 5200,000 or more

9| Page
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Languagei Downey has a large Spanispeaking population. Over 60% of residents speak Spanish in
their home, an increase of over 10% since the lassgelfy report. Limited English speakers of languages
other than Spanish have declined slightly and the totall sésidents who are limited in their ability to

speak English is 22%.

LANGUAGE SPOKEN A ®
HOME Total %
Population 5 years and 105,908 100
over

English only 32,789 31.0%
Spanish 64,060 60.5%
Indo-Euro languages 2,430 2.3%
Asian Pacific Island 5796 55%
languages

Other language 1,133 1.1%

[
DXS Languages Spoken at Home
Five years and over Populaton
5,796
2,430 1,133

>

u English only
= Spanish

Indo-Euro languages

Asian Pacific Island languages

8 Other language

DAS

80.0%

Perecent of Languages Spoken at Home
Five years and over Population

60.5%
60.0%
31.0%
40.0%
20.0% 23% 5.5%
- P 1.1%
‘ English only Spanish Indo-Euro Asian Pacific Other
languages Island language
languages
LIMITED ENGLISH Total % (] )
PROFICIENT ola 0 DKS Percentage of Students with Low
Total LEP 23,682 100 English Prificiency
2.2%
Spanish LEP 19,949 84.2% 3.6% ‘
Indo-Euro LEP 862 3.6%
AsianPacific Island LEP| 2,355 9.9%
Other languages LEP 516 2.2%

m Spanish LEP  » Indo-Euro LEP = Asian-Pacific Island LEP Other languages LEP

10| Page
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Education i The majority of Downey residents (77.5%) have earned a high school diploma or higher.
Schools in the Downey Unified School District are known for high graduation rates (95.4%); although with
a growing ESL population and more rigorous state requiremiegspossible that graduation rates will

drop.

EDUCATIONAL \'/ 3
0,
ATTAINVENT Total % D S Percentage of Educational Breakdown
Population 25 23310| 100 25 years and over Population
years and over ’ 22.1% 11.9%
1% 9% 10.6%
Less than®grade | 8,707 | 11.9%
Some high school | 7,776 | 10.6%
High school 17,889 | 24.4%
graduate
Some college 16,669 | 22.7%
Associate degree | 6,043 8.2% 6.6%
. OKSf 2 NI 11,342 | 15.5% = Less than 9th grade = Some high school
Graduate or = High school graduate Some college
grofessmnal 4,854 6.6% = Associate degree = Bachelor’s degree
egree
g = Graduate or professional degree = High school graduate or higher
- = Bachelor’s degree or higher
High school 56,797 | 77.5%
graduate or higher
. OKSt 2 NJ
. 16,196 | 22.1% ® . .
or higher DXS Educational Attainment Breakdown
25 years and over Population
56,797
60,000
50,000
40,000
30,000
17,889 16,669 16,196
20,000~ g07 ;476 ¢ 03 11,342
’ ) 4,854
10,000 - .
‘ . =
¥ o & & & < & ¢ &
qu’ %@O ,be'b c-.o\\‘?) be.'% be,\ bQ’Qé \(\\é\ \Q\é\
& & & & & © > & &
S A &£ o & >0 & & &
S S & & & F
\5’"’;) < & < © \9'3% $°
R R S 0
& & o
¥ & ¢
&(b ‘2‘\
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Household Types The average family size in Downey is 3.68. Married couples make up the majority
of family type, representing 51.3% of all families.

TOTAL HOUSEHOLDS 33,696 %
Family households (families) 25,702 76.3%
Families With own children under 18 years 12,006 35.6%
Married-couple family 16,585 49.2%
Married Couples With own children under 18 years 7,703 22.9%
Female householder, no husband present 6,686 19.8%
Female householdWith own childrenunder 18 years 3,167 9.4%
Nonfamily households 6,994 20.8%
Householder living alone 5,518 16.4%
Householder 65 years and over 2,183 6.5%
Households with individuals under 18 years 14,079 41.8%
Households with individuals 65 years and over 8,507 25.2%
Average household size 3.45
Average family size 3.89
[
D)/s Households
Total 33,696
30,000
25,702
25,000
20,000 16,585
14,079
15,000 12,006
8,507
10,000 7,703 y
6,686 6,994 5,518
- l l 3‘167 l ' 2’133
. 7 -
N o S 3 G- & & < &
{;\i‘é’ ‘\Q’?@ @6\\ “\e,'bk &aé\ be}'\’ ‘{\u\b %ooe bo“‘ ‘\zﬂ"} t’0“
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NS m DOWNEY

ADULT Conditions Check Sheet

SCHOOL
CAREER AND EDUCATION CENTER

and Findings

COMNDITIONS CHECK SHEET
Generic Version — 2018 Edition
CONDITIONS

Hwm 1: Vil

2. The restiution comducts Bz affairs with scceptable standsrds of honesty and imiegriby.

The Irestiution mests &l lywdal obilgations Imposed by siale and federal agencies.

The instiution has moified the Commission of any indvidual affilaied with the insStubon who
Fixs been debormed by a govesmment agency or anofer accrediEng agency OoF wWas an OWner,
an adminisiraior, or 2 goveming-board member of a COE-afMilaied instiution Fat was
denied accrediiation, was dropped from accreditation, or ciosed without providing a feach-
oul oF refumcls. by currently ennodled students.

£, The instiution oocuples its own physical faciites and s mof co-ocaied with another
Instiution.

E. The imsthrticn maintsins a permanent aconeditation fle which contains bems st forth In the
Commission conditions. (3 Handbook of Accrecifation)

Hon-Publlo Incittuticns Snly
7.  {Freqguinsd o operabe) The insfutdon has an orgieal cument lcense Sor the main campus
amd each branch and'or exiension.

Ham E: This ftam It to b# completsd by Wisibing Teams during agors GRation VIS

Hen-Publlo Incittulicns Snly
B. List I pumbers and sspimdion dabes of licenses for al campusss:

5. The on-siie administator or other ful-ime employess af B main campus atiended required
woirksiopd s within shy fo sighbte=n rondts prior o hosiing the acoreditation visiing t=am.
{For inftial scoreditation, Candidate AcademyfSef-Eludy worksiops. For rea®maton, 3eif-
Study and Annual Report Workshopi(s)

il. FornEal accredEafon or reaffimabon of accredEaSion, the: insftufon has placed a nobo= in
e appropriake newspaper(s) andior media services (ocal news shes, sockl medla sites,
amd'or Instiution website Romepaps] Ne more than S (007 Cays ooor io fesing the
accreciTaion ek sfabing Fak t = applyng for inEal accrediabon or reaffrmation of

accreditation with e Commission of COE In complance wih Commission criteris.

Ham 11: This tem I to b= compisted by Visiting Teams during asorsdiation ..

11,  Dais notice was published, broasdoast, or ielevised:

12. The imstitution has submiti=d an svaluation of standands forr from one of Hs cocupabonal
ailsory commitisss b hosting an accrediabon visEng beam.

3. The rstiution has informed e Commission of al planned and unplanned subsfanfve
changes.

1. Inmovabive or experimental programes operaied at varisnoe with e siandards Fave necebved
Commission conoumenoe prior o Implementadon.

5. Doouments the insftubon has fled with the Commission accurately represent the stabus of
e Instiuon. (MCOTE: Hithis staiement 15 checked "HO™, documentation which demonsirabes
T Insifufion's misrepresantsfion must be submithed with B b report ]

- Ei

Avorediisd Incttutions Only
6. The inshiution's use of the accreditabon s=al k= in complance with Commizssien comdibons.
(Eee Hanobood off Acoredfadion)

7. The instiution adhenes io the Commission's condition on e monitoring of InstRuSonal
growth and has notifisd e Commission of ncreases in foéal Full-Time Equivalent (FTE) that
aqual or exceed JS% of the sciabllcied boaselire, and for non-publc retutions, increases in
gross revenue of 100% or prcne froe B previces pear have been reported b e
Commission.

8. All shudeni recrulfmend acivibes used by the InsShubon ane muiful amd avold any false or
misikexding Impressions of the insfhubion, Bs programs and services, of employment, and are
In complance with Commission condbons. (See Hanobook of Accredfaton )

9. All mada used by the iRstiution for advertdsing purposes ans Fruiiful and present=d with
dignity o avold any false or misieading Impressions of the insftulion, Bs programs and
services, or employment, and are In compiiance with Commission condBons. (See
Handbook of Accrecitaion )

Highilghted areas Indicated changes DM tha prewous edition.
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NS m DOWNEY

ADULT Conditions CheckSheet
SCHOOL

CAREER AND EDUCATION CENTER and Findings

COMDITIONS CHECK SHEET: Generic Veralon - 2018 Edition
Page 2

CONDITIONS [ YES | MO | W |

Them 20: VicHIng inamc, oompbets Tor Workchest Delons mecpanding to

20. A caliog andior offer officlal pablicatons, which are publshed in hand copy or
provided onlime=, provids information specHed In the Hancbood o Aocreoisdion, and
are readly avalable 1o students, prospecive students, and otier members of the

Interesieg Ic.
M. e nstiution empioysd a corsultant for e purpose of assisgng in the accredEation
process, | submiti=d a copy of e comsulant's resume within 7 days afber employment -

was secuned, and can demonstrabs fak e barms of the consuitant's conbract mest
icommission conditions stated Ini B Handbook of Accrediabon.

22,  The roke of contractors. hired by the irsthtion (I any) excludes e suthority o make
oficial deckslons for the Insthtion or o sense In e role of accresdiabion lalson oficer «
fior the InsSution.

23,  Fhe instiuion participaies in Tide IV Finandal Ald programs, B doe=s nof contract
miore than 25 pencent of e Instructon of one or more of B programs with an sxtermal -
Spency, Corporadion, Insthstion, or indhvidual.

24. There |s a dear indicafion that the Ssculty amd siaff were primarly resporsible for the

arafion, editing. ard nevision of documenis required In the accrediaSon mID ol
25.  The imsthriicn’'s accredEafion lksison oicer s 3 permanent sff member iscated at the
main campus. il

Siatuc wih Other Agenolec: A SYES" recponce Tor ciatemenic #26-20 cignifiec that the Incittution I Im
oompllance with the Commilcelon’s Conditions.
1. The irsthticn s not the subject of an imedm action by a stale or federal apency

poterdally leading to the suspension, revocation, withdrawal, or t=mmination of the =
Instiufion's legal authority o provide posksecomndsny sducation in amy sabe in whichi it
opearates

2. The imstiuticn has mot Faed s stabe lloense suspended, ewoked, wiidram, of
parmimated, aven If the required dus process procedunes hawve mof been oomplebed =

within any stat= In which & oparates.
3. The irsthion has mof woluntanly withdrawn Bs candidacy or accreditation while not in

jpood standing from & radionally recogrized accredBing agency. i
4, The irsttion has mof Fad s candidacy or accredEafion withdrawn or been placed on
pubiic abion by & rafionally ecognized sccrediting apency. il
E.  The irsttution Is not the subject of an Iml=rm action by another sccnediing agency
poterdally leading to the suspension, revocation, or withdrasal of candidacy or =
S oreditartion.
E. The imsthrtion has mof bean potfied of the sz of any spency's accrediaton even i
e dus process procedures Fave not besn complisted. ol

7. e instiulion s presently accredied by anothar nationaily recogrizsd accrediing
apency, E describes el in identical terrs o each agency with regard o ident®y (e,
maain campus, branch campas, branch campus 1o main campus reationship], mission, -
Povemance, programs, degress, dplomas, cerificates, personmd, finances, and

constiuents bo all fedemil siate and offier agenclies, induding accredEng agenclhes.
B. Fe instution |5 seeking dual accreditation, e reasons for wanbing dual

mcoreditation hawve besn submitisd o =ach accrediting agency and fo e Secreiary of
e LB Depariment of BEducabion, and the insShition has also designatesd which -
agarcy's accredSation It fo be utited In debarining the Fstitubion's siginiity for

A ipation under the Higher Educabion ALt
Emﬁ%%ﬁ.mﬁm:m YES | HD | WA

1. Branch of EXNERsion ownarship |s T same (same erdty, propristorship or partnership,

or the same corpomation) &s the main campus. il
2. Branch or sxtansion names that have boen expandsd from the nams of e main
campus io ceary ldenify diferent locafions or spedfic programs have besn approved =

by thie Commission.
3. Mon-main campus locations that operats under the superdsion of & ful-ime, on-sks,
local adminisiraior wivo reports o e chiel adminisiratve ofosr of e main campus "
are property kentfed as banch campuses with the Councll
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CONDITIONS CHECK SHEET: Generlc Verslon - 2018 Edition

Paga 3
Camipucss other than the Maln Campus: Eranoh Campusas YES | NO | Nia
1. The compiebe parme of the main campus is lented in all publicadons and advertisements
wihiEn neferming 1o @ branch campus, avhension campus, of Instnuchonal serdos cenber il

2.  Duplicaie recomis on personnel, firancdal ma@ers, shudent atiendance, and =ducadonal
progress Tor braincies, exiensions, exiended cassrooms, instructional sendce ceniers,
and'or auxilary insimectonal shes are bepd ot the main campus. (HOTE: instiutions capabile «
of mainiainieg and accessing reconds elecironically may kee=p al reconds previousiy
mendoned at P main campus. )

3. The on-siie branch adminisirator reports o Te on-ske chiel administraior at the main

CAMpUS. ol
4. Programs offered af branches are describesd in the main cammpaus calalog or branch
supplement. ol
E.  Frograms offersd at Te branch that ar= mok o ered at b moin campus are desoribed in the
mialn campus cabalog. =
Campuses other than the Maln Campus: Exienclon Campuces YES | N | Hi&
1. All extensions are ocated within a 50-mile radias of B main campus. «
2. Al extersion programes ane imnciuded In e main campus Catsing. «
Campucss other than the Maln Campuc: Exfended Claccroome YES | NO | NiA
1. Al extended classmooms ans located within teo miles of a main or banch Campus. ol
2. Al extenadedd classnooms are supervised by S adminisirabion of the main or branch campus. ol
Campusac obher Than the Maln Camput: Incinscilonal Servios Caniers YES | HO | Nia
. Fropam insruction at all irshuctional serdoe cenbers |5 under the direct coinirol of the mais
campus and kcabed within the geographilc senvice arss designabed by the governing boand -
of e Instiution.
-

2. Al Instructional serdice center ofierings are approved by the Commission,

Approprigie student sandoss are gvallabbe on-sibe 8% e Instructional serdce cenber and e
full range of services ks made acoessibke bo participating students at the main campus ol
4. Allinstuctional serdce centers ans & joint vanfune bebwesn the irstiution and an Employer

ik

or another sducabional agency. "
£ The complebs rarme of the main campus & denied in all publicafons and advertisements
-

witien referring 1o an insrucional service cenber.

Campuses other than the Maln Campus: Addificnal 2pags YES | NO | HiA

1. Addibonal space acquinsd for insruciional or administratie purposes ks locabed wikin one
iguarier of @ mille from & maln campus oF branch campus

REQUIREMENT FOR CLOCKICREDIT HOUR CONVERSION FOR FEDERAL STUMDENT FINAMCIAL S0

InsShutions Faf ane reguired fo comvert Feir programs o Federal CredE Hours for Be processing of Federal Financiy
Ald programs muss undemgo a review of & sampling of the cowrse prep hours induded in a samplng of e toéal number
of programs cosened under the conversion. Indication of compliance with this requirement 15 made by visHing beamres
under Btandard 2 — Educafonal Programs for each progras chosen as part of e sampie.
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N\ DOWNEY

DAS ADULT Standard One
SCHOOL ) ) ..

CAREER AND EDUCATION CENTER Institutional Mission

INTRODUCTION

Downey Adult School Career aidiucation Center was initially established in 1940. The mission
statement of the school has changed over the years, to meet the changing needs of the community.

Mo s t recentl vy, the mission statement was revi
Committee Meeting. Comments from that discussion were taken into consideration and presented

to staff members for further consideration and
minimally revised version of its previous version, was submiibetie Downey Unified School
Districtbs Board of Education for approval

ANALYSIS

1. The primary mission of the institution is to instruct students to such competency levels that they are qualified
for initial employment and/or career advancement.

Themission statement of Downey Adult Schdateer and Education Centés:

AThe Mission of Downey Adult School -q@ty; eer and Educ
relevant, and industry specific programs that are accessible to adults in variety ofiamaging

Career Technical Education (CTE), High School Diploma (HSD), General Education Development

(GED), English as a Second Language (ESL), and Community Education (CE), resulting in gainful

empl oyment and/or personal enrichment and growth. o

Downey A ult School is proud of its mission state
purpose to not only provide education in a variety of areas, but to provide education at such a level

that students will be able to attain gainful and meaningfulleympent. Downey Adult School

Career and Education Center is a known and wedlpected educational institution in the area

whose vast majority of graduates are contributing members of society by being successfully
employed in their respected field of stud

2. The institutionds mission is clearly and concisely
of the institution.

The mission statement is al ways wpwdaned)eTde i n t he
mission statement of Downey Adult School Career and Education Center is framed in all
classrooms.
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SCHOOL

CAREER AND EDUCATION CENTER Institutional Mission

The institution has an appropriate haapyand/or online publication which it uses to accurately present its
mission statement and the educational programs offered to achieve its mission.

The mission statement is regul arl ywwwdasety shed i
All courseoffering departments are listed in the mission statement and all courses are lsted, b
department, in the school catalog and website.

The current mission statement is publicly available and is used consistgmtlylications.

The mission statement appears in the catalog and wehsite.(las.edu The catalog is published
three times year (Fall, Winter, Spring/Summer) and is mailed to over 6,600 addresses throughout

thecityofDwney and surrounding cities as wel/. Add
professionally maintained by DigiCal, l nc. , w
available.

Multi-Part Criterion (5-9)

5.

6.
7.

10.

The institution has an organized awoghdtional institutional advisory committee.

The institution advisory committee meets the following requirements:

Is composed of at least three persons external to the institution;

Has at least three external members who meet these criteria present atee#ioly (with at leastwo
members physically present and one virtually present);

Meets at least annually, if serving only in an institutional advisory capacity; OR twice annually, if serving in
an occupational advisory capacity;

Keeps typed minutes tdocument its activities, recommendations, meeting attendance, and demographic
information for each member; and,

Is used to provide community involvement in maintaining a relevant mission for the institution.

Yes, Downey Adult School Career and Educatitenter has an organized and functional
institutional advisory committee whose members range from Downey City Council, Downey
Chamber of Commerce, The Downey Patriot (local newspaper) and major empkogteer
Permanente just to name a few.

The institutimal advisory committee roster includes 61 members from various businesses, service
organizations, and Downey Chamber of Commerce and Downey City Council.

The members of the institutional advisory committee are all external from the school and at the
last institutional advisory committee meeting, which was held on November 13, 2018, 10
members were physicaltyesent.
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DAS ADULT Standard One
SCHOOL ) ) ..
CAREER AND EDUCATION CENTER Institutional Mission

11.

Downey Adult School Career and Education Center hosts one institutional adwisatyng
annually. The last meeting was held on Tuesday, November 13, 2018. The next meeting is
scheduled for November 19, 2019.

Minutes for the Institutional Advisory Committee Meeting are taken and recorded.
Minutes includes the day, time, and locatiéntroduction of those in attendance (name and
agency/organization they represent), agenda items, discussion and comments of agenda items,
community feedback regarding ragenda items, and dafer the next Institutional Advisory
Committee Meeting.

Thelnstitutional Advisory Committee Meetibgginswith breakfast. Principal Blanca Rochamd
Assistant Principal Cindy Graftowill then call the meeting to order and beglmsthanking our
Institutional Advisory Committee Members for attending. -i@&tbductions then follow. The
mission statement is then next on the agehdareviewed andliscussedlt is during discussion

that the members are encouraged to be involved in the process of reviewing and ensuring that the
school 6 s mi s sinuesrtobe telavane ment cont

A program of public information and community relat
in its community.

Downey Adult School Career and Education Center has a strong history of community involvement
and is proud @ be associated with numerous organization and events throughout the community.
DAS saff members and Massage Therapy, Vocational Nursing, Pharmacy Technician, and
Clinical Medical Assistant students regularly attend and volunteer in various community events

such as Downey Relay for Life, Downhey Street F
Stride Downeyds Fun on the Fairway Golf Tour name
Event, Downeyds Battle of the Businesses, and
staff members represent DAS at various career fairs and educational evehtassibowney

Uni fied School Districtdés Career Fair, and Lon

DAS provides the students of Columbus High School, which shares the campus with DAS, an insight
to the various Career Technical Education progrdmsponsoring the Annual Career Expo. DAS
regularly hosts blood drives and maost recently was the location for the swearing in ceremony for
California State AssembMember of the 58District, Ms. Cristina Garcia.

Staff members are also proud to reprddBAS in several organizations. For examéector

of Nursing Mariana Pacheco and Staff Member Karina Madariaga both sit on the Board of
Directors for the Downey Chamber of Commerce, while Principal, Blanca Rochin, is an active
member of Soroptimist ternational of Downey.

Downey Adult School Career and Education Center is a member of the Partnership for Adult
Academic and Career Education (PAACE) Southeast Los Angeles Consortium. The work of the
consortium is to provide academic and career servioeagdults in the local region. Principal
Blanca Rochin represents DAS at all PAACE meetings.
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HALLENGE LUTION

Funding for Adult Education in the State of California has considerably changed, which has also
resulted in new legislation and requirements for all adult school educational institutions. In 2013
California Assembly Bill 86 was introduced requiring ackdhools and community colleges to

form consortia, based on regions, to address the need of more seamless transitions between student
needs and services and between education/graduation and gainful employment, while leveraging
existing resources. DAS, alongth Cerritos College, ABC Adult School, Norwalk La Mirada

Adult School, and Bellflower Adult School, came together and formed the consortium known as
Partnership for Adult Academic and Career Education (PAACE) Southeast Los Angeles
Consortium. (websitevww.paace.ngt AB86 transitioned from planning to implementation with

the passage of California Assembly Bill 104. AB104 introduced new legislation to fund adult
education through the Adult Education Block Grant (AEBGpnsortium funding is shared
between members based on the 22023 Fiscal Year Expenditures used out of Adult Ed

all ocation funding by each -208mDAhewaddingvenywelp | di s
financially, and depended very little on Woey Unified School District. This funding model

proved toserve DAS negatively. Whereas DAS serves the largest student population within
PAACE, DAS receives the least amount of funding. Principal Blanca Rochin continues to advocate
for additional fundingrom the consortium.

SUMMARY

Downey Adul t School Career and Education Cent
community and that mission continues today. As the needs of the community changes, DAS
changesaccordingly b serve those needs appropiat Challenges are ongoing, however, DAS,

with the Downey Unified School District and the Board of Education, will continue to steadfastly
address those challenges in our resolve to offer high quality and relevant educational training to

our students anb our community.
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Advanced Private Security Academy
Clinical Medical Assistant
Court Reporting
Dental Assistant
EKG/ECG
Emergency Medicalechnician
Massage Therapy
Medical Assistant and Phlebotomy
Medical Biller Coder
Paralegal
Pharmacy Technician
Phlebotomy Technician

Vocational Nursing
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Advanced Private Security Academy

Department Chairperson:
Cheryl Shaffer

Instructors:
Arthur Anderson
Cheryl Shaffer
Harvey Watson

Clerical Assistant:
Janet Gera
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INTRODUCTION

The Downey Adult School Career and Education
started orBeptember 1, 2018. DAS received their BSIS Firearms and Baton Training Certification

on Septenber 1, 2018. The Advanced Private Security Academy at DAS is atsimartraining

program designed and focused on preparing students for a career in law enforcement/security
field. This security academy course complies with the Department of Consmeradi r s @ s ki |
training for security guards. (Authority cited: 7581, Business and Professions code, Reference:
Sections 7583.6 and 7583.7, Business and ProfessionsdcB8&p-Bureau of Security
Investigative Services.

ANALYSIS

Admissions

Thei nstitutionds admi ssions policies and procedur e
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course cataog a
on t he DA &dnsdasvedublrdormation dn specific admission policies and requirements

for the Advanced Private Security Academpsogram are contained in thédvanced Private
Security Acadensection of theatalog in both printed and electronic versions. Admission policies
and procedures are also covered during the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard cogjeatrdnic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration reviews and verifies all formguoblication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in person, by telephone, website, email, and US mail.
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4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comply with poliesablished by the Commission.

Downey Adult School Career and Education Center does not offer a Vocational Easgish
SeconeLanguage program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupational prograndfered by the institution regardless of the delivery mode.

Downey Adul't School Career and Education Cen:
admission policies and procedures, offer reasonable expectations for successful completion of the
Advanced Rvate Security Academy program. The expectations for prerequisites, productivity,
achievement, attendance, and state certification testing requirements are clearly listed in the
catalog, website, program requirements, course outlines, and class syPabspective students

attend a mandatory program orientation prior to being admitted to the program. Students are
informed of the length of the program and the expectations to complete within a reasonable amount

of time.

6. Students admitted inthssociate Degree programs have a high school diploma or its equivalent.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center does not admit students by exception.

8. Apply them uniformly;
The Advanced Private Seity Academy program at Downey Adult School Career and Education
Center does not admit students by exception.

9. Provide documented evidence on how they are used;

The Advanced Private Security Academy program at Downey Adult School Caréafumadion
Center does not admit students by exception.
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10. Maintain records on student progress; and,

The Advanced Private Security Academy program at Downey Adult $reer and Education
Center does not admit students by exception.

11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.

The Advanced Private Security Academy program at Downey Adult School Caréathuaadion
Center does not admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

The Downey Adult School Career and Education
program does not rire the use of technology.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey AdultSchool Career and Education Center operates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges. The Advanced Privatly Securi
Academy program also operates under the guidelines and oversight of the Bureau of Security
Investigative Services (Authority cited: 7581, Business and Professions code, Reference: Sections
7583.6 and 7583.7, Business and Professions code.)

The Advanced Private Security Academy program is congruent with the mission of the school and
with the occupational needs of the students se
and Education Center is to provide highality, relevant, and inastry specific programs that are

accessible to adults in a variety of areas, including Career Technical Education (CTE), High
School Diploma (HSD), General Education Development (GED), English as a Second Language
(ESL), and Community Education (CE), résg in gainful employment and/or personal

enr i chment Thepagragroljestivds aré consistent with the mission of the school and

the occupational needs of the people served by the institution.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and

el ectronic form within the course catalog and
on specific admission policies and requirements for the AdvaRcedte Security Academy

program are also contained in the student orientation handouts/Program Overview which is issued

to all students enrolled in the program. Downey Adult School Career and Education Center
adheres to the District adopted ndiscrimingion policy in compliance with Title IX employment

and educational practices. The school 6s depart
to ensure consistency in the application of all policies of the Advanced Private Security Academy
program inplace at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Downey Adult School Career and Eduyxation C
program has no exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of busiriedsisingl and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Advanced Private Security Academy program objectives are included in the school catalog in

both printed and eleémnic versions, and in the course overview, course syllabus, outlines, and
program orientation materials. The course objectives are determined by the Bureau of Security
Investigative Services and the curriculum is based on these stated objectivestidnstruc

materials are regularly reviewed to ensure that electronic programs, textbooks, and printed
materials match the stated objectives of the course. These materials are evaluated biannually by

the Advisory Committee members to determine if the skilidhtare meeting the current needs of
employers in the field. Student achievement is assessed by observation, activity logs, class
assignment s, perfor mance report s, and exams.
performance through visitations and ten evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are current; and,
Thatcoursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. The Bureau of Security Investigative Services also schedules

periodc compliance visits to validate

t he school

viability and relevancy of theAdvance Private Security Acadenprogram and makes

recommendations at the scheduled meetings.

Multi -Part Criterion (1526)
Three bona fide potential employers review each educational program annually and recommend:

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.

Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competeny tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working in the law
enforcement/security field and are potential employers for recent program completers. The
potential employers review curriculum, tests, testing strategies, prograipnegnut, program

length, instructional delivery methods for both traditional classroom and online programs,
program content, outcomes, and the admission process. Three potential employers complete a
Program Verification Form to validate compliance of thev&aced Private Security Academy
program with the requirements of the Bureau of Security Investigative Services. The Minutes are
transcribed immediately following the conclusion of the meeting and made available to members

in printed form and online.
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27.

28.

The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with theDowney Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer Verification Forms completed by
Advisory Committee members and average wage information of program participants compared
with other occupations. The cost of the program is generally half of the copubbtia schools.

Courses required for each program are offered with suffifriespiency for the student to complete
the program within the publicized time frame.

The Advanced Private Security Academy is offered approximately nine times per year.- The 80
hour program is two weeks in length. The enrollment start/end dates areitistied course
catalog and school website, and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:

29.

The program is designed to lead graduates directly to employment in a speedic ¢

Downey Adult School Career and Education Center does not offer Associate Degree programs.

30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of

31.

32.

Applied Science, Associate of Occupatior&thdies, Associate of Science, or Associate of
Occupational Technology, is used and includes the specific career and technical education field
(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Centersthot offer Associate Degree programs.

The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

The program includes a minimum of d&mester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Cedters not offer Associate Degree programs.
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33. For all coursework delivered via distance educationT h e institutionés di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Advanced Private Security Aeany program at Downey Adult School Career and Education
Center is not offered via distance education.

Each program offered by the institution:

34. Is approved and administered under established institutional policies and procedures and
supervised by aadministrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reféetablished professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered,;

38. Has measures of achievement of the student learning objectives;

39. Has individual student recordsglinding period of enrollment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuibn/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Advanced Private Security Academy is approvetdebipureau of Security and Investigative
Services and the Council of Occupational Education and operates under the prescribed
administrative policies and procedures of Downey Unified School District which, are listed in
school catalog in both printed armhline versions. The Advanced Private Security Academy is
offered only on the DAS campus.

The program is supervised by tilerector of the Advanced Private Security Academy who
oversees the other program instructors. The program is monitored and suppgrtbe site
administration and the advisory committee to assist with program needs and recommendations.

Student achievement is assessed throughout their enrollment by observation, activity logs, class
assignments, performance reports, and exams. Allesits are required to meet minimum
proficiency.

Each student enrolled in the Advanced Private Security Academy program has a student file which

i s maintained in the department office. The f
competeng results, program grade reports, attendance record, any certificates received, and
miscellaneous documents relative to the program.

41| Page



Standard Two
®
I)\A/S Rg‘lijL'}EY Educational Programs

SCHOOL Advanced Private Security Academy

CAREER AND EDUCATION CENTER

42. A credit hour is equivalent torainimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours oflwasdd activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 closkoho
work-based activities.

Downey Adult School Career and Education Center is adegiee bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Advanced Private
Security Academy program is 8lock Hours.

43. For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the program/course.

(0]

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center is not offered via distance education.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used asample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to
use the Federal Clock Hour Conversion for Student Financial Aid, indica)e N/

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center is not required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies and occupational skills degjiatednto the instructional program for
each occupational area.

The Advanced Private Security Academy program guides students learning through course
outlines, competency forms to record student progress, and equipment used in industry to simulate
real workplace environments. Assignments incorporate academic conipeteravering
communication, computation, writing, and critical thinking.
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The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Advanced Private Security Academy program is designed to provide instruction in the
competencies essential to success in the occupation and to prepare students for employment. It
also provides supplemental training for those previously or currentlyasregh in the field. The
program offers a broad foundation of knowledge and skills in addition to the traditional role of
the occupation. The program strives to develop transferable skills along with work ethics and
employability training. Students are reémed to work on group projects to stimulate interest and

build workplace skills such as communications, respect, organizational skills, productivity, and
teamwork.

The sequence of instruction required for program completion (lecture, lab, anthasedk
activities) is determined by desired student learning outcomes.

The curriculum for the Advanced Private Security Academy program is set by the Bureau of
Security and Investigative Services and contains the major modules of instruction to ensure that
desirable, relevant, and current practices of the occupation are being taught. The department chair
and instructors are responsible for developing the sequence of instruction, including the course
outline, syllabus, and the development of weekly lessor faddress the competencies set forth

by the BSIS Board. The curriculum, outlines, syllabus, and lesson plans are consistent for this
traditional program.

The sequence of instruction required for program completion is used to:

No o s

Organize the curriculum

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Advanced Private Security Academy progsaseti by the Bureau of
Security and Investigative Services and is adhered to, to ensure students master the desired
performance competencies required in the field. Instruction begins with a didactical unit to provide

a foundation to build upon. The sequedanstruction includes a variety of theory, academic
knowledge, and performance skills to ensure that desirable, relevant, and current practices of the
occupation are being taught. The following units of instruction build upon the foundation with
studentgarticipating in a practical lab environment to develop the requisite skills of a security
guard. The students are assessed on a regular basis to monitor performance levels toward program
mastery.
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisoy committee:

16.

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum of three members external to the institution who have expertise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

Meets at least twice annually;

Ensures that no fewer than three months sepesate official committee meeting; and,

Follows an agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

Occupational advisory committees review, at least annub#lyappropriateness of the type of
instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of thprogram

The Advanced Private Security Academy program has an active occupational advisory committee
with three members external to DAS. The advisory committee consists of potential employers and
individuals having knowledge of the program area, as welbkifls and experience in the field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the pro@iaector, instructors, and site and
district administration. Thadvisory committee meets twice a year with meetings held in November
and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and adwsing th
department on curriculum changes based on its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with the BSIS requirements and
current professional needs. Minutes are taken at each meetihgyamscribed at the conclusion

of the meeting. Copies of the printed minutes are made available to members, staff, and
administration. The minutes are also made available by email and electronically on the school
website.

Jobrelated health, safetgnd fireprevention are an integral part of instruction.

The Advanced Private Security Academy program curriculum provides students withajed

health and safety guidelines applicable to both the classroom setting and workplace environment.
The Advanced Private Security Academy course outline contains lessons on job related health,
safety and fire prevention in the workplace. Safety equipment, first aid kits, fire extinguishers, and
emergency exits, are reviewed with students. Job health aetyt &fues are also covered during

the Student Orientation and contained in course lecture and discussions.
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17.

18.

19.

20.

To develop skill proficiency, sufficient practicepsovided with equipment and materials similar
to those currently used in the occupation.

The Advanced Private Security Academy program uses current industry standard equipment to

me et industry standards. The pr oggamammugally toAdvi s o
ensure that curriculum is relevant and-tggdate and that current practices of the occupation are

being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional @terials.

The Bureau of Security and Investigative Services requires that institutions offering a BSIS
approved program comply with their curricular guidelines and requirements. Instruction is
organized and methodically taught so that learned skililsllmn one another, so students can meet
workplace requirements. The classroom is a laboratory where students practice the required skills
with performance and competency tests given to measure proficiency in each skill. Ancillary
instructional materials B8 made available when competencies require information beyond the
learning text. Instructors maintain copies of the course outline and lesson plans for demonstrating
or practicing the competencies in their classroom along with copies of all the instaictio
material.

The institution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Advanced Private Security Academy program utilizes formative and summative
tesing and assessments aligned with BSIS curricular guidelines and mandates and those required
by DAS. Students are formally and informally assessed on their progress toward competency in all
components of the curriculum. The instructor chooses methodsssasnt based on curriculum,
competencies, and specific needs of the students, to ensure equitable testing and effective
measurement of competencies to fully evaluate student achievement.

For all coursework delivered via distancesducation: The institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

TheAdvanced Private Security Academy program at Downey Adult School Career and Education
Center is not offered via distance education.
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21. For all coursework delivered via distance educationThe institution has in place a
standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs
order to facilitate quality assurance and the assessment of student learning.

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center is not offered via distance education.

22. For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receiveadbmaccredit (with
methods such as secure logins and pass codes and proctored examinations).

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center is not offered via distance education.

23. For all coursewak delivered via distance education:The institution monitors student progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percehzgase
completed.

The Advanced Private Security Academy program at Downey Adult School Career and Education
Center is not offered via distance education.

Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Advanced Private Security Academy at Downey Adult School Career and Education Center
does not have a required externship.
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Multi -Part Criterion (2729)
27. Each workbased activity has a written instructional plan for students.
28. The written instructional plan for each webtlsed activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.
29. The written instructional plan for each webksed activity designates the-gsite emplger
representative responsible for guiding and ove
participating in the students6é written evaluat

The Advanced Private Security Academy at Downey Adult School Career and Education Center
does not hava required externship.

30. All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriate qualifications.

The Advanced Private Security Academy at Downey Adult School Career and Education Cente
does not have a required externship.

CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in California. Downey Unified School District has dieztDAS to be selufficient in its
operational costs to maintain a balanced budget. The physical security field is the second growing
industry in the United States. Upon completion of this course, students are able to gain full or part
time employment wh starting salary over $17 per hour. The Security Guard training program is
relatively new to the adult school. DAS is actively marketing the program at this time to gain more

students.

SUMMARY
The Advanced Private Security Academy program is DovAukyt School Career and Education
Centerds newest career technical education proc

well as reaching out to the community and surrounding areas.
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Clinical Medical Assistant

Department Chairperson:
Ryan Page

Instructors:
Kathryn Aguirre
Leonor Gonzalez
Hernand Morales
Melinda Nelson

Julie Spathopoulos
Victor Velazquez

Clerical Assistarg

Lucille Molina
Elizabeth Villalobos
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INTRODUCTION

The Clinical Medical Assistant program was established September 2p0dpare students for
employment as Clinical Medical Assistant. Students must complete the prescribed course of study
with a minimum grade of 75% to be eligiblergzeive a certificate of completion as a Clinical
Medical AssistantAll of various Clinical Medical Assistansections offerethas an enrollment of

131 students. Average completion times are determined by class schedule and average from 12, 15,
25, and 27 weeks depending on the chosen class.

ANALYSIS

Admissions

Thei nstitutionds admissions policies and procedur e:
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center
Career and Education Center are clearly stated and available to the public in printed and
electronicf or m in the cour se cat awwdgs.edinlnfornmation anhe DAS
specific admission policies and requirements for the Clinical Medical Assistant program are
contained in the Clinical Medical Assistanicien of the catalog in both printed and electronic

versions. Admission policies and procedures are also covered during the mandatory orientation

and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in titieclopy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in personelaphone, website, email, and US mail.

4. For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult School @eer and Education Center Career and Education Center does not offer
a Vocational Englisfas-a-SeconeLanguage program.
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5. Admission requirements offer reasonabdxpectations for successful completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adult School Career and Education Cent
requirements listed in the admissionlipes and procedures, offer reasonable expectations for
successful completion of the Clinical Medical Assistant program. The expectations for
prerequisites, productivity, achievement, attendance, and state certification testing requirements

are clearly Isted in the catalog, website, program requirements, course outlines, and class
syllabus. Prospective students attend a mandatory program orientation prior to being admitted to

the program. Students are informed of the length of the program and the dgpsdiaicomplete

within a reasonable amount of time.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult School Career and Education Center Career and Education Center does not offer
Associate Degree programs.

An institution that admits students by exception to its standard admissions policies must:

7. Have written admissions policies and procedures for these exceptions;

The Clinical Medical Assistant program at Downey Adult Schooé@aand Education Center
Career and Education Center does not admit students by exception.

8. Apply them uniformly;

The Clinical Medical Assistant program at Downey Adult School Career and Education Center
Career and Education Center does not admit stugleptexception.

9. Provide documented evidence on how they are used;

The Clinical Medical Assistant program at Downey Adult School Career and Education Center
Career and Education Center does not admit students by exception.

10. Maintain records ostudent progress; and,

The Clinical Medical Assistant program at Downey Adult School Career and Education Center
Career and Education Center does not admit students by exception.
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11. Regularly evaluate the effectiveness of the procedures used in admitting students by
exception.

The Clinical Medical Assistant program at Downey Adult School Career and Education Center
Career and Education Center does not admit studenéxbgption.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is availableatbstudents by the instructor and Downey
Unified School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupationateeds of the people served by the institution.

Downey Adult School Career and Education Center operates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Westernsaociation of Schools and Colleges. The Clinical Medical Assistant
program sets the skill levels and performance mandates for the program for students to obtain a
certificate of completion

The Clinical Medical Assistant program is congruent withritission of the school and with the
occupational needs of the students served.
Education Center Career and Education Center is to provide-tigtlity, relevant, and industry
specific programs that are accdslg to adults in a variety of areas, including Career Technical
Education (CTE), High School Diploma (HSD), General Education Development (GED), English
as a Second Language (ESL), and Community Education (CE), resulting in gainful employment
and/or persoa | e nr i ¢ h me nThe peograim objectives tark consistent with the mission

of the school and the occupational needs of the people served by the institution. The occupational
outcome for th€linical Medical Assistant program is excellent with theerage salary
approximately five percent higher than the per capita income level in California.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and on the DAS website (www.das.edu). Information on
specific admission policies and requirements for the Clinicalité Assistant program are also

contained in the student orientation handouts and Clinical Medical Assistant program overview

which is issued to all students enrolled in the program. Downey Adult School Career and Education
Center adheres to the Distrietdopted nordiscrimination policy in compliance with Title IX

empl oyment and educational practices. The scho
the program to ensure consistency in the application of all policies of the Clinical MedicahAsssist

program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Clinical Medical Assistant program at Downey Adult School CaregrEatucation Center
Career and Education Center has no exceptions or variances regarding the published educational
program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectived #he current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Clinical Medical Assistant program objectives are included in the schetalbgain both

printed and electronic versions, and in the course overview, course syllabus, outlines, and program
orientation materials. The course objectives are determined by industry standards and the
curriculum is based on these stated objectivesrdngbnal materials are regularly reviewed to

ensure that electronic programs, textbooks, and printed materials match the stated objectives of

the course. These materials are evaluated biannually by the Advisory Committee members to
determine if the skillsaught are meeting the current needs of employers in the field. Student
achievement is assessed by observation, activity logs, class assignments, performance reports, and
exams. I nstructors evaluate student swittewor kpl a
evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are current; and,
Thatcoursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. The Advisory Committee reviews the viability and relevancy of
the Cinical Medical Assistant program and makes recommendations at the biannual meetings.

Multi -Part Criterion (1526)

15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,

Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working as a Clinical
Medical Doctor, Doctor of Osteaphy, Physician Assistant, Registered Nurse, or Clinical
Medical Assistant and are potential employers for recent program completers. The potential
employers review curriculum, tests, testing strategies, program equipment, program length,
instructional deivery methods for the traditional classroom program, program content,
outcomes, and the admission process. Three potential employers complete a Program
Verification Form to validate compliance of the Clinical Medical Assistant program with the
requirementsThe Minutes are transcribed immediately following the conclusion of the meeting
and made available to members in printed form and online.
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27.

28.

The institutionconsiders the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer VerificationsFoompleted by
Advisory Committee members and average wage information of program participants compared
with other occupations. On average, the salary for programs completers is approximately five
percent higher than the per capita income in Californiae €hst of the program is generally half

of the cost nomublic schools.

Courses required for each program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Clinical Medical Assistamtrogram is a 660 hours course program offered in 12, 15, 25, or

27 weeks per year with an average student completing the program in seven months. New student
cohorts are accepted every two and five weeks. The enrollment start/end dates are listed in the
course catalog, school website, and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:

29.

30.

31.

The program is designed to lead graduates directly to employment in a specific career.
Dowrey Adult School Career and Education Center Career and Education Center does not offer

Associate Degree programs.

The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate dDccupational Studies, Associate of Science, or Associate of
Occupational Technology, is used and includes the specific career and technical education field
(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Edtioa Center Career and Education Center does not offer
Associate Degree programs.
The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center Career and Education Center does not offer
Associae Degree programs.
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32. The program includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each ofdalewing areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center Career and Education Center does not offer
Associate Degree programs.

33. For all coursework delivered via distance educationnThe i nstitutionb6s di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Clinical Medical Assistant distance education delivery method is identical to the traditional
classes provided on campus. The curriculum, textbooks and electronic learning programs,
assessment, and instructors are identical to those offered in tiddral classroom setting. The
online and traditional classes use the identical syllabi and orientation and program overview
materials.

Each program offered by the institution:

34. Is approved and administered under established institutional p@iwiegrocedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodoleg that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learning objectives;

39. Has individual sident records, including period of enrollment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Clinical Medical Assistant progm operates under the prescribed administrative policies and
procedures of Downey Unified School District which, are listed in school catalog in both printed
and online versions. The Clinical Medical Assistant program is offered only on the DAS campus.
The program is supervised by tberector of Allied Health who oversees the other program
instructors. The program is monitored and supported by the site administration and the advisory
committee to assist with program needs and recommendations.
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Student achievement is assessed throughout their enrollment by observation, activity logs, class
assignments, performance reports, and exams. All students are required to meet minimum
proficiency.

Each student enrolled in the Clinical Medical Assistant program has a student file which is

mai ntained in the main office. The file <cont
competency results, program grade reports, attendance reeond certificates received, and
miscellaneous documents relative to the program.

42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 dimeks of workbased activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Education Center Career and Education Center islagrea
bearing, postsecondary, notterm clock hour institution whose programs are only offered in clock
hours. The Clinical Medical Assistant program is 660 Clock Hours.

43. For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the program/course.

(0]

The Clinical Medical Assistant program response time listed in the syllabus for asynchronous
online classes is within 24 hours, Monday through Friday, and within 48 hours on weekends and
holidays.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

TheClinical Medical AssistanProgram at Downey Adult School Career and Education Center
Career and Education Center is not required to use the Federal Clock Hour Comviensio
Student Financial Aid.
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Instruction

1.

Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Clinical Medical Assistant program guides students learning through course outlines,
competency forms to record student progress, medical equipment and instruments, and patient care
supplies used in industry to simulate real workplace environmentsigniysents incorporate
academic competencies covering communication, computation, writing, and critical thinking.

The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Clinical Medical Assistant program is designed to provide instructioheircompetencies
essential to success in the occupation and to prepare students for employment. It also provides
supplemental training for those previously or currently employed in the field. The program offers
a broad foundation of knowledge and skillsagidition to the traditional role of the occupation.

The program strives to develop transferable skills along with work ethics and employability
training. Students are required to work on group projects to stimulate interest and build workplace
skills suchas communications, respect, organizational skills, productivity, and teamwork.

The sequence of instruction required for program completion (lecture, lab, anthasexdk
activities) is determined by desired student learning outcomes.

The curriculum dr the Clinical Medical Assistant program is set by the major modules of
instruction to ensure that desirable, relevant, and current practices of the occupation are being
taught. TheDirector of Allied Health and instructors are responsible for developh®ysequence

of instruction, including the course outline, syllabus, and the development of weekly lesson plans
to address the competencies. The curriculum, outlines, syllabus, and lesson plans are consistent
for the traditional and online programs.
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The sequence of instruction required for program completion is used to:

4.
5.
6.
7.

Organize the curriculum;

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for Clinical Medical Assistant program is set to ensure students master the desired
performance competencies required in the field. Instruction begins with a didactical unit to provide

a foundation to build upon. The sequenced instructi@tudes a variety of theory, academic
knowledge, and performance skills to ensure that desirable, relevant, and current practices of the
occupation are being taught. The following units of instruction build upon the foundation with
students participating ina practical lab environment to develop the requisite skills of a
phlebotomist. The students are assessed on a regular basis to monitor performance levels toward
program mastery.

Multi -Part Criterion (815)

8.

Occupational advisory committees apointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum of three members external to the institution who have expertese in th
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members lpysically present and one virtually present); and,

Meets at least twice annually;

Ensures that no fewer than three months separate each official committee meeting; and,
Follows an agenda and maintains typed minutes to document its activities, eudations,

meeting attendance, and demographic information for each member.

Occupational advisory committees review, at least annually, the appropriateness of the type of
instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of geliy) offered

within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Clinical Medical Assistant program has an active occupational advisory committee with three

members external to DAS. The advisory committee consists of potential employers and individuals
having knowledge of the program area, as well as, skills aneriexe in the field.
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16.

17.

18.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the pro@naector, instructors, and site and
district administration. The advisory committee meets twice awigameetings held in November

and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and advising the
department on curriculum changes bdson its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with current professional needs.
Minutes are taken at each meeting and transcribed at the conclusion of the meeting. Copies of the
printed minutes are made available to members, staff, and administration. The minutes are also
made available by email and electronically on the school website.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Clinical Medical Assistant program curriculum provides students withglalbed health and

safety guidelines applicable to both the classroom setting and workplace environment. The Clinical
Medical Assistant program course outline contains lessorjstorelated health, safety and fire
prevention in the workplace. Safety equipment, first aid kits, fire extinguishers, and emergency
exits, are reviewed with students. Job health and safety issues are also covered during the Student
Orientation and contaied in course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Clinical Medical Assistant program uses current industandard medical equipment,
machinesinstrumentspatientcare supplies, and software programs to meet industry standards.
The programdés Advisory Committee reviews the
relevant and ugio-date and that current pictices of the occupation are being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

Instruction is organized and methodically taught so that leasiéits build on one another, so
students can meet workplace requirements. The classroom is a laboratory where students practice
the required skills with performance and competency tests given to measure proficiency in each
skill. Ancillary instructional meerials are made available when competencies require information
beyond the learning text. Instructors maintain copies of the course outline and lesson plans for
demonstrating or practicing the competencies in their classroom along with copies of all the
instructional material.
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19.

20.

21.

The institution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

TheClinical Medical Assistant program utilizes formative and summative testing and assessments
aligned with curricular guidelines required by DAS. Students are formally and informally assessed

on their progress toward competency in all components of thecalum. The instructor chooses
methods of assessment based on curriculum, competencies, and specific needs of the students, to
ensure equitable testing and effective measurement of competencies to fully evaluate student
achievement.

For all coursework delivered via distance educationThe institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The Clinical Medial Assistant program uses Blackbo&@durseitesas the instructional delivery
platform, with Downey Adult School Career and Education Center providing the curricular content

of the program. The online program and technology needs are overseen by ttamtgsitcipal

with technology needs and issues being discussed in scheduled department meetings. The school is
responsible for the procurement of all online instructional programs and for maintaining relevant
courseware The online learning system prograrare evaluated toward the end of the year to
maintain compliance with the curricular expectations of DAS, in addition to cost and budgetary
guidelines. The assistant principal recommends any changes or upgrades to the software programs
and agreements tdé principal for consideration.

For all coursework delivered via distance educationThe institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Clinical Medical Assistant distance education is identical to the traditional classes provided
on campus. The curriculum, textbooks and electronic learning programs, assessment, and
instructors are dentical to those offered in the traditional classroom setting. The online and
traditional classes use the identical syllabi, orientation, and program overview materials.
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22. For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program aeies the academic credit (with
methods such as secure logins and pass codes and proctored examinations).

All students enrolling in distance education are required to complete a registration form agreeing
to the terms of the program. All online leargiprograms require that students receive a secure
user name and password for the specific progralirtests are given on campus with the instructor.

23. For all coursework delivered via distance educationThe institution monitors student progress
andparticipation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The BlackboardCoursesiteplatform allows instructors ithe Clinical Medical Assistant online
program to access and monitor student activity in the program. Instructors have access to view
progress on the different assigned lessons, activity time spent on each lesson, number of times
logged on to the program,nd the time of day the activity took place. They also can monitor
downloads, discussion board participation, assessment results, and progression within the course.
Students are required to takél exams on campus under the supervision of the coursedtwstru

or proctor.

Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Clinical Medical Assistant program includesvorkplace assignments efite

totaling 160 hours of workbased activity. The workplace agreements are reviewed Hyitbetor

of Allied Health and administration and renewed on a yearly basis as determined by program
needs. The learning outcomes for tharkplace assignments are congruent with the requirements

of theschool program. The workplace assignments specify the objectives, experiences and
competencies to be completed at the work site. The plan also describes the student evaluation
process.
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Multi -Part Criterion (27%29)

30.

27. Each workbased activity has a written instructional plan for students.

28. The written instructional plan for each webtlased activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.

29. The written instructional plan for each weblksed activity designates the-site emplger
representative responsible for guiding and ove
participating in the students6é written evaluat

The Clinical Medical Assistant program focuses on preparing students with the skills needed to
competeeffectively and transition to the workforce. To achieve this goal, the program is designed

with specific workbased training assignments. The wbdsed activity plan specifies the
objectives, experiences, and competencies to be completed at the whbhlesfilan also describes

the student evaluation process. The participating employer designates a contact person responsible

for assigning students to specific supervisors who oversee their training. The instructor meets with

the assigned supervisortoeapl n t he studentds training plan a
the end of the workite experience, the instructor and the supervisor review and evaluate the
studentds performance, attitude, empl oyvabil it
supetrvisor is given an opportunity to provide feedback on the overall quality of the worksite
experience.

All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriate qualifications.
All work-based activities in the Clinical Medical Assistant program are supervised Djreor

of Allied Health whaholds a California teaching credentiallhe Director routinely performs site
visits to monitor student progress and obtain feedback fte worksite supervisor.
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CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in California. Downey Unified School District has directed DAS to besséficient in its
operational costs to maintain a balanced budget. The Clikledical Assistant program is a
popular program with an enrollment of over 130 students who must meet and verify program
competencies in different areas which must be recorded. The clerical position is shared with other
programs at the school which limitse number of hours the clerical person is available each day.
The lead teacher assists with clerical tasks in the absence of the clerical person in order to maintain
timely documentation of student progress.

SUMMARY

The Clinical Medical Assist prognahas been a popular program at Downey Adult School Career
and Education Center since beginning the program in 2004. The public Clinical Medical Assistant
program is established in the area and offers a quality an@ffestive option for adult learners.

The certificated staff takes pride in their commitment to the program and that students are prepared
for entry into the workforce of this idemand profession

68| Page



Standard Two

®
I)\A/s gg‘l’jVL'}“ Educational Programs
SCHOOL Court Reporting

CAREER AND EDUCATION CENTER

Court Reporting

Department Chairperson:
Jocelyn Epperson

Instructors:
Michelle Ando
Susie Chiaravalotti
Jocelyn Epperson
Carrie Ravenscroft

Clerical Assistant:
Amalia Gonzalez
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INTRODUCTION

The Court Reporting program (Certified Shorthand Reporter) was established in 1975 and is
approved by the Certified Shorthand Reporters (CSR) Board of California. Students prepare for
employment as a court reporter, deposition reporter, CART Provittanrfiunication Access
Realtime Translation)Broadcast Captioner, Scopist (CSR Editor), and Proofreader. Students have
the option of enrolling in a traditional classroom instructionairggibr in the online program.
Regardless of the method of instructional delivery, all students must complete the prescribed course
of study with a minimum grade of 70% to be eligible to take the Certified Shorthand Reporters
(CSR) examination. The Court parting program has an enrollment of 145 students with an
average completion time of four years.

ANALYSIS

Admissions
The institutionbés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult S€avekr and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t he DA &dnsdasvedublrdarmatéion n specific admission policies and requirements
for the Court Reportingorogram are contained in th€ourt Reportingsection of the catalog in

both printed and electronic versions. Admission policies and procedures are also covered during
the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog, CSR Student Handbook, and student orientation materials to addreseagmiss
gualifications and program requirements pertaining to the Court Reporting program.

3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in personelgphone, website, email, and US mail.
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4. For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures thamply with policies established by the Commission.

Downey Adult School Career and Education does not offer a Vocational EaglésBecond
Language program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupatbnal programs offered by the institution regardless of the delivery mode.
Downey Adult School 6s admi ssion requirements |
offer reasonable expectations for successful completion of the CSR program regafrdless o
method of delivery. The expectations for prerequisites, productivity, achievement, attendance, and
state certification testing requirements are clearly listed in the catalog, website, program
requirements, course outlines, and class syllabus. Préispestudents attend a mandatory
program orientation prior to being admitted to the program. Students are informed of the length of
the program and the expectations to complete within a reasonable amount of time regardless of
their chosen method of deliyer

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult Scho@areer and Education Centdoes not offer Associate Degree programs.
An institution that admits students by exception to itsstandard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;
The Court Reporting program at Downey Adult School Career and Education Center does not
admit students by exception.
8. Apply them uniformly;
TheCourt Reporting program at Downey Adult School Career and Education Center does not
admit students by exception.

9. Provide documented evidence on how they are used;

The Court Reporting program at Downey Adult School Career and Education Center does not
admit students by exception.
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10. Maintain records on student progress; and,

The Court Reporting program at Downey Adult School Career and Education Center does not
admit students by exception.

11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.
The Court Reporting program at Downey Adult School Career and Education Center does not
admit students by exception.

12. Orientation to technology isrovided and technical support is available to students.
Instructors in the traditional setting provide students with an orientation on the use of technology

in the program. Students in the online program participate in an online orientation sessiba for t
use of technology in the online program. Technical support is available to all students, regardless

of delivery method, by the instructor, access
and technology department, and the Downey Unified $ddwdrict Information Technology
department.

Programs

Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served bingtieution.

Downey Adult School operates under the authority of Downey Unified School District and the
California Department of Education, the Council on Occupational Education and Western
Association of Schools and Colleges. The Court Reporting progismoperated under the

guidelines and oversight of the Court Reporters Board of California which, sets the skill levels and
performance mandates for state licensure. The Court Reporting program is congruent with the
mission of the school and with theocgat i onal needs of the student
Downey Adult School Career and Education Center is to provide-duglity, relevant, and

industry specific programs that are accessible to adults in a variety of areas, including Career
Technical Edcation (CTE), High School Diploma (HSD), General Education Development

(GED), English as a Second Language (ESL), and Community Education (CE), resulting in gainful
empl oyment and/ or per s dheprogram objecticeb areeconsistesttivd g r o w
the mission of the school and the occupational needs of the people served by the institution. The
occupational outcome for the Court Reporter program is excellent with the average salary 25
percent higher than the median income level in Southern @aéfo
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Occupational education program policies are:

4.
5.
6.

Publicly accessible;
Non-discriminatory; and,
Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and

el ectronic form within the course catalog and
on specific admission policies and requirements for the CourbriReg program are also

contained in the student orientation handouts and CSR Handbook which, is issued to all students
enrolled in the program. Downey Adult School adheres to the District adoptediserimination

policy in compliance with Title IXemplone nt and educational practice
chair and administration oversee the program to ensure consistency in the application of all
policies of the Court Reporting program in place at the school.

Differences, if any, in occupatiomal education program policies are justified by:

7.
8.

Student learning outcomes; and/or,
Program outcomes.

The Court Reporting program at Downey Adult School Career and Education Center has no
exceptions or variances regarding the publiskddcational program policies.

Each occupational education program has:

9.

Clearly stated objectives;

10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement baseti@program objectives and content.
12. Annual evaluation of its objectives.

The Court Reporting program objectives are included in the school catalog in both printed and
electronic versions, and in the CSR Handbook, course syllabus, outlines, and povigrztation
materials. The course objectives are determined by the Court Reporters Board of California and
the curriculum is based on these stated objectives. Instructional materials are regularly reviewed
to ensure that electronic programs, textbooks printed materials match the stated objectives of

the course. These materials are evaluated biannually by the Advisory Committee members to
determine if the skills taught are meeting the current needs of employers in the field. Student
achievement is assged by observation, activity logs, class assignments, performance reports, and

exams. Il nstructors evaluate studentsod6 workpl a
evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. In addition to the CDE requirement, each year, a Statement of
Compliance is compiled and sent to the Court Reporters Boatdldgbrnia to verify compliance

with Board policies, procedures, curricular guidelines. The CSR Board also schedules periodic

compliance visits to validate the

and relevancy of the Court Repod program and makes recommendations at the scheduled

meetings.

Multi -Part Criterion (1526)

15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:

Admission requirements;

Program content that onsistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or profigncy required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working court
reporters from both depositions and court areas and are potential employers for recent program

school

completers. The potential employers review curriculum, tests, testinggsésit program
equipment, program length, instructional delivery methods for both traditional classroom and

online programs, program content, outcomes, and the admission process. Three potential
employers complete a Program Verification Form to validategl@ance of the Court Reporting

0s

program with the requirements of the Court Reporters Board of California. The Minutes are

transcribed immediately following the conclusion of the meeting and made available to members

in printed form and online.
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27. The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified Schdoistrict and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer Verification Forms completed by
Advisory Committee members aanvkrage wage information of program participants compared
with other occupations. On average, the salary for programs completers is 25 percent higher than
other occupationsThe cost of the program is generally half of the obsionpublic schools.

28. Courses required for each program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Court Reporting program is 45 weeks per year with an average student completing the
program in four yars. New student cohorts are accepted three times per year and transfer students
are accepted each month. Challenge exams are offered so students have an opportunity to complete
the program faster than the average program completer. The enroliment statdts are listed

in the course catalog and school website, CSR Handbook, and in the program overview/orientation
materials.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lepdduates directly to employment in a specific career.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Séence, Associate of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult Saol Career and Education Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

76| Page



Standard Two

®
I)\A/S Rg‘lijL'}EY Educational Programs

3CHOOL Court Reporting
CAREER AND EDUCATION CENTER

32. The program includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: huméamtiesjoral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

33. For all coursework delivered via distance educationT h e institutionos di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Court Reporting distance eadion delivery method is identical to the traditional classes
provided on campus. The curriculum, textbooks and electronic learning programs, assessment,
and instructors are identical to those offered in the traditional classroom setting. The online and
traditional classes use the identical syllabi and orientation and program overview materials.

Each program offered by the institution:

34. Is approved and administered under established institutional policies and procedures and
supervised by aadministrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established poofalsand practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered,;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, including periodnwbiment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee chargesfurd policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Court Reporting program is approved by the Court RepoBeesd of California and the
Council of Occupational Education and operates under the prescribed administrative policies and
procedures of Downey Unified School District which, are listed in school catalog in both printed
and online versions. The Court Rejag program is offered only on the DAS campus.

The program is supervised by tBaector of Court Reporting who oversees the other program

instructors. The program is monitored and supported by the site administration and the advisory
committee to asdisvith program needs and recommendations.
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Court Reporting

42.

43.

Student achievement is assessed throughout their enroliment by observation, activity logs, class

assignments, performance reports, and exalm:n st r uct or s eval uat e st
performance through visitations and written evaluations by employers. All students are required to
meet minimum proficiency by passing tests at a minimum level of 95% accuracy.

Each student enrolled in the CourtfReting program has a student file which is maintained in the
depart ment of fice. The file contains student
results, program competency results, program grade reports, attendance record, financial records,

and miscellaneous documents relative to the program.

The Court Reporting program offered on site and online are described identically in the printed

and online version of the school catalog. Both versions list tuition and refund policies, academic
requirements, anthformation technology requirements

The Court Reporting program is supervised by the Court Repdinegtor. TheDirector's office

is located in the Court Reporting lab with office hours from 8:00 a.m. to 5:00 p.m., with the
exception of DO to 10:00 a.m. when tliE@rectoris teaching class. THairector provides students

an email address and personal phone number for additional correspondence outside of office
hours.

A credit hour is equivalent to a minimum of each offtiowing: one semester credit for 15

clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofwasdd activities; or

one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based actities.

Downey Adult School Career and Education Center is adegree bearing, postecondary, non

term clock hour institution whose programs are only offered in clock hours. The Court Reporting
program is 4440 Clock Hours.

For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously) to
response time of no more than Ppefatiohabscheduleofi t hi n

the program/course.

The Court Reporting program response time listed in the syllabus for asynchronous online classes
is within 24 hours, Monday through Friday, and within 48 hours on weekends and holidays.
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REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
ReviewWorksheet. (If the program was not part of the sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The Court Reporting Program at Downey Adult School Career and Educatidar@enot
required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Court Reporting program guides students learning through course outlines, competency forms
to record student progress, and equipment used in industry to simulate real workplace
environments.  Assignments incorporate academic competencies covering nazation)
computation, writing, and critical thinking.

2. The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Court Reportig program is designed to provide instruction in the competencies essential to
success in the occupation and to prepare students for employment. It also provides supplemental
training for those previously or currently employed in the field. The programsadfdoroad
foundation of knowledge and skills in addition to the traditional role of the occupation. The
program strives to develop transferable skills along with work ethics and employability training.
Students are required to write resumes, participatatioup discussions, and work on group
projects to stimulate interest and build workplace skills such as communications, respect,
organizational skills, productivity, and teamwork. Students are also required to complete
observation and apprenticeship howvih a certified court reporter.
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3. The sequence of instruction required for program completion (lecture, lab, anthasendk
activities) is determined by desired student learougomes.

The curriculum for the Court Reporting program is set by the Certified Shorthand Reporters Board
and contains the major modules of instruction to ensure that desirable, relevant, and current
practices of the occupation are being taught. Tégadtment chair and instructors are responsible

for developing the sequence of instruction, including the course outline, syllabus, and the
development of weekly lesson plans to address the competencies set forth by the CSR Board. The
curriculum, outlinessyllabus, and lesson plans are consistent for both the traditional and online
programs.

The sequence of instruction required for program completion is used to:

Organize the curriculum;

Guide the delivery of instruction;

Direct learningactivities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

No o s

The curriculum for the Court Reporting program is set by the CSR Board and is adhered to, to
ensure students master thesiled performance competencies required in the court reporting field.
Instruction begins with a didactical unit to provide a foundation to build upon. The sequenced
instruction includes a variety of theory, academic knowledge, and performance skillaite ens
that desirable, relevant, and current practices of the occupation are being taught. The following
units of instruction build upon the foundation with students participating in a practical lab
environment to develop the requisite skills of a court regpoiThe Court Reporting students are
assessed on a regular basis to monitor performance levels toward program mastery.

80| Page



D

A

A

Standard Two
SRS{’,"L'}“ Educational Programs

SCHOOL Court Reporting

CAREER AND EDUCATION CENTER

Multi -Part Criterion (815)

8.

Occupational advisorgommittees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.

11.

Consists of a minimum of three members external to the institution whaekpetise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at leas
two members physically present and one virtually present); and,

. Meets at least twice annually;
. Ensures that no fewer than three months separate each official committee meeting; and,
. Follows an agenda and maintains typed minutes to documeiatiitgies, recommendations,

meeting attendance, and demographic information for each member.

. Occupational advisory committees review, at least annually, the appropriateness of the type of

instruction (such as lecture, laboratory, wbdsed instruction,ral/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Court Reporting program has an active occupational advisory committee with three members
external to DAS that meets twice annually. The advisory committee consist of potential employers
and individuals who have knowledge of the program areas, as well as, skills and experience in their
respective field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the pro@iaector, instructors, and site and
district administration. The advisory committee meets twice aw#ameetings held in November

and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and advising the
department on curriculum changes bdson its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with the CSR Board
requirements and current professional needs. Minutes are taken at each meeting and transcribed
at the conclusionfathe meeting. Copies of the printed minutes are made available to members,
staff, and administration. The minutes are also made available by email and electronically on the
school website.
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16.

17.

18.

19.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Court Reporting program curriculum provides students withrgtdded health and safety
guidelines applicable to both the classroom setting and wor&pimvironment. The Court
Reporting course outline contains lessons on job related health, safety and fire prevention in the
workplace. Safety equipment, first aid kits, fire extinguishers, and emergency exits, are reviewed
with students. Job health and ebf issues are also covered during the Student Orientation and
contained in course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation

The Court Reporting program uses current industry standard equipment, machines and software
programs to meet industry standards. The prog!
annually to ensure that curriculum is relevant andtoyalate and tht current practices of the

occupation are being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

TheCertified Shorthand Rmrters Board requires that indtitions offering a CSR Board approved
program comply with their curricular guidelines and requirements. Instruction is organized and
methodically taught so that learned skills build on one another, so students can meet workplace
requirements. The classrooi® a laboratory where students practice the required skills with
performance and competency tests given to measure proficiency in each skill. Ancillary
instructional materials are made available when competencies require information beyond the
learning text. Instructors maintain copies of the course outline and lesson plans for demonstrating
or practicing the competencies in their classroom along with copies of all the instructional
material.

The institution uses a systematic, objective, @mitable method of evaluating student
achievement based on required competencies.

Each course in the Court Reporting program utilizes formative and summative testing and
assessments aligned with the CSR Board curricular guidelines and mandates sncethored

by DAS. Students are formally and informally assessed on their progress toward competency in all
components of the curriculum. The instructor chooses methods of assessment based on curriculum,
competencies, and specific needs of the studemtgnsure equitable testing and effective
measurement of competencies to fully evaluate student achievement.
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20.

21.

22.

For all coursework delivered via distance educationThe institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The online CourReporting program uses Blackboa@bursesitess the instructional delivery
platform, with Downey Adult School providing the curricular content of the program. The online
program also uses EV360 Educational Solutions (EV360) and Reporters Transcriptitan Cen
(RTC) for supplemental instruction in theory and speed training, respectively. The online program
is taught buy the same instructor that teaches in the traditional program. The online program and
technology needs are overseen by the assistant pringiffatechnology needs and issues being
discussed in scheduled department meetings. The school is responsible for the procurement of all
online instructional programs and for maintaining relevant courseware. The district controls and
maintains the technogiy infrastructure of the school as written in the district technology plan. The
school website is maintained by DigiCal, Inc. a thiratty contractor on an annual basis, and the
social media communication is maintained by the assistant principal. The dedrning system
programs are evaluated toward the end of the year to maintain compliance with CSR Board and
the curricular expectations of DAS, in addition to cost and budgetary guidelines. The assistant
principal recommends any changes or upgradesosbftware programs and agreements to the
principal for consideration.

For all coursework delivered via distance educationThe institution has in place a

standardized course template, course descriptions, learning objectives, coursenmysifi.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate quality assurance and the assessment of student learning.

The Court Reporting distance education delivery methadeistical to the traditional classes
provided on campus. The curriculum, textbooks and electronic learning programs, assessment,
and instructors are identical to those offered in the traditional classroom setting. The online and
traditional classes use thdentical syllabi, orientation, and program overview materials.

For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or progessarigeth
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codes and proctored examinations).

All students enrolling in distance education are required to complete aragstform agreeing

to the terms of the program. All online learning programs require that students receive a secure
user name and password for the specific program. Students are required to take qualifier exams
on campus under the supervision of the setnstructor or proctor.
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23.

For all coursework delivered via distance educationThe institution monitors student progress

and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Blackbard CoursesitesEV360, and RTC platforms allow instructors in the Court Reporting
online program to access and monitor student activity in the program. Instructors have access to
view progress on the different assigned lessons, activity time spent dassaxch number of times
logged on to the program, and the time of day the activity took place. They also can monitor
downloads, discussion board participation, assessment results, and progression within the course.
Students are required to take qualifiekams on campus under the supervision of the course
instructor or proctor.

Written agreements with work-based activity partners, if any:

24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection students.

The Court Reporting program includes workplace assignmensiteffotaling 60 hours of work

based activity. The workplace agreements are reviewed biteetor of the Court Reporting
program and administration and renewed on a yearly basis based on program needs. The learning
outcomes for the workplace assignments are congruent with the requirements of the CSR Board
and school program. The workplace assignmespecify the objectives, experiences and
competencies to be completed at the work site. The plan also describes the student evaluation
process.
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Multi -Part Criterion (2729)

30.

27. Each workbased activity has a written instructional plan for students.

28. The written instructional plan for each weblksed activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.

29. The writteninstructional plan for each woikased activity designates the-site employer
representative responsible for guiding and ove
participating in the students6é written evaluat

The Court Reporting progm focuses on preparing students with the skills needed to compete
effectively and transition to the workforce. To achieve this goal, the programs is designed with
specific workbased training modules in the form of externships. The -bvaskd activity plan

specifies the objectives, experiences, and competencies to be completed at the worksite. The plan
also describes the student evaluation process. The participating employer designates a contact
person responsible for assigning students to specific supeswigho oversee their training. The
instructor meets with the assigned supervisor
proficiency definitions. At the end of the waite experience, the instructor and the supervisor

review and evaluate the swicht 6 s perfor mance, attitude, emp
competencies achieved. The supervisor is given an opportunity to provide feedback on the overall
guality of the worksite experience.

All work-based activities conducted by the institntare supervised by a designated employee
possessing appropriate qualifications.
All work-based activities in the Court Reporting program are supervised by the pr@jraator

who holds a California teaching credential. TB&ector performs site visits to monitor student
progress and obtain feedback from the worksite supervisor.
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HALLENGE LUTION

Downey Adult School has been faced with financial challenges with the inception of flexibility
funding for school districts and the restructuring of adult education funding in California. Downey
Unified School District has directed DAS to be sifficiert in its operational costs to maintain a
balanced budget. The Court Reporting program is a very popular program with a consistent
enrollment of over 140 students who must meet and verify program competencies in different areas
which must be recorded. Théedcal position is shared with other programs at the school which
limits the number of hours the clerical person is available each day. The department chair assumes
the clerical tasks in the absence of the clerical person in order to maintain timelyedtetion of

student progress. As the Court Reporting program increases in popularity with the pending changes
to testing requirements and preparation techniques for voice recognition software, an increase in
enrollment would allow for more dedicated clatisupport for the program.

SUMMARY

The Court Reporting program is Downey Adult Sc
school since the midi970s ands the largest public Court Reporting program€adifornia This

well established and ginly respected program offers a quality and -eff&ctive option for adult

learners. The certificated staff takes pride in their commitment to both the traditional and online
programs in that students are prepared for entry into the workforce of thlg higthemand

profession and are poised to meet the planned changes in the field.
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Dental Assistant

Department Chairperson:
Mai Dunbar

Instructors:
Lina Bocanegra
Rosa Burns
Mai Dunbar
Theresa Hurtado
Agnes Roxas
Manolita Teh
Larice Washington

Clerical Assistant:
Alejandro Valencia
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INTRODUCTION

The Dental Assistant program was established in 2008 and is approved by the Dental Board of
California to prepare students for employment as a dental assistant, dental front office coordinator,
or dental biller. Students must complete the prescribed cofistady with a minimum grade of

75% to be eligible to receive a Dental Board of Califoaparoveccertificate of completion as a
Dental Assistant. The futime Dental Assistant program has an enroliment of 63 students with an
average completion timd 40 weeks.

ANALYSIS

Admissions
The institutionés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the publicgrinted and electronic form in the course catalog and

on t he DA &onsdasvedublrdormation dn specific admission policies and requirements

for the Dental Assistant program are contained in the Dental Assiseation of the catalog in

both printed and electronic versions. Admission policies and procedures are also covered during
the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly statéukilmard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration reviews and ¥ezs all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in person, by telephone, website, email, aaill US m

4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult School Career and Education Center doesffer a Vocational Englislas-a-
SecondLanguage program.
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5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by thstitution regardless of the delivery mode.

Downey Adul' t School Career and Education Cen:
admission policies and procedures, offer reasonable expectations for successful completion of the
Dental Assistant programegardless of the method of delivery. DAS only offers traditional
classroom instruction for the Dental Assistant program. The expectations for prerequisites,
productivity, achievement, attendance, and state certification testing requirements are clearly

listed in the catalog, website, program requirements, course outlines, and class syllabus.
Prospective students attend a mandatory program orientation prior to being admitted to the
program. Students are informed of the length of the program and the eipectat complete

within a reasonable amount of time in the traditional classroom instructional setting.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult School Career and Educatenter does not offer Associate Degree programs.
An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;
The Dental Assistant program Bbowney Adult School Career and Education Center does not
admit students by exception.
8. Apply them uniformly;
The Dental Assistant program at Downey Adult School Career and Education Center does not
admit students by exception.
9. Provide documented evidemon how they are used;
The Dental Assistant program at Downey Adult School Career and Education Center does not
admit students by exception.
10. Maintain records on student progress; and,

The Dental Assistant program at Downey Adult School Career ancbEdno Center does not
admit students by exception.
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11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.

The Dental Assistant program at Dowrfsgult School Career and Education Center does not
admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey
Unified School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School Career and Education Center opsrateder the authority of Downey

Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Coll&gesDental Assistant program also

operates under the guidelines angosight of the Dental Board of California which, sets the skill

levels and performance mandates for state sanctioned Dental Assistant certificate of completion.

The Dental Assistant program is congruent with the mission of the school and with the ooalipati
needs of the students served. AThe Mission of
is to provide higkguality, relevant, and industry specific programs that are accessible to adults in

a variety of areas, including Career Technical Edumat{CTE), High School Diploma (HSD),

General Education Development (GED), English as a Second Language (ESL), and Community
Education (CE), resulting in gainful dinep | oy mer
program objectives are consistent wikle tmission of the school and the occupational needs of the

people served by the institution. The occupational outcome for the Dental Assistant program is
excellent with the average salary 10 percent higher than the per capita income level in California.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and on the DAS website (www.das.edu). Information on
specific admission policies and requirements for the Dentaktassiprogram are also contained

in the student orientation handouts and Dental Assistant Handbook which, is issued to all students
enrolled in the program. Downey Adult School adheres to the District adoptediswimination

policy in compliance with Til e | X empl oyment and educational
Assistant progranirector and administration oversee the program to ensure consistency in the
application of all policies of the Dental Assistant program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Dental Assistant program at Downey Adult School Career and Education Center has no
exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11 Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Dental Assistant program objectives are included in the school catalog in both printed and
electronic versions, course syllabusytlines, and program orientation materials. The course
objectives are determined by tBbental Board of California.Guidelines and the curriculuiare

based on these stated objectives. Instructional materials are regularly reviewed to ensure that
electronic programs, textbooks, and printed materials match the stated objectives of the course.
These materials are evaluated biannually by the Advisory Cibeenmhembers to determine if the

skills taught are meeting the current needs of employers in the field. Student achievement is
assessed by observation, activity logs, class assignments, performance reports, and exams.
Il nstructors ev alcemetfoemarsce thraughrvisitatidns and wrkten levaluations

by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programscareent; and,
That coursework is qualitatively and quantitatively relevant.

The California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. In addition to the CDE requirement, gaah an annual
program update is received from the Dental Board of California to implement the new policies,
procedures, and curricular guidelines into the program to be in compliance with Board. The
programDirector attends annual program update meetitig®ugh the California Association of
Dental Assisting Teachers to obtain information on issues influencing education, regulation, and
guidelines for the Dental Assisting program. The Advisory Committee reviews the viability and
relevancy of the Dental Astant program and makes recommendations at the scheduled meetings.

Multi -Part Criterion (1526)

15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that onsistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or profigncy required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working Dentist,
Registered Dental Assistants, and Dental Assistants from dental offices and are potential
employers for recent program completers. The potential employers reviewubumn tests,
testing strategies, program equipment, program length, instructional delivery methods for
traditional classroom program, program content, outcomes, and the admission process. Three
potential employers complete a Program Verification Formal@ate compliance of the Dental
Assistant program with the requirements of the Dental Board of California. The Minutes are
transcribed following the conclusion of the meeting and made available to members in printed
form and online.
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27. The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified Schdistrict and the Advisory Committee, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer Verification Forms completed by
Advisory Committee members anceege wage information of program participants compared
with other occupations. On average, the salary for programs completers is 10 percent higher than
the per capita income in Californidhe cost of the program is generally less than half of the cost
non-public schools.

28. Courses required for each program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.
The Dental Assistant program is an 800 clock hours course with an average stoighétong
the program in one year. New student cohorts are accepted two times per year. The enrollment

start/end dates are listed in the course catalog and school website, Dental Assistant Handbook,
and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used and includes the specific camdecmical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
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32. The program includes a minimum of 15 semester hours or 23 quarter hours of eduneatbn
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer Associate pegyeans.

33. For all coursework delivered via distance educationT h e institutionos di
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Dental Assistant program abi@ney Adult School Career and Education Center is not offered
via distance education.

Each program offered by the institution:

34. Is approved and administered under established institutional policies and procedures and
supervised by an administrator avis part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established professional arakpracti
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, including period of enroliment,diagrand educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee charges, refymalicies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Dental Assistant program is approved by the Dental Board of Califontidree Council of
Occupational Education and operates under the prescribed administrative policies and procedures
of Downey Unified School District which, are listed in school catalog in both printed and online
versions. The Dental Assistant program i@t only on the DAS campus.

The program is supervised by the Dental Assistant proddamector who oversees the other

program instructors. The program is monitored and supported by the site administration and the
advisory committee to assist with program needs and recommendations.
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42.

43.

Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignment s, perfor mance report s, and exams.
performance through visitations and written evaluations by employkstudents are required to

meet minimum proficiency by passing tests at a minimum level of 75% accuracy.

of fice. The file contains studentsd high sch
competency results, program grade reports, attendareeord, financial records, and
miscellaneous documents relative to the program.

The Dental Assistant program is offered onlysite as described in the printed and online version
of the school catalog. Both versions list tuition and refund policiesjemic requirements, and
Information technology requirements.

The Dental Assistant program is supervised by the Dental AssBtestttor. The Director
maintains office hours in the main office building Monday through Thursday from 9:00am to
2:00pm. TheDirector provides students an email address and personal phone number for
additional correspondence outside of office hours.

A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 3€lock hours of laboratory, or 45 clock hours of wbdsed activities; or

one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Education Centemisradegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Dental Assistant
program is 800 Clock Hours.

For all coursework delivered via distance educationThe institution ensures timekss of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the program/course.

(0]

The Dental Assistant prograat Downey Adult School Career and Education Center is not offered
via distance education.
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REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for StudentrigiahAid, indicate N/A).

The Dental Assistant Program at Downey Adult School Career and Education Center is not
required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies andcupational skills are integrated into the instructional program for
each occupational area.

The Dental Assistant program guides studentso6
to record student progress, dental equipment, dental institenand patient care supplies used in

industry to simulate real workplace environments. Assignments incorporate academic
competencies covering patient dental care, communication, record keeping, computation, writing,

and critical thinking.

2. The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Dental Assistant program is designed to provide instruction in the comjestessential to
success in the occupation and to prepare students for employment. The program offers a broad
foundation of knowledge and skills in addition to the traditional role of the occupation. The
program strives to develop transferable skillsrajovith work ethics and employability training.
Students are required to write resumes, participate in group discussions, and work on group
projects to stimulate interest and build workplace skills such as communications, respect,
organizational skills, psductivity, and teamwork. Students are also required to complete clinical
hours under the supervision of a Dentist, Registered Dental Assistant (RDA), or Dental Assistant
(DA).
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3.

Thesequence of instruction required for program completion (lecture, lab, anebesek
activities) is determined by desired student learning outcomes.

The curriculum for the Dental Assistant program is set by the Dental Board of California and

containsthe major modules of instruction to ensure that desirable, relevant, and current practices
of the occupation are being taught. The department chair and instructors are responsible for
developing the sequence of instruction, including the course outlitadaus; and the development

of weekly lesson plans to address the competencies set forth by the Dental Board of California.

The sequence of instruction required for program completion is used to:

No o s

Organize the curriculum;

Guide the delivery of instructig

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Dental Assistant program is set by the Dental Board of California and is
adheed to, to ensure students master the desired performance competencies required in the Dental
Assistant field. Instruction begins with a didactical unit to provide a foundation to build upon. The
sequenced instruction includes a variety of theory, academovledge, and performance skills to
ensure that desirable, relevant, and current practices of the occupation are being taught. The
following units of instruction build upon the foundation with students participating in a practical
lab environment to delap the requisite skills of a dental assistant. The Dental Assistant students
are assessed on a regular basis to monitor performance levels toward program mastery.
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Multi -Part Criterion (815)
8. Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.
Each occupational advisory committee:
9. Consists of aninimum of three members external to the institution who have expertise in the
occupational program;
10. Represents each service area covered by the program at each meeting (main campus and each
branch campus);
11. Has at least three external membhegh® meet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

16. Meets at least twice annually;

17. Ensures that no fewer than three months separate each official committee meeting; and,

18. Follows an agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

19. Occupational advisory committees review, at least annually, the appropriateness of the type
of instructon (such as lecture, laboratory, wedskised instruction, and/or mode of delivery)
offered within each program to assure that students gain competency with specific skills
required for successful completion of the program

The Dental Assistant program has active occupational advisory committee with three members
external to DAS. The advisory committee consists of potential employers and individuals having
knowledge of the program area, as well as, skills and experience in the field. All participating
menbers are from the geographical service area. There is a minimum of three members present at
each meeting in addition to the progr&irector, instructors, and site and district administration.

The advisory committee meets twice a year with meetings hilloviember and April. Advisory
committee members provide valuable insight into current trends in business and industry.

The committee is responsible for reviewing the program content and advising the department on
curriculum changes based on its findings. The primary purpose of the advisory meetings is to
ensure that the curriculum and instruction complies with the DermtaidBof California

requirements and current professional needs. Minutes are taken at each meeting and transcribed
at the conclusion of the meeting. Copies of the printed minutes are made available to members,
staff, and administration. The minutes are atsade available by email and electronically on the
school website.
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17.

18.

19.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Dental Assistant program curriculum provides students withiglaited health and safety
guidelines applicable to both the classroom setting and workplace environment. The Dental
Assistant course outline contains lessons on job related health, satefirea prevention in the
workplace. Safety equipment, first aid kits, fire extinguishers, and emergency exits, are reviewed
with students. Job health and safety issues are also covered during the Student Orientation and
contained in course lecture and disssions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Dental Assistant program uses current industry standard dental equipment, machines, dental
instruments, patientare supplies, and software programs to meet industry standards. The
programs6 Advisory Committee r ecuriicalumsisrdlehamt pr ogr
and upto-date and that current practices of the occupation are being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The Dental Bard of California requires that institutions offering an approved Dental Assistant
program comply with their curricular guidelines and requirements. Instruction is organized and
methodically taught so that learned skills build on one another, so studgentsaet workplace
requirements. The classroom is a laboratory where students practice the required skills with
performance and competency tests given to measure proficiency in each skill. Ancillary
instructional materials are made available when compeesnoéquire information beyond the
learning text. Instructors maintain copies of the course outline and lesson plans for demonstrating
or practicing the competencies in their classroom along with copies of all the instructional
material.

The instituton uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Dental Assistant program utilizes formative and summative testing and
assessments aligned with the Dental Baafr@alifornia curricular guidelines and mandates and

those required by DAS. Students are formally and informally assessed on their progress toward
competency in all components of the curriculum. The instructor chooses methods of assessment
based on curriclum, competencies, and specific needs of the students, to ensure equitable testing
and effective measurement of competencies to fully evaluate student achievement.
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21.

22.

23.

For all coursework delivered via distance educationThe institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight respogsiltliin all contracts.

The Dental Assistant program at Downey Adult School Career and Education Center is not offered
via distance education.

For all coursework delivered via distance educationThe institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Dental Assistant program at Downey Adult School Career and Education Center is not offered
via distance education.

For all coursework delivered via distance educationT he institution has pra&sses in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codgs@ridred examinations).

The Dental Assistant program at Downey Adult School Career and Education Center is not offered
via distance education.

For all coursework delivered via distance educationThe institution monitors student progress

and paticipation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Dental Assistant program at Downey Adult Scaoker and Education Center is not offered
via distance education.
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Written agreements with work-based activity partners, if any:
24. Are current;

25.
26.

Specifyexpectations for all parties; and,
Ensure the protection of students.

The Dental Assistant program includes workplace assignmerggafbtaling 200 hours of work

based activity. The workplace agreements are reviewed biteetor of the Dental Assistant
program and administration and renewed on a yearly basis as detmroy program needs. The
learning outcomes for the workplace assignments are congruent with the requirements of the
Dental Board of California and the school program. The workplace assignments specify the
objectives, experiences and competencies toipleted at the work site. The plan also describes
the student evaluation process.

Multi -Part Criterion (2729)

27.
28.

29.

Each workbased activity has a written instructional plan for students.

The written instructional plan for each werksed activity sprfies the particular objectives,

experiences, competencies, and evaluations that are required.

The written instructional plan for each werksed activity designates the-site employer

representative responsible for guiding and overseeingthede nt s6 | earni ng expet
participating in the students6é written evaluat

The Dental Assistant program focuses on preparing students with the skills needed to compete
effectively and transition to the workforce. To achieve this goal, rigrgams is designed with

specific workbased training assignments. The wbdsed activity plan specifies the objectives,
experiences, and competencies to be completed at the worksite. The plan also describes the student
evaluation process. The participagj employer designates a contact person responsible for
assigning students to specific supervisors who oversee their training. The instructor meets with the
assigned supervisor to explain the studentds t
endofthewods i t e experience, the instructor and the
performance, attitude, employability skills, and industry competencies achieved. The supervisor is
given an opportunity to provide feedback on the ovepadllity of the worksite experience.
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All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriag@alifications.

All work-based activities in the Dental Assistant program are supervised by the prBireetor

who holds a California teaching credential and is a Registered Dental Assistant through the Dental
Board of California. TheDirector perfams site visits to monitor student progress and obtain
feedback from the worksite supervisor.

CHALLENGES & SOLUTIONS

Downey Adult School has been faced with financial challenges with the inception of flexibility
funding for school districts and thestructuring of adult education funding in California. Downey
Unified School District has directed DAS to be sifficient in its operational costs to maintain a
balanced budget. The Dental Assistant program is in a growth phase with an enrollment of
approximately 60 students divided between the day and evening classes. With the recent capital
expenditure for the construction of a new dental lab, class enroliment needs to meet a threshold of
22 students per class to meet the district mandate efigfitfiency. A major challenge is recruiting
students to meet enrollment mandates and future growth. Recruitment efforts are connected to
marketing challenges due to budgetary constraints. Downey Adult School continues to look for
ways to economically adverisprograms through the school website, social media, connections
with the PAACE adult education regional consortium, communication and interaction with the
district high school programs, and community organizations.

SUMMARY

The Dental Assistant program has been a popular program at Downey Adult School Career and
Education Center since 2008. The public Dental Assistant program is-estafilished and highly
respected program in the area and offers a quality aneffestive option for adult learners. The
certificated staff takes pride in their commitment to the program and that students are prepared for
entry into the workforce of this idemand profession.
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EKG/ECG
Department Chairperson:
Ryan Page
Instructors:

Angelique Jones
George Markos

Clerical Assistant:

Lucille Molina
Elizabeth Villalobos
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INTRODUCTION

This ECG/EKG course is a complete and comprehensivepdéastd class designed to provide
instruction in electrocardiography testing procedures used in detecting heart disease and other
cardiovascular disorders. During tfi6-hour course, students willebinstructed in the use and
operation of the ECG/EKG equipment, which will include troubleshooting, lead placement in 12
lead ECG/EKG , use and understanding of ECG/EKG grid paper, and recognizing normal and
abnormal ECG/EKG patterns in all 12 leads, idalg cardiac arrhythmias. Students who
successfully complete the course will be prepared to take the national certificatior hest.
national certification test is given on campus on the last day of class.

ANALYSIS

Admissions
The i nst it uohspoliced and praceduressre:
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t h ewelBitegvdnsdas.edu Information on specific admission policies and requirements
for the EKG / ECG program are contained in the EKG / ECG section of the catalog in both printed
and electronic versionsProgram orientéion and overview, @mission policies and procedures

are covered during thiérst day of class.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog. Duringhe first day of class, students are given a progoaemtationandoverview
which clearly states the admissions policies and procedures.

3. Consistently communicated to students;

TheDirector of Allied Healthroutinely verifies that all publications bwothard-copy and online
consistently articulate the ECG/EKG admissions policies. Before any publications or website
changes are made, tii#rector of Allied Health Assistant Principal, an®irector of Marketing

review and verify them before they are diss®gted for release to the public. Admissions policies

are shared in the school és Course Catalog and
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4. For all students admitted to a VocatiogaiglishAs-A-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult School Career and Education Center does not offer a Vocational Eaggish
SeconelLanguage pogram.
5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by the institution regardless of the delivery mode.
Downey Adult School 6s admi ssi on rapedprocedueesnent s |
offer reasonable expectations for successful completion of the EKG / ECG program. The
expectations for prerequisites, productivity, achievement, attendance, and state certification testing
requirements are clearly listed in the catalogpsite, program requirements, course outlines, and
class syllabus.The admission requirement for the EKG / ECG program are reviewed during the
first day of class when students receive a Course Syllabus, Course Outline and Student Contract.
6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
An institution that admits students by exception to itsstandard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;
The EKG / ECG program at Downey Adult School Career and Education Center does not admit
students by exception.
8. Apply them uniformly;
The EKG / ECGorogram at Downey Adult School Career and Education Center does not admit
students by exception.

9. Provide documented evidence on how they are used;

The EKG / ECG program at Downey Adult School Career and Education Center does not admit
students bgxception.
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10. Maintain records on student progress; and,

The EKG / ECG program at Downey Adult School Career and Education Center does not admit
students by exception.

11. Regularly evaluate theffectiveness of the procedures used in admitting students by exception.

The EKG / ECG program at Downey Adult School Career and Education Center does not admit
students by exception.

12. Orientation to technology is provided and techngzgdport is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey Unified
School District Infomation Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult SchodCareer and Education Centaperates under the authority of Downey

Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges. The EKGot&fE@m also follows

the guidelines of the NationddealthcareerAssociation (NHA). The EKG / ECG program is
congruent with the mission of the school and with the occupational needs of the students served.
AiThe Mission of Down ey ucatidnudenteriSto provind higfhaity,e er an
relevant, and industry specific programs that are accessible to adults in a variety of areas,
including Career Technical Education (CTE), High School Diploma (HSD), General Education
Development (GED), English as Second Language (ESL), and Community Education (CE),
resulting in gainful empl oy me nTheprogch abjectyee r s on a
are consistent with the mission of the school and the occupational needs of the people served by

the insttution.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and
on specific admission policies and requirements for the EKG / p@Gam are also contained

in the student orientation handouts, which is issued to all students enrolled in the program. Downey
Adult School Career and Education Center adheres to the District adoptediswimination

policy in compliance with Title DXémployment and educational practic&se Director of Allied

Health and administration oversee the program to ensure consistency in the application of all
policies of the EKG / ECG program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learninguwicomes; and/or,
8. Program outcomes.

The EKG / ECG program at Downey Adult School Career and Education Center has no exceptions
or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly statd objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The EKG / ECGprogram objectives are included in the school catalog in both printed and
electronic versions, course syllabus, outlines, and program orientation materials. The assessments

of each student are based upon the program objectives and content of the EKGfdgea®n

through testing and skill testing. Instructional materials are regularly reviewed to ensure that
electronic programs, textbooks, and printed materials match the stated objectives of the course.
These materials are evaluated biannually by the Adyi€ommittee members to determine if the

skills taught are meeting the current needs of employers in the field. Student achievement is
assessed by observation, activity logs, class assignments, performance reports, and exams.
Instructors evaluate studedts wor kpl ace performance through vi
by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programscareent; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. A systematic process has been implemented to document the
objectives and content of the EKG / ECG program are current bastx dtationaHealthcaeer
Association guidelines and practice. The Advisory Committee reviews the viability and relevancy
of theEKG / ECGprogram and makes recommendations at the scheduled meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistenth desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency reqed for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working EKG / ECG
Technicians and are potential employers for recent program completers. The potential employers
review curriculum, tests, testing strategies, program equipment, aadrgm length for
classroom program content, outcomes, and the admission process. Three potential employers
complete a Program Verification Form to validate compliance of the EKG / ECG program with
the requirements of the Nationd&lealthcareer Association.The minutes are transcribed
immediately following the conclusion of the meeting and made available to members in printed
form and online.

The institution considers the length and the tuition of each program in relation to the documented
entry levelearnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer VerificationsFoompleted by
Advisory Committee members and average wage information of program participants compared
with other occupations.
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28. Courses required for each program are offered sutficient frequency for the student to complete
the program within the publicized time frame.

The EKG / ECG program is offered approximately six times a year. The&O0course is offered

in the evenings and during the day. The enroliment stardates are listed in the course catalog
and school website, and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employneespecific career.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate dDccupational Studies, Associate of Science, or Associate of

Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career akalucation Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes ammum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Edtioa Center does not offer Associate Degree programs.
33. For all coursework delivered via distance educatonThe i nstitutionbés dis
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of

academic and technical standards, completion requirements, and the credential awarded.

The EKG / ECG program at Downeguit School Career and Education Center is not offered via
distance education.
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Each program offered by the institution:

34. Is approved and administered under established institupotiales and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation ethodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learning objectives;

39. Has indridual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other prommoéitaré!s
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The EKG / ECGorogram is approved and administered under established institutional policies
and procedures which is listed in our catalog as WASC (Western Association of Schools and
Colleges) and COE (Council on Occupational Education). The EKG / ECG program is offered
only on the DAS campus.

The program is supervised by tBerector of Allied Healthwho oversees the other program
instructors. The program is monitored and supported by the site administration and the advisory
committee to assist with program needs astbmmendations.

Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignment s, performance reports, and exams.
performance through visitations and written evaluasitny employers.

Each student enrolled in the EKG / ECG program has a student file which is maintained in the
depart ment of fice. The file contains student
results, program competency results, program gragports, attendance record, financial records,

and miscellaneous documents relative to the program.

The EKG / ECG program is supervised by Eheector of Allied Health TheDirector's office is

located in theroom M106. The Director provides students an email address for additional
correspondence outside of office hours.
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42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofwasdd activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Careand Education Center is a nafegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The EKG / ECG
program is 50 Clock Hours.

43. For all coursework delivered via distance educationThe instituton ensures timeliness of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the program/course.

(0]

The EKG [ECG program at Downey Adult School Career and Education Center is not offered via
distance education.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT
FINANCIAL AID

If this program was used as a sample for course prep review, it meegg|tirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to
use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The EKG / ECG Program @owney Adult School Career and Education Center is not required
to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies and occupational skills are integrated into the instructional program for
each occupatital area.

The EKG / ECG program guides students learning through course outlines, competency forms to
record student progress, and equipment used in industry to simulate real workplace environments.
Assignments incorporate academic competencies io@veommunication, computation, writing,

and critical thinking.
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The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The EKG / ECG program is designed to provide instruction in the competessestial to
success in the occupation and to prepare students for employment. The program offers a broad
foundation of knowledge and skills in addition to the traditional role of the occupation. The
program strives to develop transferable skills alondiwibrk ethics and employability training.

The sequence of instruction required for program completion (lecture, lab, anthasedk
activities) is determined by desired student learning outcomes.

The curriculum for the EKG / ECG program is set by MationalHealthcareerAssociation and
contains the major modules of instruction to ensure that desirable, relevant, and current practices
of the occupation are being taught. Thieector of Allied Healthand instructors are responsible

for developing the sequence of instruction, including the course outline, syllabus, and the
development of weekly lesson plans to address the competencies set forth by the National
HealthcareerAssociation. The curriculungutlines, syllabus, and lesson plans are consistent for
this course.

The sequence of instruction required for program completion is used to:

No oas

Organize the curriculum;

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the EKG / ECG program is set by the NatibfealthcareerAssociation and

is adhered to, to ensure students master #sred performance competencies required in the
EKG / ECG field. Instruction begins with a didactical unit to provide a foundation to build upon.
The sequenced instruction includes a variety of theory, academic knowledge, and performance
skills to ensureftat desirable, relevant, and current practices of the occupation are being taught.
The following units of instruction build upon the foundation with students participating in a
practical lab environment to develop the requisite skills of an EKG / ECG iteahn
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are tariglt.

Each occupational advisory committee:

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum of three members external to the institution who have expertise in the
occupational program;

Represents each service area covered by the program at each meetingumpais and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

Meets at least twice annually;

Ensures that neefver than three months separate each official committee meeting; and,
Follows an agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

Occupational advisory commetes review, at least annually, the appropriateness of the type of
instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills remyuired f
successful completion of the program

The EKG / ECG program has an active occupational advisory committee with three members
external to DAS that meets twice annually. The advisory committee consist of potential employers
and individuals who have knowdge of the program areas, as well as, skills and experience in their
respective field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition t®ihextor of Allied Heath, instructors, and site
administration. The advisory committee meets twice a year with meetings held in November and
April. Advisory committee members provide valuable insight into current trends in business and
industry. The committee is responsible fewiewing the program content and advising the
department on curriculum changes based on its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with the Natieal#hcareer
Association requigments and current professional needs. Minutes are taken at each meeting and
transcribed at the conclusion of the meeting. Copies of the printed minutes are made available to
members, staff, and administration. The minutes are also made available by amail
electronically on the school website.
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16.

17.

18.

19.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The EKG / ECG program curriculum provides students withr@gdated health and safety
guidelines applicable to both the classroom setting and workplace environment. The EKG / ECG
course outline contains lessons on job related health, safety and fire poevierthe workplace.

Safety equipment, first aid kits, fire extinguishers, and emergency exits, are reviewed with students.
Job health and safety issues are also covered during the Student Orientation and contained in
course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The EKG / ECG program uses current industry standard equipment, machines and software
programs to meetindst ry st andar ds. The programsd Advi
annually to ensure that curriculum is relevant andtajlate and that current practices of the
occupation are being taught.

All instruction is effectively organized as evidendsdsyllabi, lessons, competency tests, and
other instructional materials.

The NationalHealthcareerAssociation recommends that institutions offering an EKG / ECG
approved program comply with their curricular guidelines and requirements. Instruction is
organized and methodically taught so that learned skills build on one another, so students can meet
workplace requirements. The classroom is a laboratory where students practice the required skills
with performance and competency tests given to measure proficiency in each skill. Ancillary
instructional materials are made available when competencies edpfiormation beyond the
learning text. Instructors maintain copies of the course outline and lesson plans for demonstrating
or practicing the competencies in their classroom along with copies of all the instructional
material.

The institution usea systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the EKG / ECG program utilizes formative and summative testing and assessments
aligned with the NationaHealthcareerAssocidion curricular guidelines and mandates those
required by DAS. Students are formally and informally assessed on their progress toward
competency in all components of the curriculum. The instructor chooses methods of assessment
based on curriculum, competes, and specific needs of the students, to ensure equitable testing
and effective measurement of competencies to fully evaluate student achievement.
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20.

21.

22.

23.

For all coursework delivered viadistance education:The institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The EKG / ECG program at Downey Adult School Career and Education Center is not offered via
distance education.

For all coursework delivered via distance educationT he institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The EKG / ECG program at Downey Adult School Career and Education Center is not offered via
distance education.

For all coursework delivered via distance educationThe institution has processiasplace to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codes and@daetaminations).

The EKG / ECG program at Downey Adult School Career and Education Center is not offered via
distance education.

For all coursework delivered via distance educationThe institution monitors student progress

and participation ¥y means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The EKG / ECG program at Downey Adult School Career and Education @entgroffered via
distance education.

Written agreements with work-based activity partners, if any:

24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The EKG / ECG program at Downéylult School Career and Education Center does not have a
required externship.
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Multi -Part Criterion (2729)
27. Each workbased activity has a written instructional plan for students.
28. The written instructional plan for each webtlased activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.
29. The written instructional plan for each weblksed activity designates the-site emplger
representative responsible for guiding and ove
participating in the students6é written evaluat

The EKG / ECG program at Downey Adult School Career and Education Center does not have a
required externship.

30. All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriate qualifications.

The EKG / ECG program at Downey Adult School Career and Education Center does not have a
required externship.

CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in Califonia. Downey Unified School District has directed DAS to be-sadficient in its
operational costs to maintain a balanced budget. The EKG / ECG program is an increasingly in
demand program with consistent enrollment of stuigleMost students completaig program in
addition to other CTE programs ; for example, Clinical Medical Assistants complete the EKG /
ECG program to make themselves more employable.

SUMMARY

The EKG / ECGprogram at Downey Adult School Career and Education Center is growing and
ganing popularity. This well established and highly respected program offers a quality and cost
effective option for adult learners. The certificated staff takes pride in their commitment in that
students are prepared for entry into the workforce of igislyrin-demand profession.
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Emergency Medical Technician

Department Chairperson:
Mariana Pacheco

Instructors:
Matthew Carstairs
Luis Cervantes
Mario C. Guerra
David Holcombe
Shawn Youngblood

Clerical Assistant:
Alejandro Valencia
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INTRODUCTION

The Emergency Medicallechnician (EMT) course prepares the EMT student to provide
prehospital assessment and care for patients of all ages with a variety of medical conditions and
traumatic injuries. Areas of study include an introduction to emergency medical services systems,
roles and responsibilities of EMTs, anatomy and physiology, medical emergencies, trauma, special
considerations for working in the prehospital setting, and providing patient transportation. An
Emergency Medical Technician (EMT) is an entry level patiare provider in emergency medical
services. EMTSs care for the sick or injured in emergency settings. The course prepares students to
provide prehospital assessment and care for patients of all ages. Staephasis is on patient
assessment, commigation, ambulance operations, and patient care in accordance to the Los
Angeles County Emergency Medical Services Agency and the State of California regulations.
February of 2015 was when Downey Adult School Career and Education Center initiatet its firs
Emergency Medical Technician program (EMT). This course is-aekk course, Monday
through Thursday from:60 pm to 900 pm and some Saturdays fronD8 amto 1000 am.
Students who receive a DAS Course Completion Record are eligible to take theaNRg&gistry

of Emergency Medical Technician (NREMT) exam

ANALYSIS

Admissions
The institutionbés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t he DA &dnsdasvedublrdormation dn specific admission policies and requirements

for the Emergency Meditalechnician program are contained in the Emergency Medical
Technician section of the catalog in both printed and electronic versions. Admission policies and
procedures are also covered during the mandatory orientation and the program overview.

2. Clearly Sated,;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.
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3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in personelaphone, website, email, and US mail.

4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult School Geer and Education Center does not offer a Vocational Engléshr
SeconelLanguage program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by the institution regardless of the detinetsy.

Downey Adul't School Career and Education Cen:
admission policies and procedures, offer reasonable expectations for successful completion of the
Emergency Medical Technician program. The expectations for guisiees, productivity,
achievement, attendance, and state certification testing requirements are clearly listed in the
catalog, website, program requirements, course outlines, and class syllabus. Prospective students
attend a mandatory program orientatigmior to being admitted to the program. Students are

informed of the length of the program and the expectations to complete within a reasonable amount

of time.

6. Students admitted into Associate Degree programs have a high school diplonesoivasent.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and proceduresiise exceptions;
The Emergency Medical Technician program at Downey Adult School Career and Education
Center does not admit students by exception.

8. Apply them uniformly;

The Emergency Medical Technician program at Downey Adult School Career and Bducati
Center does not admit students by exception.
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9. Provide documented evidence on how they are used;

The Emergency Medical Technician program at Downey Adult School Care&dandtion
Center does not admit students by exception.

10. Maintain records on student progress; and,

The Emergency Medical Technician program at Downey Adult School Career and Education
Center does not admit students by exception.

11. Regularlyevaluate the effectiveness of the procedures used in admitting students by exception.

The Emergency Medical Technician program at Downey Adult School Career and Education
Center does not admit students by exception.

12. Orientation taechnology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instruaddDawney
Unified School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people servetthéynstitution.

Downey Adult School Career and Education Center operates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and gdleThe Emergency Medical Technician

program also operates under the guidelines and oversight of the Emergency Medical Services
Authority and Los Angeles County (EMS). The Emergency Medical Technician program is
congruent with the mission of the schootlamth the occupational needs of the students served.
AiThe Mission of Downey Adult School -dh@dity,eer an
relevant, and industry specific programs that are accessible to adults in a variety of areas,
including Caree Technical Education (CTE), High School Diploma (HSD), General Education
Development (GED), English as a Second Language (ESL), and Community Education (CE),
resulting in gainful empl oy me nTheprogcm abjectyee r son a
are consistent with the mission of the school and the occupational needs of the people served by

the institution.
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Occupational education program policies are:
4. Publiclyaccessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catabnog and
on specific admission policies and requirements for the Emergency Medical Technician program

are also contained in the student orientation handouts, which is issued to all students enrolled in

the program. Downey Adult School Career and Education Cewlieeres to the District adopted
non-discrimination policy in compliance with Title X employment and educational practices. The

s ¢ h oDrécidrof Nursing and administration oversee the program to ensure consistency in the
application of all policies ofhe Emergency Medical Technician progra

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Emergency Medical Technician program at Downey ASicittool Career and Education
Center has no exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives andtineent needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Emergency Medical Technician program objectives are included in the school aatadtiy

printed and electronic versions, course syllabus, outlines, and program orientation materials. The
course objectives are determined by BEraergency Medical Servicdsuthority (EMS) and Los

Angeles County EM%uidelines and the curriculum is basemh these stated objectives.
Instructional materials are regularly reviewed to ensure that electronic programs, textbooks, and
printed materials match the stated objectives of the course. These materials are evaluated
biannually by the Advisory Committeeembers to determine if the skills taught are meeting the
current needs of employers in the field. Student achievement is assessed by observation, activity
|l ogs, class assignments, performance reports,
performance through visitations and written evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and contentpsbgrams are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to

reflect current industry standards. The Emergency Medical Servigégmity and Los Angeles
CountyEMSal so schedules periodic compliance

Vi sit

Advisory Committee reviews the viability and relevancy of the Emergency Medical Technician

program and makes recommendations at the scheduled meetings.

Multi -Part Criterion (15-26)
Three bona fide potential employers review each educational program annually and recommend:

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,
Appropriate delivery formats for the subject matieing taught.

Advisory Meetings are held biannually and include three members who are warkergency

Medical Technicianand are potential employers for recent program completers. The potential
employers review curriculum, tests, testing strategiesggam equipment, and program length

for classroom program content, outcomes, and the admission process. Three potential employers
complete a Program Verification Form to validate compliance of the Emergency Medical

Technician program with the requiremenfgshe Emergency Medical Services Authority and Los
Angeles CountfEMS The minutes are transcribed immediately following the conclusion of the

meeting and made available to members in printed form and online.

The institution considers the lengthdatihe tuition of each program in relation to the documented

entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level

earnings of completers. This is accomplished by Employer VerificationsFoompleted by

Advisory Committee members and average wage information of program participants compared

with other occupations.
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28. Courses required for each programaifered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Emergency Medical Technician program is a 194 hours course. The didactic portion is 170
hours and the clinical portion is 24 hours. DAS pkestdents at approved sites to complete the
clinical portion of the program. Students are informed in the orientation and in the classroom that
they can request specific sites and locations to complete the clinical portion, but that is not
guaranteed sice DAS must use approved ambulatory companies.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.
Downey Adult School Career akalucation Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of
Occupatbnal Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The prgram has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

33. For all coursework delivered via distance educationThe i nstitutionds dis
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credemtiald.

The Emergency Medical Technician program at Downey Adult School Career and Education

Center is not offered via distance education.
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Each program offered by theinstitution:

34. Is approved and administered under established institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus adminisators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is idenitally described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely andheaningful interaction among faculty and students.

The Emergency Medical Technician program is approved by the Emergency Medical Services
Authority and Los Angeles CouriiSand administered under established institutional policies
and procedures wbh is listed in our catalog as WASC (Western Association of Schools and
Colleges) and COE (Council on Occupational Education). The Emergency Medical Technician
program is offered only on the DAS campus.

The program is supervised by th&ector of Nursng who oversees the other program instructors.
The program is monitored and supported by the site administration and the advisory committee to
assist with program needs and recommendations.

Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignment s, performance report s, and exams.
performance through visitations and written evaluations by employers.

Each student enrolled in the Emergency Medical Technician program has a student file which is

mai ntained in the department office. The fil e
competency results, program grade reports, attendance recordncfad records, and
miscellaneous documents relative to the program.

The Emergency Medical Technician program is supervised byifeetor of Nursing. The

Director's office is located in the Main Office. TBeector provides students an email address
for additional correspondence outside of office hours.
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42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours otecture, 30 clock hours of laboratory, or 45 clock hours of viasded activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Educaticen€r is a nordegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Emergency
Medical Technician program is 194 Clock Hours.

43. For all coursework delivered via distancesducation: The institution ensures timeliness of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the progranftourse.

(0]

The Emergency Medical Technician program at Downey Adult School Career and Education
Center is not offered via distance education.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for 8htd-inancial Aid, indicate N/A).

The Emergency Medical Technician Program at Downey Adult School Career and Education
Center is not required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction

1. Academic competencies andcapational skills are integrated into the instructional program for
each occupational area.

The Emergency Medical Technician program guides students learning through course outlines,
competency forms to record student progress, and equipment usaetligtrynto simulate real
workplace environments. Assignments incorporate academic competencies covering
communication, computation, writing, and critical thinking.
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The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Emergency Medical Technician program is designed to provide instructichein
competencies essential to success in the occupation and to prepare students for employment. The
program offers a broad foundation of knowledge and skills in addition to the traditional role of

the occupation. The program strives to develop transferakills along with work ethics and
employability training. Students are also required to complete externship hours with an approved
ambulatory company.

The sequence of instruction required for program completion (lecture, lab, anthasedk
activitieg is determined by desired student learning outcomes.

The curriculum for the Emergency Medical Technician program is set by the Emergency Medical
Services Authority and Los Angeles CouEitySand contains the major modules of instruction to
ensure that desirable, relevant, and current practices of the odoupate being taught. The
Director of Nursing, department chair, and instructors are responsible for developing the sequence
of instruction, including the course outline, syllabus, and the development of weekly lesson plans
to address the competencies fmth by the Emergency Medical Services Authority and Los
Angeles CountfEMS The curriculum, outlines, syllabus, and lesson plans are consistent for this
course.

The sequence of instruction required for program completion is used to:

Noos

Organize the cuiculum;

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Emergency Medical Technician progiaset by the Emergency Medical
Services Authority and Los Angeles County and is adhered to, to ensure students master the desired
performance competencies required in the EMT field. Instruction begins with a didactical unit to
provide a foundation to buwl upon. The sequenced instruction includes a variety of theory,
academic knowledge, and performance skills to ensure that desirable, relevant, and current
practices of the occupation are being taught. The following units of instruction build upon the
foundation with students participating in a practical lab environment to develop the requisite skills

of an Emergency Medical Technician.
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.

11.

Consists of a minimum of three members external tanstéution who have expertise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria pressssit ateeting (with at least

two members physically present and one virtually present); and,

. Meets at least twice annually;
. Ensures that no fewer than three months separate each official committee meeting; and,
. Follows an agenda and maintains typedutes to document its activities, recommendations,

meeting attendance, and demographic information for each member.

. Occupational advisory committees review, at least annually, the appropriateness of the type of

instruction (such as lecture, laboratory riwwbased instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Emergency Medical Technician program has an aoticepational advisory committee with

three members external to DAS that meets twice annually. The advisory committee consist of
potential employers and individuals who have knowledge of the program areas, as well as, skills
and experience in their respeadifield.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition tdihector of Nursing, instructors, and site and
district administration. The advisory committee méeise a year with meetings held in November

and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and advising the
department on curricuim changes based on its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with the Emergency Medical
Services Authority and Los Angeles CouBMS requirements and current professional needs.
Minutes are taken at each meeting and transcribed at the conclusion of the meeting. Copies of the
printed minutes are made available to members, staff, and administration. The minutes are also
made available by email and electronically on the school website
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16. Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Emergency Medical Technician program curriculum provides students witblgbed health

and safety guidelines applicable to both the classroom setting and laeekgnvironment. The
Emergency Medical Technician course outline contains lessons on job related health, safety and
fire prevention in the workplace. Safety equipment, first aid kits, fire extinguishers, and emergency
exits, are reviewed with studentsbJoealth and safety issues are also covered during the Student
Orientation and contained in course lecture and discussions.

17. To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used the occupation.

The Emergency Medical Technician program uses current industry standard equipment, machines
and software programs to meet industry standat
the program annually to ensure that curriculum &ewvant and wpo-date and that current

practices of the occupation are being taught.

18. All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The Emergency Medical Servid®sthority and Los Angeles CourEiMSrequires that institutions
offering an Emergency Medical Technician approved program comply with their curricular
guidelines and requirements. Instruction is organized and methodically taught so that learned skills
build on one another, so students cagetrworkplace requirements. The classroom is a laboratory
where students practice the required skills with performance and competency tests given to
measure proficiency in each skill. Ancillary instructional materials are made available when
competenciesequire information beyond the learning text. Instructors maintain copies of the
course outline and lesson plans for demonstrating or practicing the competencies in their
classroom along with copies of all the instructional material.

19. The institutionuses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Emergency Medical Technician program utilizes formative and summative
testing and assessments aligned withBEheergency Medical Services Authority and Los Angeles
CountyEMScurricular guidelines and mandates those required by DAS. Students are formally and
informally assessed on their progress toward competency in all components of the curriculum. The
instructorchooses methods of assessment based on curriculum, competencies, and specific needs
of the students, to ensure equitable testing and effective measurement of competencies to fully
evaluate student achievement.
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20. For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The Emergency Mézhl Technician program at Downey Adult School Career and Education
Center is not offered via distance education.

21. For all coursework delivered via distance educationThe institution has in place a
standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Emergency Medical Technician program at Downey Adult School Career and Education
Center is not offered via distance education.

22. For all coursework delivered via distance educationThe instituton has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pasles and proctored examinations).

The Emergency Medical Technician program at Downey Adult School Career and Education
Center is not offered via distance education.

23. For all coursework delivered via distance educationThe institution monitorstudent progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Emergency Medical Technician praigy at Downey Adult School Career and Education
Center is not offered via distance education.
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Written agreements with work-based activity partners, if any:

24,
25.
26.

Are current;
Specify expectations for all parties; and,
Ensure the protection of students.

The Emergency Medical Technician program includes workplace assignments (externstitip) off
totaling 24 hours of worbased activity. The workplaceg@ements (contracts) are reviewed by
theDirector of Nursing and administration and renewed on a yearly basis based on program needs.
The learning outcomes for the workplace assignments are congruent with the requirements of the
Emergency Medical Services Authority and Los Angeles C&Mg&and school pgram. The
workplace assignments specify the objectives, experiences and competencies to be completed at the
work site. The plan also describes the student evaluation process.

Multi -Part Criterion (2729)

30.

27.
28.

29.

Each workbased activity has\aritten instructional plan for students.

The written instructional plan for each werksed activity specifies the particular objectives,

experiences, competencies, and evaluations that are required.

The written instructional plan for each Wevased activity designates the-site employer
representative responsible for guiding and ove
participating in the students6é written evaluat

The Emergency Medical Technician program focuses on prgpstudents with the skills needed

to compete effectively and transition to the workforce. To achieve this goal, the program is designed

with specific workbased training modules in the form of externships. The-baskd activity plan

specifies the obfives, experiences, and competencies to be completed at the worksite. The plan

also describes the student evaluation process. The participating employer designates a contact
person responsible for assigning students to specific supervisors who ovensgaitiieg. The

i nstructor meets with the assigned supervisor
proficiency definitions. At the end of the waite experience, the instructor and the supervisor
review and eval uat e (tattitde, snploydhElity tskills, ana éndustoyr ma n ¢
competencies achieved. The supervisor is given an opportunity to provide feedback on the overall
guality of the worksite experience.

All work-based activities conducted by the institution are supervisaddegignated employee
possessing appropriate qualifications.
All work-based activities in the Emergency Medical Technician program are supervised by the

Director of Nursing. TheDirector performs site visits to monitor student progress and obtain
feadback from the worksite supervisor.
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CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception offlexibility funding for school districts and the restructuring of adult education
funding in California. Downey Unified School District has directed DAS to besséficient in its
operational costs to maintain a balanced budget. The Emergency Mediwailciaatprogram is a

very popular program with consistent enroliment of students who must meet and verify program
competencies in different areas which must be recorded. Challenges faced within the program are
the need for more externship sites, additidabbratory space, and updated equipment. As the
program continues to grow, the Administration of the school will continue to evaluate the budget
for purchases. Some externship sites have students that take a longer amount of timeheifulfil
requireanents. All Emergency Medical Technician program externship sites must be approved by
the school board. Finding externship sites is a process that can take a long time.

SUMMARY

The Emergency Medical Technician program at Downey Adult School Career amdtigd
Center is growing and gaining popularity. This well established and highly respected program
offers a quality and costffective option for adult learners. The certificated staff takes pride in
their commitment in that students are prepared foy énto the workforce of this highly idemand
profession.
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Massage Therapy

Department Chairperson:
Richard Monte

Instructors:
Richard Monte

Clerical Assistant:

Lucille Molina
Elizabeth Villalobos

135| Page



Standard Two

Educational Programs

DOWNEY
ADULT

L

N

SCHOOL

CAREER AND EDUCATION CENTER

Massage Therapy

240Z Gey

EUNTUYEE 45 WSURICRIIT Y IO FOOTAURH 0 WD IS RIS 507 O ames

“FEGEE ARATED COPRITER SIURINE & SIORVRART AE SATOU ISUCUNLGSLE DR 4040 ReOW A0 T Yo W Wl - Wiy CORRINES STURisT
SEOYERW ARANRD UOURINDRE SOUSTSID B SERIRAR &df SINCY [UORTLASY DRunbay SUl S0 G605 G S5 GT0UM O WRiltle - el ol DEaSH

SAOWRET UG GRIAEST 20 6 SAP0Y MRUSENLISU) 18 SRAmSes fay WSy — weafiid IRUGINoRL

UGISSIULIGS JUL 0 SSINY PUR ST U G4 SOUAII0SIR L) SAGLINY SHO0M @ 0 (W00 GpUn0s 29 W SATOY W03 o JS0WAey (a0l PUsig s§L

F17LOL ONTHD
ong O O O FHWNNTOD 117 17101
oot O ool O O diysusagxy
“fanay pesed HIoM
ool O O 05 O 05 FBojo%ay=y
‘ansIjoHRInssadnoy
C PR
ook O O 05 O 05 ECCETE
IE1IasEjof|yEansst)
dasq ¥ po
ook | O O 0s [ 05 Buiyojans pajeyoe
g slessey spods ¢ pow
oL O O 05 O 05 S52U]|I2MRIERH
‘abessep
fyeroads ‘s|pyg
SSAIING [S5IUISnY
Z P
ool O O 0% O 05 ZHESEE AAmMENIID
PEOUBAPY|YSIPAME
PO
FITTE] 0| El] RO saneH ET FYLETT JencH El] SUNGH PR sanoH Yao]g
w_.__.zu R, a3 . SIEHMNOD HO'WT S0l 2| 2US 357
FPIW AFMEP LoHEIND S FRPOW R SHEILW AL D UOREINDD a0uesp I
DIEEP EA Qe EAR T Ui |EONps 3OS P B4 2R RaE B BOEERAR S| LD IR RN Aue (AIVHEDH S JHL MIHLIA M
§IvLiOL UD{ISFUISU| DEINCT AUR | ULETiCD 51 LN FENGD AUB )| UWnpD o weumpon pybi ey ay) W kog oy w ;o TFHIA0 IZUNCD T LS
JF WMo 1y B amy s woa sy U N B sep s ey sy) U EIpED IJYMNLTT IRTH 35 MO
FLIAILDY O35 FS-HMOM AMOLTHOFY]

LD DTUESE B S0 RVTAR LOENPD 00UESE B SORVTAT LOFENDD 07UESD BA S0 EVTAR

SINOY NPT MALEYND PRanbay oy EINOH 1P2iD HALESWAE Paanbay oL 0 SINOH HIOD PRarbay oy

[ e pue e penbs pEnpy) [®ong |Epo) puesE mba s [®oing B puelE b pEnpy)

SIN0Y WP T M3 L MYND peanksy moy IRINGH 1P HIALEINIE Pranbay oL 003 EINOH W3O Paarkey oy

HRLD @1 [0 U000 i) 1@ S ] PURis) S i e

E OINOUE SIaqUIND she | SN0 Jpeis pUs §ams U [ide) WeIboad [ejo] apiaig

WydD0Ed IHL NIHLIM 35HN0D HOW3 W04 §4N0OH L0392 ONY SHNOH 23072 HLOE H31N3

RANOLY JIPaID u pamseaw swesfoid jg o) paiadwas &0 o) 51U S SNOILDNHLEM]

FOSE' LS

-Spes diD

feq - Adesay) abessep

“awey weibouy

JHVYHI HNOH_Ld3HI/-N0OH MO01D

136 Page



Standard Two

Educational Programs

DOWNEY
ADULT

SCHOOL

CAREER AND EDUCATION CENTER

Massage Therapy

1LL0Z B

"SUDRNLIS0 JO) UOVIELIDSIZR J0 FODTOUEH S0 UDNDS JSAIE! 2L 0155

EOMGEW UBNE0 UDYEIMDS BIUEISID B SIGEVEAE SUE SUN0Y |BUMINLISY) DENnbES SUJ0 BUOW S0 305 WNUM U WweiBoid - weiBoig uopeangg aouEsg
EO0WSW USATE0 UOFEINDE SIVEISID B SYIBNEAE SIE LIN0Y (SUNINLSL DRINDRS B4 0 %05 UEW SES) vaus o weafoly - welong puaiy

SNCWED LD EiSI0WoD BT O SIN0Y (SUOTINISW NE SaNTbaS JBN] WEA — WEMDN [SUCEDELL

UNIEIWLIOD B4 0 SENY DUE SRIN0G SO0 W BIUEIMODIE W S5 JWny sVauM B O LMD De0Und 59 0 A0 I0R2 J0 8T (Bj0L QUERS Sl

STYLOL ONYHD

009 SHINNTOD 1% TYLOL
o8 O o8 O O Aoy paseq y1op
¥9 O O ik O Zt abessey
onsioyADojoxayay
2 POl
¥ O O ct O ct EL=ETER
L W e
¥3 O O Zt O S ansz1] daag 9 pol
] O O ZE O Fi3 Bulynansg
pajeppioe] 5 po
] O O £t O Fil3 abessep spods # pol
=] O O ZE O Fi3 abessep
foueuBaug/fyeroads
£ POl
¥a O 0O ZE O zt 8|5 E5202N% /EEaLIENT
Z POl
3 O O Tt O zg abessep fuolenand
PaOUBADYSIDAMS
I PO
HpaId XD 30 #m_ﬂ.hu “ﬂ__wu__u_.”__ 30 #m_ﬂ.hu ”hu..._h_...n_.u__ El] BINDH HPaID EIN0H ¥30D ‘SN0 HIVS 10 aun sus a5

Ul FIas|Rp wnRonpE Y e E] B ED ETEE R UNVES OUd THL KIHLAW

el R | 1 =p w18 BIOEEAE Elh )OEJIEAR =1 L) . o .
SVL0L UDGINGSU SRINGE AR JI LN 1 | A5INED AUR | Uwn|oa 3 wwnoa b ey Ay wm esg ag w gD Q363440 ISHNO02 TV L3

354N02 WEL IR Sy L XD YUY WyFiU S B L EOG Ry Y IHNLOIT NN I5HEN0D
SILLALLIY O35 WE-WHOM AHOLYHOSY

MOOEINES AIUESIP B ) TEIELE NOOEINES SIUESIP R SITBIEAE MOOEINES SIUESIP B ) TEIEAE

ISINCY NPT WA LN PRanbe e RANGH IPT HE LSINES paunbag) weL 0 SINDH MO0 pRanba wel

(wo|eq o] puaess enbs sngpyg) (o) o] puess) ek sl (woeg e ] puaess enbs sngpyg)

ISINEY PRI WA LEIND pRanba el AN WP WA LSTINTS pranbey 193l 009 SN W00 pRanba L

LR S} 40 WWORCY SU §E S[E)0 | PUBLS) S} it 52408 pnoLs SISqLUINU S50 =inol P2 pus yoom U1 [pius] WweiBoid (50 spinaig

WYHDOH THL NIHLIM I5HN00 HIYE HO4 SHNOH 10340 ONY S8N0H M2072 HLOE ¥31IN3
"EINOY PPRUD Ul prunsesw sweiboid (|8 10y pStuoD 9 0} 51 UEYD SIWI SSNOLLOMHELSHI

HOSE"LS

=p07 dID

Buuanag - Adesay] abessew

:awey weiboiq

1¥VYHO 3NOH LIGI¥IAHN0H M20T1]

137| Page



Standard Two

@
I)\A/s Rg‘l’jVL'}“ Educational Programs
SCHOoOL Massage Therapy

CAREER AND EDUCATION CENTER

INTRODUCTION

The Downey Adult School Career and Educati on
600-hour CAMTC (California Massage Therapy Council) approved program designed to teach
students educational theory, the functions of the major body systems ina@muvith massage
modalities. To complete the program, an externship is required. After completing externship,
students will have acquired hanals skills required for entrevel positions as massage therapists.
Upon successful completion, students Wwilve acquired the necessary skills to work and succeed
as massage therapists with possibilities of career opportunities in chiropractic offices, spas,
hospitals, physical and/or sports therapy offices. Other opportunities include health and wellness
clinics as well as seémployed private practices. Downey Adult School Career and Education
Center is the only public pesecondary adult school in the state of California to have an approved
massage therapy program

ANALYSIS

Admissions
The i nst imissiand polinigs saind ardcedures are:
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t h ewelBitegvdrsdas.edy Information on specific admission policies and requirements

for the Massage Therapy program are contained in the Massage Therapy section of the catalog in
both printed and electronic versions. Adsion policies and procedures are also covered during

the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog. During therientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration routinely verifies that all publications both heogpy and online consistently
articulate the Massage Therapy admissions policies. Admissions policies are shared in the
school 6s Course Catalog and Student Contract.
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4. For all students admitted to a VocatiogalglishAs-A-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult School Career and Education Center does not offer a Vocd&inglahas-a-
SeconelLanguage program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adult School Career and Education Ceiter ad mi ssi on requiremen
admission policies and procedures, offer reasonable expectations for successful completion of the
Massage Therapy program regardless of the method of delivery. The expectations for prerequisites,
productivity, achieement, attendance, and state certification testing requirements are clearly

listed in the catalog, website, program requirements, course outlines, and class syllabus.
Prospective students attend a mandatory program orientation prior to being admitted to th
program. Students are informed of the length of the program and the expectations to complete
within a reasonable amount of time regardless of their chosen method of delivery.

6. Students admitted into Associate Degree programs have a high schooldipldsnequivalent.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies apibcedures for these exceptions;

The Massage Therapy program at Downey Adult School Career and Education Center does not
admit students by exception.

8. Apply them uniformly;

The Massage Therapy program at Downey Adult School Career and Education @esteot
admit students by exception.

9. Provide documented evidence on how they are used;
The Massage Therapy program at Downey Adult School Career and Education Center does not

admit students by exception.
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10. Maintain records on student progress; and,

The Massage Therapy program at Downey Adult School Career and Education Center does not
admit students by exception.

11. Regularly evaluate the effectiveness of the procedures uselditting students by
exception.

The Massage Therapy program at Downey Adult School Career and Education Center does not
admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

TheDowney Adul t School Career and Education Cer
require the use of technology.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School Career and Education Center operates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Educatbn and Western Association of Schools and Colleges. The Massage Therapy program also
operates under the guidelines and oversight of the California Massage Therapy Council of
California.

The Massage Therapy program is congruent with the mission of thelsehd with the
occupational needs of the students served. f
Education Center is to provide higjuality, relevant, and industry specific programs that are
accessible to adults in a variety of areas, includ@areer Technical Education (CTE), High

School Diploma (HSD), General Education Development (GED), English as a Second Language
(ESL), and Community Education (CE), resulting in gainful employment and/or personal

enr i chment Thepagragroljestbstare consistent with the mission of the school and

the occupational needs of the people served by the institution.

The occupational outcome for the Massage Therapy program is expected to grow 26 percent from
2016 to 2026 (cited in thBureau of Labor fatisticsin the field of Massage Therapy).
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and
on specific admission policies and requirements for the Masshgeady program are also

contained in the student orientation handouts and program overview. Downey Adult School Career

and Education Center adheres to the District adopted-disarimination policy in compliance

with Title IX employment and educational pra i c e s . The school 0s dep
administration oversee the program to ensure consistency in the application of all policies of the
Massage Therapy program in place at the school.

Differences, if any, in occupational education program polies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Massage Therapy program at Downey Adult School Career and Education Center has no
exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Massage Therapy program objectives are included in the school catalog in both printed and
electronic versions, course syllabus, outlines, and program orientation materials. The course
objectives are determinday the California Massage Therapy Council and the curriculum is based
on these stated objectives. Instructional materials are regularly reviewed to ensure that textbooks
or any other printed materials match the stated objectives of the course. Thesmlsnater
evaluated by CAMTC members throughout the year on aiwdiisis to determine if the skills
taught are meeting the current needs of employers in the field. If is determined that the program is
compliant within the set guidelines and policies, @&MTC provides for four full years of
approval.

Student achievement is assessed by instructor observation,-draradsl written exams, client
feedback, midterm and final exam per module
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A systematic process has been implemented to document:
13. That the objectives and content of programs are current; and,
14. That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines beseel every two years to reflect

current industry standards. In addition to the CDE requirement, each year, a Statement of Compliance

is compiled and presented to the California Massage Therapy Council members to verify compliance

with Board policies, proedures, curricular guidelines. The CAMTC also schedules periodic
compliance visits to validate the school ds prog
relevancy of the Massage Therapy program and makes recommendations during meetings.

Multi -Part Criterion (1526)
15. Three bona fide potential employers review each educational program annually and recommend:
16. Admission requirements;
17. Program content that is consistent with desired student learning outcomes;
18. Program length;
19. Program objectives;
20. Competency tests;
21. Learning activities;
22. Instructional materials;
23. Equipment;
24. Methods of program evaluation;
25. Level of skills and/or proficiency required for completion; and,
26. Appropriate delivery formats fahe subject matter being taught.

Advisory Meetings are held biannually and include three members who are working as massage
therapists and are potential employers for program completers. The potential employers review
curriculum, tests, testing strategiggogram equipment, program length, instructional delivery
methods, program content, outcomes, and the admission process. Three potential employers
complete a Program Verification Form to validate compliance of the Massage Therapy program
with the requirenents of the California Massage Therapy Council. The Minutes are transcribed
immediately following the conclusion of the meeting and made available to members in printed
form and online.
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27. The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates lte relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer Verification Forms completed by
Advisory Committee members and average wage information of program participantredmp
with other occupations. On average, the salary for programs completers is 22 percent higher than
other occupations. The cost of the program is generally half of the cogtuldin schools.

28. Courses required for each program are offered witficgrit frequency for the student to complete
the program within the publicized time frame.

The Massage Therapy program consists of 500 hours of instruction (and 100 hours of externship).
Students acquire the necessary skills to work and succeed in the field of massage therapy. Upon
completion, students exit with possible career opportunitiekinepractic offices, spas, hospitals,
physical/sports therapy offices, health and wellness clinics cruise ships aedtpéliyed private
practices. The enrollment start/end dates are listed in the course catalog and school website, and
in the program ovwriew/orientation materials. Therefore, students must successfully complete the
didactic portion of the program, pass four exams per module with a minimum 75 percent accuracy
while meeting industry curriculum standards and to the satisfaction of thedtwstru

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.

Downey Adult School Career and Education Center does notAd&erciate Degree programs.

30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used andudes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The program has a minimum of &&mester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
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32. The program includes a minimum of 15 semester hours gu&8r hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer AtesDeigree programs.

33. For all coursework delivered via distance educationT h e institutionos di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, congetequirements, and the credential awarded.

The Massage Therapy program at Downey Adult School Career and Education Center is not
offered via distance education.

Each program offered by the institution:

34. Is approved and administered undstablished institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learnjegtives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochamelgor other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Massage Therapy program is approved by the California Massage Therapy Council and
operates under the prescribed administrative policies and procedures of Downey Unified School
District which, are listed in school catalog in both printed and onlineigass The Massage
Therapy program is offered only on the DAS campus.

The program is supervised by tBé&ector of Massage Therapy who oversees the other program

staff members. The program is monitored and supported by the site administration and tvg advis
committee to assist with program needs and recommendations.
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Student achievement is assessed throughout their enroliment by observation, written armhhands
performance, classassignments, performance reports, and exams for all modules. Instructors

eval uate studentsbo

performance through observa

to meet minimum proficiency by passing tests at a minimum level of 75% accuracy.

Each student enrolled in the Massage Therapy program has a student file which is maintained in

the department of fi

ce. The file contains stu

competency results, program grade reports, attendance recordncfad records, and
miscellaneous documents relative to the program.

The Massage Therapy program offered on site is described in the printed and online version of the
school catalog. Both versions list tuition and refund policies and academic requirements

The Massage Therapy program is supervised by the Massage Tl#raptpr. TheDirector's
office is located inside room-BO with office hours from 8:30 a.m. to 1:30 p.m. TDhe=ctor
provides students an email address and personal phone number for additional correspondence

outside of office hours.

42. A credit hour is equivalent torainimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours oflwasdd activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clwskoho

work-based activities.

Downey Adult School Career and Education Center is adegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Massage Therapy

program is 600 Clock Hours.

43 For all coursework delivered via distance educationThe institution ensures timeliness of its

responses (synchron
response time of no
the program/course.

ously or asynchronously

) to
mo r e t hblshed @odratibnal scheslulevof t h i n

The Massage Therapy program at Downey Adult School Career and Education Center is not

offered via distance education.
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REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR ihfitution is not required to

use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The Massage Therapy Program at Downey Adult School Career and Education Center is not
required to use the Federal Clock Hour ConversionStudent Financial Aid.

Instruction
1. Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Massage Therapy program guides students learning through course outlines, competency
forms to record student progress, and equipment used in industry to simulate real workplace
environments. Assignments incorporate academic competencies coveringhamationy hands

on skill application, knowledge of major body systems in conjunction with massage modalities
which are evaluated throughout the course, and oral presentations.

2. The instructional programs provide instruction in the competencies essestiacess in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Massage Therapy program is designed to provide instruction in the competencies essential to
success in the occupation and to prepare students for-kaviel employment. The program offers

a broad foundation of knowledge and skills in addition to the traditional role of the occupation.
The program strives to develop transferable skills along with work ethics and employability
training. Students are redped to pass an exam for eaotodule participate in oral presentations,

and work on handsn assignments to stimulate interest and build relevant workplace skills such
as respect, professional attire and communication, productivity, and teamwork. Stréealtso
required to complete observation and externship hours with a certified massage therapist.
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3. The sequence of instruction required for program completion (lecture, lalvoaktbased
activities) is determined by desired student learning outcomes.

The curriculum for the Massage Therapy program is set by the California Massage Therapy
Council(CAMTC)and contains the major modules of instruction to ensure that desiraldgant,

and current practices of the occupation are being taught. Dihector of Massage Thewpy is
responsible for developing the sequence of instruction, including the course outline, syllabus, and
the development of weekly lesson plans to address the competencies set forth by the CAMTC. The
curriculum, outlines, syllabus, and lesson plans are isterst with the CAMTC guidelines and
requirements.

The sequence of instruction required for program completion is used to:
4. Organize the curriculum;
5. Guide the delivery of instruction;
6. Direct learning activities; and,
7. Evaluate student progress in ortiemaximize the learning of competencies essential to success
in the occupation

The curriculum for the Massage Therapy program is set by the California Massage Therapy
Council and is adhered to, to ensure students master the dgmrémmance competencies
required in the massage therapy field. Instruction begins with content covering various types of
massage therapies to provide a foundation for more rigorous and continued massage therapy
training. The sequenced instruction includesvariety of theory, academic knowledge, and
performance skills to ensure that desirable, relevant, and current practices of the occupation are
being taught. The following units of instruction build upon the foundation with students
participating in a pratical lab environment to develop the requisite skills of a massage therapist.
The Massage Therapy students prepare for hamdglinical experience through rolgay, group

projects and demonstrations. Students and practiassage techniques, businedhjos, health

and wellness protocols and client communication. Students are assessed on a regular basis to
monitor performance levels toward program mastery. In addition to 500/512 hours of theory and
lab, students must complete a d@fur externship. Stednt s may be wor ki ng in
office, a physical therapy center, day spa or hospital at this point.
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Multi -Part Criterion (815)

8.

Occupational advisory committees aggpointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

16.

9.

10.

11.

Consists of a minimum of three members external to the institution who have expertése in th
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

. Meets at least twice annually;
. Ensures that no fewer than three months separate each official committee meeting; and,
. Follows an agenda and maintains typed minutes to document its agtieiemmendations,

meeting attendance, and demographic information for each member.

. Occupational advisory committees review, at least annually, the appropriateness of the type of

instruction (such as lecture, laboratory, wbdsed instruction, and/or medf delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Massage Therapy program has an active occupational advisory committee with three members
externalto DAS. The advisory committee consists of potential employers and individuals having
knowledge of the program area, as well as, skills and experience in the field. All participating
members are from the geographical service area. There is a minimure@htembers present at

each meeting in addition to prograbirector, instructors, and site and district administration. The
advisory committee meets biannually. Advisory committee members provide valuable insight into
current trends in business and indystThe committee is responsible for reviewing the program
content and advising the department on curriculum changes based on its findings. The primary
purpose of the advisory meetings is to ensure that the curriculum and instruction complies with the
CAMTC requirements and current professional needs. Minutes are taken at each meeting and
transcribed at the conclusion of the meeting. Copies of the printed minutes are made available to
members, staff, and administration. The minutes are also made availabemby and
electronically on the school website.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Massage Therapy program curriculum provides students wittejated health and safety
guidelines applicable to both the classroom setting and workplace environment. The Massage
Therapy course outline contains lessons on job related health, satéty workplace (including
fire-prevention). Safety equipment, first aid kits, fire extinguishers, and emergency exits, are
reviewed with students. Job health and safety issues are also covered during the Student
Orientation and contained in course lectumdadiscussions.
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17. To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Massage Therapy program uses current indus
Committee reviews the program annually to ensure that curriculum is relevant @odlafe and
that current practices of the occupation are being taught.

18. All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The California Massage Therapy Council requires that institutions offering a massage therapy
program comply with theicurricular guidelines and requirements. Instruction is organized and
methodically taught so that learned skills are performed strategically in the presence of the
instructor and supporting staff to aid the students in meeting workplace requirements. The
classroom is a laboratory where students practice the required skills with performance and
competency tests given to measure proficiency in each skill. Ancillary instructional materials are
made available when competencies require information beyond theingatext. Instructors
maintain copies of the course outline and lesson plans for demonstrating or practicing the
competencies in their classroom along with copies of all the instructional material.

19. The institution uses a systematic, objective, @maitable method of evaluating student
achievement based on required competencies.

Each course in the Massage Therapy program utilizes formative and summative testing and
assessments aligned with the California Massage Therapy Council curricular igagelnd
mandates and those required by DAS. Students are formally and informally assessed on their
progress toward competency in all components of the curriculum. The instructor chooses methods
of assessment based on curriculum, modules, competenciespexific needs of the students, to
ensure equitable testing and effective measurement of competencies to fully evaluate student
achievement. Each student will test a minimum of four times per module to ensure that they meet
industry curriculum standards.

20. For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oviersesponsibility within all contracts.

The Massage Therapy program at Downey Adult School Career and Education Center is not
offered via distance education.
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21. For all coursework delivered via distance educationThe institution has in place a
standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Massage Therapy program at Downey Adult School Career and Education Center is not
offered via distance education.

22. For all coursework delivered via distance educationThe institution has prasses in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codgs@ridred examinations).

The Massage Therapy program at Downey Adult School Career and Education Center is not
offered via distance education.

23. For all coursework delivered via distance educationThe institution monitors student progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Massagdherapy program at Downey Adult School Career and Education Center is not
offered via distance education.

Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure therotection of students.

The Massage Therapy program includes workplace assignmergieofbtaling 100 hours of
work-based activity. Externship is based on numbers of hours completed in didactic-\ibek32
program (didactic) hours are 21 In orde to complete 500 hours required by the program,
students are only required to complete 88 hours of externship. Massage Therapy students that
complete the 2Wveek program are required to complete 100 hours of externship.-Masdd

Activity partners (Alliel Health) sign a contract which outlines the responsibilities of district and
agency. The contracts are reviewed every five years. Upon completion of externship hours, the
work-based partner will complete a student evaluation and submit to DASed%ises that the
student has completed the programbés required

150| Page



Standard Two

@
\A/Sggm'}“ Educational Programs

D

SCHOoOL Massage Therapy

CAREER AND EDUCATION CENTER

Multi -Part Criterion (27%29)

30.

27.
28.

29.

Each workbased activity has a written instructional plan for students.

The written instructional plan for each werksed activity specifies the particular objectives,

experiences, competencies, and evaluations that are required.

The written instructional plan for each werksed activity designates the-site emplger
representative responsible for guiding and ove
participating in the students6é written evaluat

The Massage Therapy program focuses on preparing students with the skills needed to compete
effectivey and transition to the workforce. To achieve this goal, the programs is designed with
specific workbased training modules in the form of externships. The -baskd activity plan

specifies the objectives, experiences, and competencies to be completed@ksite. The plan

also describes the student evaluation process. The participating employer designates a contact
person responsible for assigning students to specific supervisors who oversee their training. The
instructor meets with the assigned swpérs o r to explain the student
proficiency definitions. At the end of the waite experience, the instructor and the supervisor
review and evaluate the studentds perfor manc
competencieachieved. The supervisor is given an opportunity to provide feedback on the overall
guality of the worksite experience.

All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriate qualificason

All work-based activities in the Massage Therapy program are supervised by the pDigeator

who holds a California teaching credential. Thigector performs observations to monitor student
progress and obtain feedback from the worksite sup@tvi

151| Page



Standard Two

@
\‘/s Rg‘l’jVL'}“ Educational Programs
SCHOoOL Massage Therapy

D

CAREER AND EDUCATION CENTER

HALLENGE LUTION

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in California. Downey Unified School District has disgtDAS to be sel§ufficient in its
operational costs to maintain a balanced budget. The Massage Therapy Program has a need for
adequate clerical support designated to the program. Clerical support is limited as they are not
programdesignated specificgll The programDirector acs as a liaison between school, agency

and the CAMTC. If more clerical support is in place, more communication and dialogue between
agencies and the California Massage Therapy Council would be more effective. Classroom space
is dso limited. The administration is working with district staff on ways to add more classroom
spaceAs more students enroll, more equipment is required, thus decreasing the space necessary to
accommodate an adequate learning environment. As more studenits the waiting list also
increases. DAS Massage Therapy program needs to hire instructors to accommodate the students
on the waiting list.

SUMMARY

The Massage Therapy program is one of Downey
morepopular programs. DAS is the only adult school appriwye@AMTC to offer this program.

This well established and highly respected program offers a quality andffezgive option for

adult learners. The certificated staff takes pride in their committoethe traditional and online
programs in that students are prepared for entry into the workforce of this higihdymisnd
profession and are poised to meet the planned changes in the field.
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Medical Assistant and Phlebotomy
Department Chairperson:
Ryan Page

Instructors:
Leonor Gonzalez

Clerical Assistant:

Lucille Molina
Elizabeth Villalobos
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INTRODUCTION

The Medical Assistant and Phlebotomy program is designed to meet the needs and standards of the
medical business and industry. TRedical Assistant and Phlebotomy program is constantly
changing to meet the needs of the marketplace while maintaining the mission and vision of the
school as guides. The Medical Assistant and Phlebotomy program is the first step on a path of
lifelong leaning. Financially, higher salaries may be commanded as experience is gained and
certification added. Personally, the student will take pride in knowledge and abilities.
Professionally, the student will be respected as a valuable member of the cianiae Medical
Assistant and Phlebotomy staff is committed to giving the student tools and information needed to
succeed. In addition to imparting basic skills, the program underscores and emphasizes the
importance of having good work habits and stretidcs. Such traits ensure that students entering

the workplace will be productive and contributing members of society.

ANALYSIS

Admissions
The institutionés admissions policies and procedu
1. Published;

The admission policies ampdocedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t he DA $dnsdasvedublrdormation dn secific admission policies and requirements

for the Medical Assistant and Phlebotomy program are contained in the Medical Assistant and
Phlebotomy section of the catalog in both printed and electronic versions.

2. Clearly Stated;

The admissiopolicies and procedures are clearly stated in the hard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verballparson, by telephone, website, email, and US mail.
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4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the
institution utilizes writteradmission procedures that comply with policies established by the
Commission.

Downey Adult School Career and Education Center does not offer a Vocational Easggish
SeconelLanguage program.

5. Admission requirements offer reasonable expectations foressftd completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adul't School Career and Education Cen:
admission policies and procedures, offer reasonable expaesafibr successful completion of the

Medical Assistant and Phlebotomy program regardless of the method of delivery. Downey Adult
School Career and Education Center offers only traditional classroom instruction for the Medical
Assistant and Phlebotomy pr@gn. The expectations for prerequisites, productivity, achievement,
attendance, and state certification testing requirements are clearly listed in the catalog, website,
program requirements, course outlines, and class syllabus. Prospective students attend a
mandatory program orientation prior to being admitted to the program. Students are informed of

the length of the program and the expectations to complete within a reasonable amount of time in

the traditional classroom instructional setting.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
An institution that admits students by exception to its standard adnssions policies must:
7. Have written admissions policies and procedures for these exceptions;
The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center does not admit students by exception.

8. Apply them uniformly;

TheMedical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center does not admit students by exception.
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9. Provide documented evidence on how theyuzse;

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center does not admit students by exception.

10. Maintain records on student progress; and,

The Medical Assistant and Phlebotomy program at Downey Adhblbol Career and Education
Center does not admit students by exception.

11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.

The Medical Assistant and Phlebotomy program at Downey Adult School Careedacation
Center does not admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in theprogram. Technical support is available to all students by the instructor and Downey Unified
School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. Themission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School Career and Education Center operates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges.

The MedicalAssistant and Phlebotomy program is congruent with the mission of the school and
with the occupational needs of the students se
and Education Center is to provide highality, relevant, and industry speciprograms that are

accessible to adults in a variety of areas, including Career Technical Education (CTE), High
School Diploma (HSD), General Education Development (GED), English as a Second Language
(ESL), and Community Education (CE), resulting in @dinremployment and/or personal

enri chment Therpobgragroljestivds aré consistent with the mission of the school and

the occupational needs of the people served by the institution. The occupational outcome for the
Medical Assistant and Phlebotgmrogram is excellent with the average salary 17 percent higher

than the per capita income level in California.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and
on specific admission policies and requirements for the Medisalstant and Phlebotomy

program are also contained in the student orientation handouts and program overview which is
issued to all students enrolled in the program. Downey Adult School adheres to the District adopted
non-discrimination policy in complianceith Title X employment and educational practices. The
school 6s department chair and administration ¢
application of all policies of the Medical Assistant and Phlebotomy program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center has no exceptis or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Medical Assistant and Phlebotomy program objectives are included in the school catalog in
both printed and electronic versions, and in the course overview, course syllabus, outlines, and
program orientation materials. The course objectives are deteahby theCalifornia Department

of Public Health/Laboratory FieldServicesand the curriculum is based on these stated objectives.
Instructional materials are regularly reviewed to ensure that electronic programs, textbooks, and
printed materials match thstated objectives of the course. These materials are evaluated
biannually by the Advisory Committee members to determine if the skills taught are meeting the
current needs of employers in the field. Student achievement is assessed by observation, activity
|l ogs, class assignments, performance reports,
performance through visitations and written evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are current; and,
That coursework is qualitatively and quantitatively relevant.

The California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. The Advisory Committee reviews the viability and relevancy of
the Medical Assistant and Phlebotomy program and makes reendations at the scheduled
meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistent with desstedient learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for comjiba; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working in the
Medical field and are potential employers for recent program completers. The potential
employers review curriculum, tests, testing strategies, program equipment, program length,
instructional delivery methods for both traditional classroom and online programs, program
content, outcomes, and the admission process. The Minutes are transicniimedliately
following the conclusion of the meeting and made available to members in printed form and
online.

The institution considers the length and the tuition of each program in relation to the documented
entry level earnings afompleters.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employefidation Forms completed by
Advisory Committee members and average wage information of program participants compared
with other occupations. The cost of the program is generally half of the copubtia schools.
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28. Courses required for each program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Medical Assistant and Phlebotomy program offers a new class every five weekswébk 25

curriculum totals 700 hours. The enrollment start/end dates are listed in the course catalog, school
website, and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.

Downey Adult School Career and Education Center does not offer Associate pegyeans.

30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used and includes the speaxfieer and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours qua&ter hours.
Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from eactheffollowing areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
Downey Adult School Career and Education Center does not offer Associate Degree programs.

33. For all coursework delivered via distanceeducation: The i nstitutionds dis

courses and programs are identical to those on campus in terms of the quality, rigor, breadth of

academic and technical standards, completion requirements, and the credential awarded.

The Medical Assistantna Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.
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Each program offered by the institution:

34. Is approved anddministered under established institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, ad approval;

36. Has varied evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement ofshelent learning objectives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriatdatogs, brochures, and/or other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among facaiy students.

The Medical Assistant and Phlebotomy program is approved by the California Department of
Public Health /Laboratory Field Services Guidelines and administered under established
institutional policies and procedures which is liste@ur catalog as WASC (Western Association

of Schools and Colleges) and COE (Council on Occupational Education). The Medical Assistant
and Phlebotomy program is offered only on the DAS campus.

The program is supervised by the Department Chairperson efiAdlealth who oversees the other
program instructors. The program is monitored and supported byitextor of Nursing (for
Phlebotomy) andsite administration and the advisory committee to assist with program needs and
recommendations.

Student achievment is assessed throughout their enroliment by observation, activity logs, class
assignment s, performance reports, and exams.
performance through visitations and written evaluations by employers. All students|aired to

meet minimum proficiency by passing tests at a minimum level of 75% accuracy.

Each student enrolled in the Medical Assistant and Phlebotomy program has a student file which

i s maintained in the depart igleschoolteahstriptceptrance The f
examination results, student background record, program competency results, program grade
reports, attendance record, financial records, and miscellaneous documents relative to the
program.

The Medical Assistant and Phlébmy program is offered only esite as described in the printed

and online version of the school catalog. Both versions list tuition and refund policies, academic
requirements, anthformation technology requirements.

161| Page



D

\® Standard Two

A/SRSY’VGEY Educational Programs
SCHOOL Medical Assistant and Phlebotomy

CAREER AND EDUCATION CENTER

42.

43.

The Medical Assistant and Phlebotomy program is supervised by the Department Chairperson of
Allied Health. The Director of Nursing oversees the Phlebotomy portion of the progim.
Department Chairperson maintains office hours in Room M106 on Mondaynedfsy,
Thursday, Friday from 8:30aiin5:00pm and Tuesday from 11:00&n7:00pm. The Department
Chairperson provides students an email address and personal phone number for additional
correspondence outside of office hours.

A credit hour is equivaldrio a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofasdd activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, mc&thours of
work-based activities.

Downey Adult School Career and Education Center is adegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Medical Assistant
andPhlebotomy program is 700 Clock Hours.

For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously) to
response timeofnoonr e t han 24 hours within the institut
the program/course.

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL

STUDENT FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the
Course Prep Review Worksheet. (If the program was not part of the sampling @R if th
institution is not required to use the Federal Clock Hour Conversion for Student Financial Aid,
indicate N/A).

The Medical Assistant and Phlebotomy Program at Downey Adult School Career and Education
Center is not required to use the Federal ClockuiHBonversion for Student Financial Aid.
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Instruction

1.

Academic competencies and occupational skills are integrated into the instructional program for
eachoccupational area.

The Medical Assistant and Phlebotomy program guides students learning through course outlines,
competency forms to record student progress, medical equipment, and patient care supplies used
in industry to simulate real workplace eriments. Assignments incorporate academic
competencies covering patient care, communication, record keeping, computation, writing, and
critical thinking.

The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Medical Assistant and Phlebotomy program is designed to provide instruction in the
competencies essential to success in the occupation and to prepare studemsiégyment. The
program offers a broad foundation of knowledge and skills in addition to the traditional role of
the occupation. The program strives to develop transferable skills along with work ethics and
employability training. Students are requiredviate resumes, participate in group discussions,
and work on group projects to stimulate interest and build workplace skills such as
communications, respect, organizational skills, productivity, and teamwork. Students are also
required to complete exterripthours at an approved phlebotomy laboratory.

The sequence of instruction required for program completion (lecture, lab, anthasexdk
activities) is determined by desired student learning outcomes.

The curriculum for the Phlebotonpprtion of the Medical Assistant and Phlebotgonggram is

set by the California Department Blublic HealthLaboratory Field Serviceand contains the

major modules of instruction to ensure that desirable, relevant, and current practices of the
occupation are being taught. ThBirector of Nursing, department chair, and instructors are
responsible for developing the sequence of instruction, including the course outline, syllabus, and
the development of weekly lesson plans to address the competencieth 8t theCalifornia
Department oPublic HealthWLaboratory FieldServices The curriculum, outlines, syllabus, and
lesson plans are consistent for this course.
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The sequence of instruction required for program completion is used to:
4. Organize the curriculum;
5. Guide the delivery of instruction;
6. Direct learning activities; and,
7. Evaluate student progress in order to maximize the learning of competencies essentiakwm suc
in the occupation

The curriculum for the Medical Assistant and Phlebotomy program is set by the California
Department ofPublic Services/Laboratory Field Servicasd is adhered to, to ensure students
master the desired performance competencies required in the Medical field. Instruction begins
with a didactical unit to provide a foundation to build upon. The sequenced instruction includes a
variety of theory, acadmic knowledge, and performance skills to ensure that desirable, relevant,
and current practices of the occupation are being taught. The following units of instruction build
upon the foundation with students participating in a practical lab environmengvelap the
requisite skills of a medical assistant and phlebotomist.

Multi -Part Criterion (815)

8. Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are beind.taugh

Each occupational advisory committee:

9. Consists of a minimum of three members external to the institution who have expertise in the
occupational program;

10. Represents each service area covered by the program at each meeting (main caegais and
branch campus);

11. Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

12. Meets at least twice annually;

13. Ensures that no fewer thamée months separate each official committee meeting; and,

14. Follows an agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

15. Occupational advisory committees review)east annually, the appropriateness of the type of
instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successfl completion of the program
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16.

17.

The Medical Assistant and Phlebotomy program has an active occupational advisory committee
with three members external to DAS. The advisory committee consists of potential employers and
individuals having knowledge of the program area, as well as, skilseaperience in the field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition toOmmector of Nursing, programDirector,
instructors, and site and district adminiation. The advisory committee meets twice a year with
meetings held in November and April. Advisory committee members provide valuable insight into
current trends in business and industry. The committee is responsible for reviewing the program
content andadvising the department on curriculum changes based on its findings. The primary
purpose of the advisory meetings is to ensure that the curriculum and instruction complies with the
California Department ofPublic Health/Laboratory Field Services requiremés and current
professional needs. Minutes are taken at each meeting and transcribed at the conclusion of the
meeting. Copies of the printed minutes are made available to members, staff, and administration.
The minutes are also made available by emaileadtronically on the school website.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Medical Assistant and Phlebotomy program curriculum provides students withlgteo

health and safety guidelinepplicable to both the classroom setting and workplace environment.
The Medical Assistant and Phlebotomy course outline contains lessons on job related health, safety
and fire prevention in the workplace. Safety equipment, first aid kits, fire extingylistimers
emergency exits, are reviewed with students. Job health and safety issues are also covered during
the Student Orientation and contained in course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with pquént and materials similar
to those currently used in the occupation.

The Medical Assistant and Phlebotomy program uses current industry standard medical
equipment, machines, patietdre supplies, and software programs to meet industry standards.
Theprogramsd Advisory Committee reviews the prc
relevant and ugio-date and that current practices of the occupation are being taught.
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18.

19.

20.

21.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The California Department d?ublic Health/Laboratory FieldServices requires that institutions
offering a Medical Assistant and Phlebotomy approved program comply with their curricular
guidelines and requirements. Instruction is organized and methodically taught so that learned skills
build on one another, so stents can meet workplace requirements. The classroom is a laboratory
where students practice the required skills with performance and competency tests given to
measure proficiency in each skill. Ancillary instructional materials are made available when
conpetencies

require information beyond the learning text. Instructors maintain copies of the course outline and
lesson plans for demonstrating or practicing the competencies in their classroom along with copies
of all the instructional material.

Theinstitution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Medical Assistant and Phlebotomy program utilizes formative and summative
testing and assessments aligneéth theCalifornia Department oPublic Health/Laboratory Field
Servicescurricular guidelines and mandates those required by DAS. Students are formally and
informally assessed on their progress toward competency in all components of the curriculum. The
instructor chooses methods of assessment based on curriculum, competencies, and specific needs
of the students, to ensure equitable testing and effective measurement of competencies to fully
evaluate student achievement.

For all coursework deliverad via distance educationThe institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within allatentra

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.

For all coursework delivered via distance educationThe institution has in place a

standardized coursenplate, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate quality assurance and the assessment of student learning.

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.

166| Page



A

DA

Standard Two
SRS{’,"L'}“ Educational Programs

SCHOOL Medical Assistant and Phlebotomy

CAREER AND EDUCATION CENTER

22.

23.

For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the acadén{iittred
methods such as secure logins and pass codes and proctored examinations).

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.

For all coursework delivered via distance educationThe institution monitors student progress

and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentcme s

completed.

The Medical Assistant and Phlebotomy program at Downey Adult School Career and Education
Center is not offered via distance education.

Written agreements with work-based activity partners, if any:

24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Medical Assistant and Phlebotomy program includes workplace assignmesites wittaling

160 hours of worbased activity. The workplace agreements are revidwethe Department
Chairperson of Allied Health, thBirector of Nursing, and administration and agreements are
renewed on a yearly basis as determined by program needs. The learning outcomes for the
workplace assignments are congruent with the requirenoétite California Department éfublic
Health'Laboratory FieldServices and school program. The workplace assignments specify the
objectives, experiences and competencies to be completed at the work site. The plan also describes
the student evaluation press.
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Multi -Part Criterion (27%29)

30.

27.
28.

29.

Each workbased activity has a written instructional plan for students.

The written instructional plan for each werksed activity specifies the particular objectives,

experiences, competencies, and evaluations that are required.

The written instructional plan for each werksed activity designates the-site emplger
representative responsible for guiding and ove
participating in the students6é written evaluat

The Medical Assistant and Phlebotomy program focuses on preparing students with the skills
needed to compete effectively and transition to the workforce. To achieve this goal, the programs

is designed with specific wetkased training assignments. The wbdsed activity plan specifies

the objectives, experiences, and competencies to be codnptetbe worksite. The plan also

describes the student evaluation process. The participating employer designates a contact person
responsible for assigning students to specific supervisors who oversee their training. The instructor
meets with the assigneluper vi sor to explain the studentoés
definitions. At the end of the wesite experience, the instructor and the supervisor review and
evaluate the student 6s performance, adies i t ude,
achieved. The supervisor is given an opportunity to provide feedback on the overall quality of the
worksite experience.

All work-based activities conducted by the institution are supervised by a designated employee
possessingppropriate qualifications.

All work-based activities in the Medical Assistant and Phlebotomy program are supervised by the
programDirector who holds a California teaching credential amgltheDirector of Nursing Both
Directors perform site visitdo monitor student progress and obtain feedback from the worksite
supetrvisor.
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HALLENGE LUTION

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in California. Downey Unified School District has disgtDAS to be sel§ufficient in its
operational costs to maintain a balanced budget. The Medical Assistant and Phlebotomy program
is a very popular program with a consistent enrollment of over 50 students who must meet and
verify program competencies inffdrent areas which must be recorded. The clerical position is
shared with other programs at the school which limits the number of hours the clerical person is
available each day. The department chair assumes clerical tasks in the absence of theecderical

in order to maintain timely documentation of student progress.

SUMMARY

The Medi cal Assistant and Phl ebotomy program i
program. This well established and highly respected program offers a quality &mdfects/e

option for adult learners. The certificated staff takes pride in their commitment in that students are
prepared for entry into the workforce of this highlydemand profession.
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Medical Biller Coder

Department Chairperson:;
Ryan Page

Instructors:
Christina Ciatti
Ninive Martin Del Campo

Clerical Assistant:

Lucille Molina
Elizabeth Villalobos
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INTRODUCTION

The Medical Biller and Coder program was established September 2002 to prepare students for
employment as a Certified Coding Specialist (CCS) or Certified Professional Coder (CPC).
Students have the option of enrollingaitraditional classroom instructial setting or the online
program. Regardless of the method of instructional delivery, all students must cdimplete
prescribedccourse of studwith a minimum grade of 75% be eligible taeceive a certificate of
completionand take the Certified Coding Specialist (CCSCertified Professional Coder (CPC).
examinationThe full-time Medical Biller and Coder program has an enrollment of 131 students
with an average completion time of 22 weeks for the day program and 34 fee¢ke evening

and online programs.

ANALYSIS

Admissions
The institutionbés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and availabl®the public in printed and electronic form in the course catalog and
on t he DA &dnsdasvedublrdarmatéon n specific admission policies and requirements

for the Medical Biller Coder program are containedthe Medical Biller Coder section of the
catalog in both printed and electronic versions. Admission policies and procedures are also
covered during the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies anqmtocedures are clearly stated in the hard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally insp@a, by telephone, website, email, and US mail.
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4. For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admissioprocedures that comply with policies established by the Commission.

Downey Adult School Career and Education Center does not offer a Vocational Easggish
SeconelLanguage program.

5. Admission requirements offer reasonable expectations sfamcessful completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adul't School Career and Education Cen:
admission policies and procedures, offer reasonable ¢éxf@as for successful completion of
theMedical Biller Coder program regardless of the method of delivery. The expectations for
prerequisites, productivity, achievement, attendance, and certificate of completion requirements

are clearly listed in the catag, website, program requirements, course outlines, and class
syllabus. Prospective students attend a mandatory program orientation prior to being admitted to

the program. Students are informed of the length of the program and the expectations to complete
within a reasonable amount of time in the traditional and online instructional setting.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult School Career and Education Center does not offer AtesDeigree programs.
An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;
The Medical Biller Coder program at Downey Adult School Careerthetation Center does
not admit students by exception.
8. Apply them uniformly;
The Medical Biller Coder program at Downey Adult School Career and Education Center does
not admit students by exception.
9. Provide documented evidence on how they are used;

The Medical Biller Coder program at Downey Adult School Career and Education Center does
not admit students by exception.
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10. Maintain records on student progress; and,

The Medical BillerCoder program at Downey Adult School Career and Education Center does
not admit students by exception.

11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.

The Medical Biller Coder program at Downey Adult Sdi©areer and Education Center does
not admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey
Unified School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School Career and Education Cermtperates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges. The Medical Biller Coder program
offers a certificate of comgtion aligned with the Certified Coding Specialist and Certified
Professional Coder examinations. Students obtain certification through Certified Coding Specialist
and Certified Professional Coder organizations.

The Medical Biller Coder program is congmtewith the mission of the school and with the
occupational needs of the students served.
Education Center Career and Education Center is to provide-tigtiity, relevant, and industry
specific programs thadre accessible to adults in a variety of areas, including Career Technical
Education (CTE), High School Diploma (HSD), General Education Development (GED), English
as a Second Language (ESL), and Community Education (CE), resulting in gainful employment
and/ or personal e nThe pcobrameobjéctivasram cogsistent/with thedmission

of the school and the occupational needs of the people served by the institution. The occupational
outcome for th&ledical Biller Coder program is excellent withe average salary 3Percent

higher than the per capita income level in California.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the course catalog and on the DAS website (www.das.edu). Information on
specific adrission policies and requirements for the Medical Biller Coder program are also
contained in the student orientation handouts and Medical Biller Coder program overview which

is issued to all students enrolled in the program. Downey Adult School Careerdacdtien

Center adheres to the District adopted rdiscrimination policy in compliance with Title IX

empl oyment and educational practices. The scho
the program to ensure consistency in the application gbalities of the Medical Biller Coder

program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Medical Biller Codeprogram at Downey Adult School Career and Education Center has no
exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to theskjectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Medical Biller Coder program objectives are included in the school catalog in both printed

and electronic versions, and in the course overview, course syllabus, outlines, and program
orientation materials. The course objectives are determined by mgdasindards and the

curriculum is based on these standards and objectives. Instructional materials are regularly
reviewed to ensure that electronic programs, textbooks, and printed materials match the stated
objectives of the course. These materials ar@uated biannually by the Advisory Committee

members to determine if the skills taught are meeting the current needs of employers in the field.
Student achievement is assessed by observation, activity logs, class assignments, performance
reports,andexam. | nstructors evalwuate studentsodé workp
written evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That theobjectives and content of programs are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to reflect
current industry standards. The ¥idory Committee reviews the viability and relevancy of the Medical
Biller Coder program and makes recommendations at the biannual meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.

Three bona fide potential employers review each educational program anndalgcammend:
Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,

Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three membersmheoaking as a Medical

Biller Coders in the field and are potential employers for recent program completers. The
potential employers review curriculum, tests, testing strategies, program equipment, program
length, instructional delivery methods for theaditional and online classroom programs,
program content, outcomes, and the admission process. Three potential employers complete a
Program Verification Form to validate compliance of the Medical Biller Coder. The Minutes are
transcribed immediately follawg the conclusion of the meeting and made available to members

in printed form and online.

The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplished by Employer VerificationsFoompleted by
Advisory Committee members and average wage information of program participants compared
with other occupations. The occupational outcome forMhdical Biller Coder program is
excellent with the average salary Bércent higher than the peapita income level in California.

The cost of the program is generally half of the costmdulic schools.
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28. Courses required for each program are offered with suffinegquency for the student to complete
the program within the publicized time frame.

The Medical Biller Coder program is completed in 22 weeks for the day program and 34 weeks
for the night program with a total of 660 hours. The enrollment start/end de¢elésted in the
course catalog, school website, and in the program overview/orientation materials.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employmesyienific career.
Downey Adult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate dDccupational Studies, Associate of Science, or Associate of
Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Edtioa Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes a minimwf 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career akalucation Center does not offer Associate Degree programs.

33. For all coursework delivered via distance educationT h e institutionos di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
acalemic and technical standards, completion requirements, and the credential awarded.

The Medical Biller Coder distance education delivery method is identical to the traditional classes
provided on campus. The curriculum, textbooks and electronic learnogggms, assessment,
and instructors are identical to those offered in the traditional classroom setting. The online and
traditional classes use the identical syllabi and orientation and program overview materials.
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Each program offered by the institution:

42.

34.
35.
36.
37.
38.
39.

40.

41.

Is approved and administered under established institutional policies and procedures and
supervised by an administrator who is part of the institutiorgdnization;

Has appropriate and continuous involvement efaonpus administrators and faculty in
planning, and approval,

Has varied evaluation methodologies that reflect established professional and practice
competencies;

Is qualitatively and quantitatively consistent at each campus where it is offered,

Has measures of achievement of the student learning objectives;

Has individual student records, including period of enrollment, financial, and educational
program records, permanently maintained by the institution at the main campus;

Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee charges, refund policies, admissions and academiemeausg, and
information technology requirements; and,

Provides for timely and meaningful interaction among faculty and students.

The Medical Biller Coder program is approved by Council of Occupational Education and
operates under thprescribed administrative policies and procedures of Downey Unified School
District which, are listed in school catalog in both printed and online versions. The Medical Biller
Coder program is offered only on the DAS campus and online.

The program is supeised by the department chair amirector of Allied Health who oversees
the program instructors. The program is monitored and supported by the site administration and
the advisory committee to assist with program needs and recommendations.

Student aclevement is assessed throughout their enrollment by observation, activity logs, class
assignments, performance reports, and exams. All students are required to meet minimum
proficiency.

Each student enrolled in the Medical Biller Coder program has a stuie which is maintained

in the Allied Health office. The file contai
results, program grade reports, attendance record, any certificates received, and miscellaneous
documents relative to the progma

A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours oflwasdd activities; or
one quarter credit for 10 clock hours of lectui@cibck hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Education Center is adegiee bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. TheaViBdier
Coder program is 660 Clock Hours.
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43.

For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously)
response time of no more than 24 hours withi
the program/course.

The Medical Biller Coder program response time listed in the syllabus for asynchronous online
classes is within 24 hours, Monday through Friday, and within 48 hours on weekends and holidays.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL ST UDENT
FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to
use the Federal Clodkour Conversion for Student Financial Aid, indicate N/A).

The Medical Biller Coder Program at Downey Adult School Career and Education Center is not
required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction

1.

Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Medical Biller Coder program guides students learning through course outlines, competency
forms to record student progress, office equipmarachines, and supplies used in industry to
simulate real workplace environments. Assignments incorporate academic competencies covering
communication, computation, writing, and critical thinking.

The instructional programs provide instruction ia tompetencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Medical Biller Coder program is designed to provide instruction in the competencies essential
to success in the occupation and to prepare students for employment. It also provides supplemental
training for those previously or currently employed in fredd. The program offers a broad
foundation of knowledge and skills in addition to the traditional role of the occupation. The
program strives to develop transferable skills along with work ethics and employability training.
Students are required to wodn group projects to stimulate interest and build workplace skills
such as communications, respect, organizational skills, productivity, and teamwork.

179| Page

t
n

o



Standard Two

®
I)\A/S Rg‘lijL'}EY Educational Programs

SCHOOL Medical Biller Coder
CAREER AND EDUCATION CENTER

3. The sequence afistruction required for program completion (lecture, lab, and Wwaded
activities) is determined by desired student learning outcomes.

The curriculum for the Medical Biller Coder program is set by the requisite skills needed to pass
the Certified Coding Specialist (CCS) or Certified Professional Coder (CPC) exams and contains
major modules of instruction to ensure that desirable, relevand current practices of the
occupation are being taught. THrector of Allied Health and instructors are responsible for
developing the sequence of instruction, including the course outline, syllabus, and the development
of weekly lesson plans to a@ds the program competencies. The curriculum, outlines, syllabus,
and lesson plans are consistent for both the traditional and online programs.

The sequence of instruction required for program completion is used to:
4. Organize the curriculum;
5. Guide the délery of instruction;
6. Direct learning activities; and,
7. Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for Medical Biller Coder program is set by the requisite skills needed to pass the
Certified Coding Specialist (CCS) or Certified Professional Coder (CPC) exams and is adhered
to, to ensure students master the desired performance compsteaqigred in the field.
Instruction begins with a didactical unit to provide a foundation to build upon. The sequenced
instruction includes a variety of theory, academic knowledge, and performance skills to ensure
that desirable, relevant, and current jgt&ces of the occupation are being taught. The following
units of instruction build upon the foundation with students participating in a practical lab
environment to develop the requisite skills of a Medical Biller Coder. The students are assessed on
a regular basis to monitor performance levels toward program mastery.
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to #nadudesirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.

11.

Consists of a minimum of three members external to the institution who have expertise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and one wittupresent); and,

. Meets at least twice annually;
. Ensures that no fewer than three months separate each official committee meeting; and,
. Follows an agenda and maintains typed minutes to document its activities, recommendations,

meeting attendancand demographic information for each member.

. Occupational advisory committees review, at least annually, the appropriateness of the type of

instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery) offered
within each progam to assure that students gain competency with specific skills required for
successful completion of the program

The Medical Biller Coder program has an active occupational advisory committee with three
members external to DAS. The advisory committee consists of potential employers and individuals
having knowledge of the program area, as well as, skills and experienthe field. All
participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the pro@iaector, instructors, and site and
district administration. The advisory committee Bdwice a year with meetings held in November
and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and advising the
department on curridum changes based on its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with current professional needs.
Minutes are taken at each meeting and transcribed at the conclusion of the n@etiies. of the
printed minutes are made available to members, staff, and administration. The minutes are also
made available by email and electronically on the school website.
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16. Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Medical Biller Coder program curriculum provides students witkrgddited health and safety
guidelines applicable to both the classroom setting and workpladeonment. The Medical Biller
Coder program course outline contains lessons on job related health, safety and fire prevention in
the workplace. Safety equipment, first aid Kits, fire extinguishers, and emergency exits, are
reviewed with students. Job dilh and safety issues are also covered during the Student
Orientation and contained in course lecture and discussions.

17. To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used indgloccupation.

The Medical Biller Coder program uses current industry standard office equipment, maahites,
sof t ware programs to meet industry standards.
program annually to ensure that curriculum is redlavand upto-date and that current practices
of the occupation are being taught.

18. All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

Instruction is organized anthethodically taught so that learned skills build on one another, so
students can meet workplace requirements. The classroom is a laboratory where students practice
the required skills with performance and competency tests given to measure proficieray in ea
skill. Ancillary instructional materials are made available when competencies require information
beyond the learning text. Instructors maintain copies of the course outline and lesson plans for
demonstrating or practicing the competencies in theirssta@m along with copies of all the
instructional material.

19. The institution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

The Medical Biller Coder program utilizeéermative and summative testing and assessments
aligned with curricular guidelines required by DAS. Students are formally and informally assessed
on their progress toward competency in all components of the curriculum. The instructor chooses
methods of agssment based on curriculum, competencies, and specific needs of the students, to
ensure equitable testing and effective measurement of competencies to fully evaluate student
achievement.
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20.

21.

22.

For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversagsponsibility within all contracts.

The online Medical Biller Coder program uses Blackboard Coursesites as the learning
management system, with Downey Adult School providing the curricular content of the program.
The online program and technology needs are overseen by the assistant priittipathnology

needs and issues being discussed in scheduled department meetings. The school is responsible for
the procurement of all online instructional programs and for maintaining relevant courseware. The
district controls and maintains the techngjoinfrastructure of the school as written in the district
technology plan. The school website is maintained by DigiCal, Inc., aghitgt contractor on an
annual basis, and the social media communication is maintained by the assistant principal. The
online learning system programs are evaluated toward the end of the year and the curricular
expectations of DAS, in addition to cost and budgetary guidelines. The assistant principal
recommends any changes or upgrades to the software programs and agreerttentsrincipal

for consideration.

For all coursework delivered via distance educationT he institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outeees, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate quality assurance and the assessment of student learning.

The Medical Biller Coder program is offered via distance education. The Medical Biller Coder
programhas course outlines for all of the eight (8) required class. The course outlines have a
standardized course template, course description, learning objectives, course requirements and
learning outcomes that are clearly stated.

For all coursework ddivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the acadenfigitredit
methods such as secure logins and pass codes and proctored examinations).

All students enrolling in distance education are required to complete a registration form agreeing

to the terms of the program. All online learning programs require shatents create a secure
user name and password for the specific program (through the Blackboard LMS).
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23. For all coursework delivered via distance educationThe institution monitors student progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Blackboard Coursesites learning management system allows the instructorMedical

Biller Coderonline program to access and monitor student activity in the program. The instructor
has access to view progress on the different assigned lessomnity dictie spent on each lesson,
number of times logged on to the program, and the time of day the activity took place. They also
can monitor downloads, discussion board participation, assessment results, and progression within
the course.

Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Medical Biller Coder program includes workplace assignmentsiteftotalingl60hours of
work-based activity. The workplace agreements are reviewed by the instriitector of Allied

Health, and administration and renewed on a yearly basis asrdated by program needs. The
learning outcomes for the workplace assignments are congruent with the requirements of
theschool program. The workplace assignments specify the objectives, experiences and
competencies to be completed at the work site. Tare adso describes the student evaluation
process.

Multi -Part Criterion (27%29)
27. Each workbased activity has a written instructional plan for students.
28. The written instructional plan for each weltlsed activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.
29. The written instructional plan for each webksed activity designates the-site emplger
representative responsible for guiding and ove
participating in the studentsé6é written evaluat

The Medical Biller Coder program focuses on preparing students with the skills needed to compete
effedively and transition to the workforce. To achieve this goal, the program is designed with
specific workbased training assignments. The wbdsed activity plan specifies the objectives,
experiences, and competencies to be completed at the worksitéaT hésp describes the student
evaluation process. The participating employer designates a contact person responsible for
assigning students to specific supervisors who oversee their training. The instructor meets with the
assigned supervisor to explaireth st udent 6s training plan and th
endofthewods i t e experience, the instructor and the
performance, attitude, employability skills, and industry competencies achieved. Tivissujg

given an opportunity to provide feedback on the overall quality of the worksite experience.
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30.

All work-based activities conducted by the institution are supervisedibyignated employee
possessing appropriate qualifications.

All work-based activities in the Medical Biller Coder program are supervised by the instructors
andthe Director of Allied Health who alhold a California teaching credent&glThe instructos
andDirector perform site visits to monitor student progress and obtain feedback from the worksite
supervisor.

CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with

the inception of flexibility funding for school districts and the restructuring of adult education

funding in California. Downey Unified School District has dieztDAS to be selufficient in its

operational costs to maintain a balanced budget. The Medical Biller Coder program is a very
popular program with an enrollment of over 130 students who must meet and verify program
competencies in different areas. Stutdeperform well in the skills and practical applications but

have difficulty in the technical writing components of the curriculum. The instructors and
administration are working on revising the instructional schedule to allow for small group activities

to help improve studentsd technical writing ski
the instructional day

SUMMARY

The Medical Biller Coder program is one of Dow
more popular program at the school since 2002. This well established and highly respected program
offers a quality and coffective option for adult learnersitine region. The certificated staff takes

pride in their commitment to both the traditional and online programs in that students are prepared

for entry into the workforce of this highly-temand profession.
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INTRODUCTION

The Paralegal program was established in 2012. Students prepare for employment as a Paralegal,
Legal Assistant, or Legal Secretary. The Paralegal program is only delivered via online instruction.
All students must complete eight (8) coursethe program. Students must complete the prescribed
course of study with a minimum grade &4 to receive a certificate of completion. The Paralegal
program has an enrollment of 25 students with an average completion time of one year.

ANALYSIS

Admissions
The institutionbés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronim fior the course catalog and

on t he DA &dnsdasvedublrdarmatéion n specific admission policies and requirements

for the Paralegal program are contained in the Paralegal section of the catalog in both printed
and electronic versions. Admission policies and procedures are also covered during the mandatory
orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog and student orientation materials to address admissions qualifications and
program requirements pertaining to the Paralegal program.

3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in personelgphone, website, email, and US mail.

4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comply with policies established by the Commission.

Downey Adult Scho@areer and Education Centdoes not offer a Vocational Englisis-a-
SeconelLanguage program.
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5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adult SchooCareer and Education Centers admi ssi on requiremen
admission policies and procedures, offer reasonable expectations for successfutiooroptee
Paralegal program. The Paralegal program is only offered via online delivery. The expectations
for prerequisites, productivity, achievement, and attendance are clearly listed in the catalog,
website, program requirements, course outlines, dasss syllabus. Prospective students attend a
mandatory program orientation (via online) prior to being admitted to the program. Students are
informed of the length of the program and the expectations to complete within a reasonable amount
of time.
6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult Scho@areer and Education Centdoes not offer Associate Degree programs.
An institution that admits students by exception to its standard admissits policies must:

7. Have written admissions policies and procedures for these exceptions;
TheParalegalprogram at Downey Adult School Career and Education Center does not admit
students by exception.

8. Apply them uniformly;
TheParalegalprogram at Downey Adult School Career and Education Center does not admit
students by exception.

9. Provide documented evidence on how they are used;
TheParalegalprogram at Downey Adult School Career and Education Center does not admit
students by excépn.

10. Maintain records on student progress; and,

TheParalegalprogram at Downey Adult School Career and Education Center does not admit
students by exception.
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11. Regularly evaluate theffectiveness of the procedures used in admitting students by exception.

TheParalegalprogram at Downey Adult School Career and Education Center does not admit
students by exception.

12. Orientation to technology is provided and techngzgdport is available to students.

Students in the online program participate in an online orientation session for the use of technology
in the online program. Technical support is available to all students by the instructor and the
Downey Unified SchooliBtrict Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served bingtieution.

Downey Adult SchodCareer and Education Centaperates under the authority of Downey

Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Coll&@gesParalegal program is congruent

with the mission of the school and with the oc:
of Downey Adult School Career and Education Center is to providediglity, relevant, and

industry specific programthat are accessible to adults in a variety of areas, including Career
Technical Education (CTE), High School Diploma (HSD), General Education Development
(GED), English as a Second Language (ESL), and Community Education (CE), resulting in gainful
employre nt and/ or per s on alTheprogramcobjenteves are eomsidtengwito wt h .
the mission of the school and the occupational needs of the people served by the institution.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and

el ectronic form within the course catalog and
on specific admission policies and requirements for the Paralgggram are also contained in

the student orientation handouts (program overview) which is issued to all students enrolled in the
program. Downey Adult School adheres to the District adopteddismmimination policy in
compliance with Title IX employmeatn d educati onal practices. The
and administration oversee the program to ensure consistency in the application of all policies of

the Paralegal program in place at the school.

Differences, if any, in occupational educatioprogram policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Paralegal program at Downey Adult School Career and Education Center has no exceptions
or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content
12. Annual evaluation of its objectives.

The Paralegal program objectives are included in the school catalog in both printed and electronic
versions, and in the Paralegal program overview, course syllabus, outlines, and program
orientation materials. Istructional materials are regularly reviewed to ensure that electronic
programs, textbooks (ebooks), and printed materials match the stated objectives of the course.
These materials are evaluated biannually by the Advisory Committee members to detemmine if
skills taught are meeting the current needs of employers in the field. Student achievement is
assessed by observation, activity logs, class assignments, performance reports, and exams.

191| Page



A

DA

Standard Two
SRS{’,"L'}“ Educational Programs

3CHOOL Paralegal

CAREER AND EDUCATION CENTER

A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines h&seel every two years to
reflect current industry standards. The Advisory Committee reviews the viability and relevancy of
theParalegalprogram and makes recommendations at the scheduled meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistenth desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/oproficiency required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working Paralegals
and other legal areas and are potential employersdoent program completers. The potential
employers review curriculum, tests, testing strategies, program equipment, program length,
instructional delivery methods for both traditional classroom and online programs, program
content, outcomes, and the adgmibn process. Three potential employers complete a Program
Verification Form to validate compliance of the Paralegal program. The Minutes are transcribed
immediately following the conclusion of the meeting and made available to members in printed
form andonline.

The institution considers the length and the tuition of each program in relation to the documented
entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS

evaluates theelationship between program length and tuition, and the documented entry level

earnings of completers. This is accomplished by Employer Verification Forms completed by
Advisory Committee members and average wage information of program participants compared
with other occupations. The cost of the program is generally half of the cost-ptihbbeyschools.
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28. Courses required for each program are offered with sufficient frequency &iutiesnt to complete
the program within the publicized time frame.

The Paralegal program is a 624our course with an average student completing the program in
one year. New student cohorts are accepted three times a year. The enroliment statedates
listed in the course catalog and school website.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.

Downey Adult School Career akdlucation Center does not offer Associate Degree programs.

30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of
Occupatimal Technology, is used and includes the specific career and technical education field
(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The progam has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes a minimum of 15 semester hours or 23 quarter hours of epureatibn
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

33. For all coursework delivered via distance educatonThe i nstitutionds dis
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, arddbatial awarded.

The Paralegal program is only offered via distance education delivery method. The Paralegal
programdés quality, rigor, breadth of academic
and credential awarded is identical to othErogram/classes provided on campus. The curriculum,
textbooks and electronic learning programs, assessment, and instructors are identical to those
offered in the traditional classroom setting.
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Each program offered by the institution:

34. Is approved and administered under established institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous ineohent of orcampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each cammasenit is offered;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained byirtsgtution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Paralegal program is approved by the Council of Occupational Education and operates under
the prescribed administrative policies and procedureBaiiney Unified School District which,

are listed in school catalog in both printed and online versions. The Paralegal program is offered
only on the DAS campus (via distance online learning).

The program is supervised by the Assistant Principal who ce®tbe one program instructor.
The program is monitored and supported by the site administration and the advisory committee to
assist with program needs and recommendations.

Student achievement is assessed throughout their enroliment by observaiuity, lags, class
assignments, performance reports, and exams. All students are required to meet minimum
proficiency by passing all classes with%4 and above.

Each student enrolled in the Paralegal program has a student file which is maintained in the
department office. The file contains students
program grade reports, attendance record, financial records, and miscellaneous documents
relative to the program. The instructor and clerical support aisaintain a Google Drive

containing student grades.

The Paralegal program online is described in the printed and online version of the school catalog.
The Paralegal program is supervised by the Paralegal instructor. The instructor provides students

an enail address and personal phone number for additional correspondence outside of office
hours.
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42.

43.

A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofwasdd activities; or

one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Careand Education Center is a nafegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Paralegal
program is 624 Clock Hours.

For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously)

response time of no more than 24 hours withi

the program/course.

The Paralegal program response time listed in the syllabus for asynchronous online classes is
within 24 hours, Monday through Friday, and within 48 hours on weekends and holidays.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT
FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to
use the Federal Clock ldoConversion for Student Financial Aid, indicate N/A).

The Paralegal Program at Downey Adult School Career and Education Center is not required to
use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction

1.

Academic competencies andcupational skills are integrated into the instructional program for
each occupational area.

The Paralegal program guides students learning through course outlines, competency forms to
record student progress, and equipment used in industry to sewek workplace environments.
Assignments incorporate academic competencies covering communication, computation, writing,
and critical thinking.
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The instructional programs providlestruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Paralegal program is designed to provide instruction in the competencies essential to success
in the occupation and to prepare students for employment. It also provides supplemental training
for those previously or currently employed in the field. pitoggram offers a broad foundation of
knowledge and skills in addition to the traditional role of the occupation. The program strives to
develop transferable skills along with work ethics and employability training. Students are
required to write resumes,agicipate in group discussions to stimulate interest and build
workplace skills such as communications, respect, organizational skills, productivity, and
teamwork. Students are also required to complete court observation hours.

The sequence afistruction required for program completion (lecture, lab, and Wwaded
activities) is determined by desired student learning outcomes.

The curriculum for the Paralegal program is set by the progRinector and contains the eight

(8) classes of inaiction to ensure that desirable, relevant, and current practices of the occupation
are being taught. The department chair and DAS administration are responsible for developing the
sequence of instruction, including the course outline, syllabus, and tledodment of weekly
lesson plans to address the competencies set forth for the student.

The sequence of instruction required for program completion is used to:

No o s

Organize the curriculum;

Guide the delivery of instruction;

Direct learning activitiesand,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Paralegal program is set by the progEaractor and administration and

is adhered to, to ensure students master the desired competencies required in the legal field.
Instruction begins with three foundational classes to provide a foundation to build upon. The
Paralegal students are assessed on a ragudais to monitor performance levels toward program
mastery.
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.

11.

Consists of a minimum of three members external to the institution who have expertise in the

occupational program;

Represents each serwiarea covered by the program at each meeting (main campus and each

branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least

two members physically present and one virtually present); and,

9. Meets at least twice annually;

10. Ensures that no fewer than three months separate each official committee meeting; and,

11. Follows an agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, addmographic information for each member.

12. Occupational advisory committees review, at least annually, the appropriateness of the type
of instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery)
offered within each prograno fassure that students gain competency with specific skills
required for successful completion of the program

The Paralegal program has an active occupational advisory committee with three members
external to DAS that meets twice annually. The advisarywitiee consist of potential employers

and individuals who have knowledge of the program areas, as well as, skills and experience in their
respective field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the pro@iaector, instructors, and site and

district administration. The advisory committee meets twice awdlameetings held in November

and April. Advisory committee members provide valuable insight into current trends in business
and industry. The committee is responsible for reviewing the program content and advising the
department on curriculum changes bdson its findings. The primary purpose of the advisory
meetings is to ensure that the curriculum and instruction complies with the current professional
needs. Minutes are taken at each meeting and transcribed at the conclusion of the meeting. Copies
of the printed minutes are made available to members, staff, and administration. The minutes are
also made available by email and electronically on the school website.
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16. Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Paralegal program curriculum provides students withrglhted health and safety guidelines
applicable to both the classroom setting and workplace environméet.Paralegal outline
contains lessons on job related health, safety and fire prevention in the workplace. Safety
equipment, first aid kits, fire extinguishers, and emergency exits, are reviewed with students. Job
health and safety issues are also coveredngd) the Student Orientation and contained in course
lecture and discussions.

17. To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Paralegal program ses current industry standard software programs to meet industry
standards. The programs6é Advisory Committee
curriculum is relevant and ufp-date and that current practices of the occupation are being taught.

18. All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

DAS requires that all CTE programs comply with their curricular guidelines and requirements.
Instruction is organize@nd methodically taught so that learned skills build on one another, so
students can meet workplace requirements. Ancillary instructional materials are made available
when competencies require information beyond the learning text. The instructor maio{aias

of the course outline and lesson plans for demonstrating or practicing the competencies in their
classroom along with copies of all the instructional material.

19. The institution uses a systematic, objective, and equitable metteedlofting student
achievement based on required competencies.

Each course in the Paralegal program utilizes formative and summative testing and assessments
aligned with those required by DAS. Students are formally and informally assessed on their
progress toward competency in all components of the curriculum. The instructor chooses methods
of assessment based on curriculum, competencies, and specific needs of the students, to ensure
equitable testing and effective measurement of competencies toélliste student achievement.
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20.

21.

22.

For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The online Paralgal program uses Blackboard Coursesites as the learning management system,
with Downey Adult School providing the curricular content of the program. The online program
and technology needs are overseen by the assistant principal with technology neesisiesd i
being discussed in scheduled department meetings. The school is responsible for the procurement
of all online instructional programs and for maintaining relevant courseware. The district controls
and maintains the technology infrastructure of theostls written in the district technology plan.

The school website is maintained by DigiCal, Inc., a tpagty contractor on an annual basis,

and the social media communication is maintained by the assistant principal. The online learning
system programare evaluated toward the end of the year and the curricular expectations of DAS,
in addition to cost and budgetary guidelines. The assistant principal recommends any changes or
upgrades to the software programs and agreements to the principal for catisider

For all coursework delivered via distance educationThe institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Paralegal program is only offered via distance education. The Paralegal program has course
outlines for all of the eight (8) required class. The course outlines have a standardized course
templatecourse description, learning objectives, course requirements and learning outcomes that
are clearly stated.

For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registersafdistance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codes and proctored examinations).

All students enrolling imlistance education are required to complete a registration form agreeing

to the terms of the program. All online learning programs require that students create a secure
user name and password for the specific program (through the Blackboard LMS).
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23. For all coursework delivered via distance educationThe institution monitors student progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Blackbard Coursesites learning management system allows the instructor in the Paralegal
online program to access and monitor student activity in the program. The instructor has access to
view progress on the different assigned lessons, activity time spentolessamn, number of times
logged on to the program, and the time of day the activity took place. They also can monitor
downloads, discussion board participation, assessment results, and progression within the course.

Written agreements withwork-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Paralegal students do not have an externship; therefore, the Paralegal program does not have
work-based activity partners.

Multi -Part Criterion (2729)
27. Each workbased activity has a written instructional plan for students.
28. The written instructional plan for each weltlsed activity specifies the particular objectives,
experiences, competenciesmd evaluations that are required.
29. The written instructional plan for each weblsed activity designates the-site employer
representative responsible for guiding and ove
participatinginthe sttelnt s 6 wr i tten evaluations.

The Paralegal students do not have an externship; therefore, the Paralegal program does not have
work-based activity partners.
30. All work-based activities conducted by the institution are supervisedibgignated employee

possessing appropriate qualifications.

The Paralegal students do not have an externship; therefore, the Paralegal program does not have
work-based activity partners.
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CHALLENGES & SOLUTIONS

Downey Adult School Career and Education Center has been faced with financial challenges with
the inception of flexibility funding for school districts and the restructuring of adult education
funding in California. DowneWnified School District has directed DAS to be sifficient in its
operational costs to maintain a balanced budget. The Paralegal program is a very popular program
with many students because it is delivered 100% online. Many students who are wtalgag, s

home parents, or who live too far away benefit from attending the Paralegal online program.

SUMMARY

The Downey Adult School Career and Education
since 2012. This program offers a quality aodteffective option for adult learners who want to

train for a career, but are unable to attend in person. The Paralegal instructor delivers an exceptional
online program that prepares students in all aspects of being a successful Paralegal.

201| Page



Standard Two

@
I)\A/s Rg‘l’jVL'}“ Educational Programs
SCHOOL Pharmacy Technician

CAREER AND EDUCATION CENTER

Pharmacy Technician
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Dan Legaspi

Instructors:
Allison Iglesia
Dan Legaspi

Clerical Assistant:
Amalia Gonzalez
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INTRODUCTION

The Pharmacy Technician Program at Downey Adult School Career and Eduoattar is a
620-hour career technical education training course which provides students with the basic skills
and knowledge in preparation for an edryel pharmacy technician positidduring the didactic

and laboratory portion of the program, studears trained in various pharmacy practice settings
including, but not limited to, community pharmacy, institutional pharmacy, and sterile and non
sterile pharmacy settings. Students are both trained administratively and clinically in accordance
with the pesent need and practice of the pharmacy field. Thereafter, students are placed in a school
approved externship facility to complete a 4®fur externship. Once completed, students are
eligible to apply for the California State Board of Pharmacy Registehedmacy Technician
(RPNT) license.

ANALYSIS

Admissions
The institutionés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult School are clearly stated and available

to the public in printed and eleconi ¢ f orm in the course catalo
(www.das.ed)t Information on specific admission policies and requirements for the Pharmacy
Technician program are contained in the Pharmacy Technician sedti@catalog in both printed

and electronic versions. Admission policies and procedures are also covered during the mandatory
orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hardandmlectronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in personglgphone, website, email, and US mail.
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4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures thamply with policies established by the Commission.

Downey Adult School Career and Education Center does not offer a Vocational Easgish
SeconeLanguage program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupational programs offered by the institution regardless of the delivery mode.
Downey Adult School 6s admission requirements |
offer reasonable expectations for successful completion of the Pharmacy Technician program. The
expectations for prerequisites, productivity, achievement, attexedand state certification testing
requirements are clearly listed in the catalog, website, program requirements, course outlines, and
class syllabus. Prospective students attend a mandatory program orientation prior to being
admitted to the program. Stants are informed of the length of the program and the expectations
to complete within a reasonable amount of time regardless of their chosen method of delivery.

6. Students admitted into Associate Degree programs have a high school diploma or @&eguiv

Downey Adult School Career and Education Center does not offer Associate Degree programs.

An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these extspt

The Pharmacy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.

8. Apply them uniformly;
The Pharmacy Technician program at Downey Adult School Career and Education Center does
not admit studets by exception.

9. Provide documented evidence on how they are used;

The Pharmacy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.
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10. Maintain records on student progress; and,

The Pharmacy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.

11. Regularly evaluate the effectiveness of the procedures useldnitting students by exception.

The Pharmacy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instrudors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey Unified
School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School operates under the authority of Downey Unified School District and the
California Department of Education, the Council on Occupational Education and Western
Association of Schools and Colleges. Hi@rmacy Techniciaprogram is congruet with the

mi ssion of the school and with the occupation
Downey Adult School Career and Education Center is to provide-chighty, relevant, and

industry specific programs that are accessible to adulta rariety of areas, including Career

Technical Education (CTE), High School Diploma (HSD), General Education Development
(GED), English as a Second Language (ESL), and Community Education (CE), resulting in gainful
employment and/or personal enrichmendang r oThe pnogram objectives are consistent with

the mission of the school and the occupational needs of the people served by the institution.
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Occupational education programpolicies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and

el ectronic form within the te@ww.dasedu} informdtiong and
on specific admission policies and requirements for the Pharmacy Technician program are also
contained in the student orientation handouts, which is issued to all students enrolled in the
program. Downey Adult School adheresthe District adopted nediscrimination policy in
compliance with Title I X empl oyment and educ
Technician progranirector and administration oversee the program to ensure consistency in the
application of all polcies of the Pharmacy Technician program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Pharmacy Technician program@dwney Adult School Career and Education Center has no
exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectiard the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Pharmacy Technician program objectives are included in the school catalog in both printed

and electronic versions, course syllabus, outlines, and program orientation materials. The course
objectives and curriculurare based on the objectives outlineg the California State Board of
Pharmacy. Instructional materials are regularly reviewed to ensure that electronic programs,
textbooks, and printed materials match the stated objectives of the course. These materials are
evaluated biannually by the Adviso€Committee members to determine if the skills taught are
meeting the current needs of employers in the field. Student achievement is assessed by observation,
activity | ogs, class assignment s, perfor mance
workplace performance through visitations and written evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and contentpsbgrams are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. The Advisory Committee reviews the viability and relevancy of
the Pharmacy Technician program and makes recommendationssateuled meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistent with desired student leasuiogmes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working
phlebotomists and are potential employers for recent program completers. The potential
employers review curriculum, tests, testing strategies, program equipment, and proggéam le

for classroom program content, outcomes, and the admission process. Three potential employers
complete a Program Verification Form to validate compliance of the Pharmacy Technician
program with the requirements of the California State Board of PharmBlee Minutes are
transcribed immediately following the conclusion of the meeting and made available to members
in printed form and online.

The institution considers the length and the tuition of each program in relation to the documented
entry le\el earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. This is accomplishgdBmployer Verification Forms completed by
Advisory Committee members and average wage information of program participants compared
with other occupations.
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28.

Courses required f@ach program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Pharmacy Technician program is a 620 hours course. The didactic portion is 500 hours and
the experiential training/otthe-job training portion 120 hours. DAS places students at approved
pharmacy facilities to complete the experiential trainingflogjob portion of the program.
Students are informed in the orientation and in the classroom that they can request specific sites
and locations to complete the clinical portion, but that is not guaranteed since DAS must use
approved Pharmacy sites.

Associate Degree programs offered must meet the following requirements:

29.

30.

31.

32.

The program is designed to lead graduditestly to employment in a specific career.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
The appropriate applied degree title, such as Associate of Applied Technology, Associate of

Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of

Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult &hool Career and Education Center does not offer Associate Degree programs.

The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
The prgram includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral

sciences, natural or applied sciences, and mathematics.

Downey AdulSchool Career and Education Center does not offer Associate Degree programs.
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33. For all coursework delivered via distance educationT h e institutionés di s
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Pharmacy Technician prograntiliaes resources supplemented by the Outreach and
Technician Assistance Network (OTAN) to provide students with online class components to
successfully complete online hours. The Pharmacy Technician program employs the Moodle
learning management systema vivww.adultedcourses.ortp provide online instruction. The
quality, rigor, and breadth of academic and technician standards is congruent with-cressn
instruction provided and are integrated together tffilfuthe requirements mandated by the
governing bodies in acquiring the necessary skills to become anlengtyPharmacy Technician.

Each program offered by the institution:

34. Is approved and administered under establighstdutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varid evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered,;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/opath®tional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Pharmacy Technician program is aligned with the California Board of Pharmacy and
Department of Education guidelines and is administered under established institutional policies
and procedures which is listed in our catalog as WASC (Western AssociatBohadls and
Colleges) and COE (Council on Occupational Education). The Pharmacy Technician program is
offered only on the DAS campus.

The program is supervised by the Pharmacy Technician pro@mector who oversees the
overall operation of the programThe program is monitored and supported by the site
administration and the advisory committee to assist with program needs and recommendations.

TheDirector provides students with multiple ways of communication, including a dedicated maobile
contact numbr and email address for additional correspondence outside of office hours.
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Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignment s, performance reports, and exams.
performance through visitations and written evaluations by employers.

Each student enrolled in the Pharmacy Technician program has a student file which is maintained

in the department office. The file contains
test results, program competency results, program grade repattendance record, financial

records, and miscellaneous documents relative to the program.

42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, orléblkchours of workbased activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Education Center is adegiree bearingpostsecondary, non
term clock hour institution whose programs are only offered in clock hours. The Pharmacy
Technician program is 620 Clock Hours.

43. For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronously) t
response time of no more than 24 hours within
the program/course.

(0]

The Pharmacy Technician program guidelines state in the syllabus and student contract the office
hours for the Pharmacy Technician progrd&irector and instructors. Standard communication
response time is within the hour when dealing with questiongdgaonline instruction to
maintain availability of instructor for each student.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT
FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requiremenGoomsi Prep
Review Worksheet. (If the program was not part of the sampling OR if the institution is not required to
use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The Pharmacy Technician Program at Downey Adult ScBactéer and Education Center is not
required to use the Federal Clock Hour Conversion for Student Financial Aid.

212| Page



A

DA

Standard Two
SRS{’,"L'}“ Educational Programs

SCHOOL Pharmacy Technician

CAREER AND EDUCATION CENTER

Instruction

1.

Academic competencies and occupational skillsraegyrated into the instructional program for
each occupational area.

The Pharmacy Technician program guides students learning through course outlines, competency
forms to record student progress, and equipment used in industry to simulate real workplace
environments.  Assignments incorporate academic competencies coverimguication,
computation, writing, and critical thinking.

The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Pharmacy dchnician program is designed to provide instruction in the competencies
essential to success in the occupation and to prepare students for employment. The program offers
a broad foundation of knowledge and skills in addition to the traditional role af¢bepation.

The program strives to develop transferable skills along with work ethics and employability
training. Students are also required to complete externship hours at approved pharmacy facilities.

The sequence of instruction required for progcampletion (lecture, lab, and webased
activities) is determined by desired student learning outcomes.

The curriculum for the Pharmacy Technician program is aligned with the California Board of
Pharmacy regulations and guidelines and contains the major modules of instruction to ensure that
desirable, relevant, and current practices of the occupation aregb&iught. The Pharmacy
TechnicianProgram Director, and instructors are responsible for developing the sequence of
instruction, including the course outline, syllabus, and the development of weekly lesson plans to
address the competencies set forthiheyBoard of Pharmacy. The curriculum, outlines, syllabus,
and lesson plans are consistent for this course.
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The sequence of instruction required for program completion isised to:

No ok

Organize the curriculum;

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Pharmacy dlnician program is formatted to align with the regulations

set by the California Board of Pharmacy and is adhered to, to ensure students master the desired
performance competencies required in the pharmacy field. Instruction begins with a didactical unit
to provide a foundation to build upon. The sequenced instruction includes a variety of theory,
academic knowledge, and performance skills to ensure that desirable, relevant, and current
practices of the occupation are being taught. The following unitaspfuiction build upon the
foundation with students participating in a practical lab environment to develop the requisite skills
of a pharmacy technician.

Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program te émstdesirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum of three members external to the institution who have expertise in the
occupational program;

Repesents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria present at each meeting (with at least
two members physically present and eireually present); and,

Meets at least twice annually;

Ensures that no fewer than three months separate each official committee meeting; and,
Follows an agenda and maintains typed minutes to document its activities, recommendations,
meetingattendance, and demographic information for each member.

Occupational advisory committees review, at least annually, the appropriateness of the type of
instruction (such as lecture, laboratory, wbdsed instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Pharmacy Technician program has an active occupational advisory committee with three
members external to DAS that meets tvaigeually. The advisory committee consist of potential
employers and individuals who have knowledge of the program areas, as well as, skills and
experience in their respective field.
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16.

17.

18.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition to the Pharmacy Technician prDgeutor,
instructors, and site and district administration. The advisory committsets twice a year with
meetings held in November and April. Advisory committee members provide valuable insight into
current trends in business and industry. The committee is responsible for reviewing the program
content and advising the department omriculum changes based on its findings. The primary
purpose of the advisory meetings is to ensure that the curriculum and instruction complies with the
Board of Pharmacy requirements, California Pharmacy Law and current professional needs.
Minutes are take at each meeting and transcribed at the conclusion of the meeting. Copies of the
printed minutes are made available to members, staff, and administration. The minutes are also
made available by email and electronically on the school website.

Jobrelated health, safety, and figrevention are an integral part of instruction.

The Pharmacy Technician program curriculum provides students witiheJated health and
safety guidelines applicable to both the classroom setting and workplace envitofithen
Pharmacy Technician course outline contains lessons on job related health, safety and fire
prevention in the workplace. Safety equipment, first aid kits, fire extinguishers, and emergency
exits, are reviewed with students. Job health and safetyssge also covered during the Student
Orientation and contained in course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Pharmacy Technician program uses current industry standard equipment, machines and
sof t ware programs to meet industry standards.
program annually to ensure that curriculum is relevant andadgdate and that errent practices
of the occupation are being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The California Board of Pharmacy requires that institutionsrmifig a Pharmacy Technician
program comply with minimum curricular guidelines and requirements. Instruction is organized
and methodically taught so that learned skills build on one another, so students can meet workplace
requirements. The classroom is édmatory where students practice the required skills with
performance and competency tests given to measure proficiency in each skill. Ancillary
instructional materials are made available when competencies require information beyond the
learning text. Inguctors maintain copies of the course outline and lesson plans for demonstrating
or practicing the competencies in their classroom along with copies of all the instructional
material.
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19.

20.

21.

The institution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Pharmacy Technician program utilizes formative and summative testing and
assessments aligned tvithe Board of Pharmacy curricular guidelines and mandates those
required by DAS. Students are formally and informally assessed on their progress toward
competency in all components of the curriculum. The instructor chooses methods of assessment
based orcurriculum, competencies, and specific needs of the students, to ensure equitable testing
and effective measurement of competencies to fully evaluate student achievement.

For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The Pharmacy Teclician program utilizes resources supplemented by the Outreach and
Technician Assistance Network (OTAN) to provide students with online class components to
successfully complete online hours. The Pharmacy Technician program employs the Moodle
learning mangement system vieww.adultedcourses.oitg provide online instruction. Since the
contractual responsibility falls under the responsibility of OTAN, Downey Adult School relies on
the OTAN to maintain any contitual needs with the Moodle LMS.

For all coursework delivered via distance educationThe institution has in place a

standardized course template, course descriptions, learning objectives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate qualityssurance and the assessment of student learning.

The Pharmacy Technician program utilizes resources supplemented by the Outreach and
Technician Assistance Network (OTAN) to provide students with online class components to
successfully complete onlineurs. The Pharmacy Technician program employs the Moodle
learning management system wavw.adultedcourses.or@o provide online instruction. In
congruence with the course outline and curriculum of the Pharmacknician program, OTAN
provides the program with a pliable course shell in which the prodpaector is responsible for
creating a standard template that will apply to all aspects of the course, including, but not limited
to, course descriptions, ledny objectives, course requirements and learning outcomes.
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22. For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance education course or program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secuoglins and pass codes and proctored examinations).

Students are required to attend &h8ur online module orientation on the first day of class in
campus to introduce the student to the Moodle LMS and set each student with an online account
where they an employ resources and complete assignments to complete any requirements
mandated by the course. They are also provided with the program syllabus, student contract,
attendance schedule and class schedule on the same day.

23. For all coursework delivered via distance educationThe institution monitors student progress
and participation by means such as course management systems that provide student time online,
frequency of logins, electronic footprints, electronic grade book, acéage of course
completed.

The Pharmacy Technician program utilizes resources supplemented by the Outreach and
Technician Assistance Network (OTAN) to provide students with online class components to
successfully complete online hours. The Pharmaaghiiician program employs the Moodle
learning management system viavw.adultedcourses.ortp provide online instruction. The
Moode LMS has the ability to provide records of student online time, frequenmgios,|
electronic footprints, electronic gradebook and percentage of hours completed.

Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure therotection of students.

The Pharmacy Technician program includes workplace assignments (externskifg tdtaling

120 hours of worbased activity. The workplace agreements (contracts) are reviewed by the
Pharmacy Technician prograirector and administration and renewed every 5 years based on
program needs. The learning outcomes for the workplace assignments are congruent with the
requirements of the California Board of Pharmacy and school program. The workplace
assignments specify the offjges, experiences and competencies to be completed at the work site.
The plan also describes the student evaluation process.
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Multi -Part Criterion (2729)

30.

27.
28.

29.

Each workbasedactivity has a written instructional plan for students.

The written instructional plan for each werksed activity specifies the particular objectives,

experiences, competencies, and evaluations that are required.

The written instructional jph for each worbased activity designates the-gite employer
representative responsible for guiding and ove
participating in the students6é written evaluat

The Pharmacy Technician program focusegmmparing students with the skills needed to compete
effectively and transition to the workforce. To achieve this goal, the programs is designed with
specific workbased training modules in the form of externships. The -bvaskd activity plan
specifieshe objectives, experiences, and competencies to be completed at the worksite. The plan
also describes the student evaluation process. The participating employer designates a contact
person responsible for assigning students to specific supervisors wisg@\vkeir training. The
instructor meets with the assigned supervisor
proficiency definitions. At the end of the waite experience, the instructor and the supervisor
review and eval uamance,tditiride, semployability skils, apde indusbry
competencies achieved. The supervisor is given an opportunity to provide feedback on the overall
guality of the worksite experience.

All work-based activities conducted by the institution are sigmohby a designated employee
possessing appropriate qualifications.
All work-based activities in the Pharmacy Technician program are supervised by the Pharmacy

Technician progranDirector. TheDirector performs site visits to monitor student prograssl
obtain feedback from the worksite supervisor.
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HALLENGE LUTION

The Pharmacy Technician Program at Downey Adult School continues to strive in being one of the
most upto-date, relevant and forwattiinking programs within its region. With this in mind, one

of the challenges the program fadsshe shortage of computer labs in campus, to be shared with

ot her programs and | i mit eccoansransdMomeover,avithehey pr o
growing popularity of online learning and integration with online platforms, technology support is
necessary not only for the Pharmacy Technician Program but all programs in campus. A proposed
solution is the addition ofree or two more computer lab rooms where in all programs are available

to schedule for your classes. This will allow for more technology to be integrated in the learning of

the pharmacy practice.

SUMMARY

The Pharmacy Technician occupation continues @ \iable career for those looking to enter the
healthcare field with concentration in medication therapy. In that sense, the Pharmacy Technician
Program at Downey Adult School remains to be a much saftghttraining program due to its
multi-setting couse curriculum, cosefficient fees and the ability for its students to acquire gainful
employment. With the continuous support of its school district and school administration,
exemplary teamwork of its faculty, and partnership with the community, thenBbgiTechnician
Program can continue to improve and greervingthe city of Downeyand the surrounding
communities within its region.
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Phlebotomy Technician

Department Chairperson:
Mariana Pacheco

Instructors:
Anthony Abello
Leonor Gonzalez

Rita Salcido

Clerical Assistant:

Lucille Molina
Elizabeth Villalobos
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INTRODUCTION

The Phlebotomy Technician class introduces the student to the history and current practices of
Phlebotomy. The course focuses on the skills required to become a Certified Phlebotomy
Technician (CPT1) in the State of California. Basic and advanced Rinepoechniques that

meet the California Department Biiblic Health/Laboratory Field Services Guidelines are taught.
The course provides a review of medical terminology and anatomy of the body systems required
as background knowledge as well as instructio current procedures compliant with CLSI
(Clinical Laboratory Standards Institute) standards, infection control, asepsis, proper identification
of test materials and patient/venipuncture techniques, and materials currently used in the
profession. Legabksues regarding Phlebotomy and certification is also covered.

ANALYSIS

Admissions
The institutionbés admissions policies and procedu
1. Published;

The admission policies and procedures for Downey Adult S€ayekr and Education Centare

clearly stated and available to the public in printed and electronic form in the course catalog and
on t he DA &dnsdasvedublrdarmatéon n specific admission policies and requirements
for the Phlebotom¥echnician progranare contained in the Phlebotonfigchniciarsection of the
catalog in both printed and electronic versions. Admission policies and procedures are also
covered during the mandatory orientation and the program overview.

2. Clearly Stated;

The admission policies and procedures are clearly stated in the hard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently coomunicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to studenerbally in person, by telephone, website, email, and US mail.
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4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes writtenadmission procedures that comply with policies established by the Commission.

Downey Adult Scho@areer and Education Centéepes not offer a Vocational Englists-a-
SeconeLanguage program.

5. Admission requirements offer reasonable expectations foressftd completion of the
occupational programs offered by the institution regardless of the delivery mode.

Downey Adult SchooCareer and Education Cenfers admi ssi on requiremen
admission policies and procedures, offer reasonable expectations for successful completion of the
Phlebotomy program. The expectations for prerequisites, productivity, achievement, attendance,

and state certificatiortesting requirements are clearly listed in the catalog, website, program
requirements, course outlines, and class syllabus. Prospective students attend a mandatory
program orientation prior to being admitted to the program. Students are informed ofi¢ftle ¢

the program and the expectations to complete within a reasonable amount of time regardless of
their chosen method of delivery.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.
Downey Adult Scho@areer and Education Centdoes not offer Associate Degree programs.
An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;
The Phlebotomy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.
8. Apply them uniformly;
The Phlebotomy Technician program at Downey Adult School Career and Education Center does
not admit studentsybexception.

9. Provide documented evidence on how they are used;

The Phlebotomy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.
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10. Maintain records on student progress; and,

The Phlebotomy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.

11. Regularly evaluate the effectiveness of the procedures useldnitting students by exception.

The Phlebotomy Technician program at Downey Adult School Career and Education Center does
not admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey Unified
School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult SchodCareer and Education Centeperates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges. The Phlebotomy program also
operates under the guidelines and oversight of the California Department of Public Health (CDPH)
and Laboratory Field Services (LFS) which sets the skill levels and performance mandates for state
licensure. The Phlebotomy program is congruent with the missidheo$chool and with the
occupational needs of the students served.
Education Center is to provide higjuality, relevant, and industry specific programs that are
accessible to adults in a variety of areascluding Career Technical Education (CTE), High
School Diploma (HSD), General Education Development (GED), English as a Second Language
(ESL), and Community Education (CE), resulting in gainful employment and/or personal
enri chment Therpogragwbeotivedareaonsistent with the mission of the school and
the occupational needs of the people served by the institution.
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and
electronic form within the cour se ¢nbotmatbnrog and
on specific admission policies and requirements for the Phlebotomy program are also contained in

the student orientation handouts, which is issued to all students enrolled in the program. Downey
Adult School adheres to the District adopted-aistrimination policy in compliance with Title IX

empl oyment and educat i ®@ireeadr of Nursang tind @admsnistratiorh e s c h
oversee the program to ensure consistency in the application of all policies of the Phlebotomy
program in place athte school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Phlebotomy Technician program at Downey Adult School Career and Education Center has
no excetions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objectives and the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Phlebotomy Technician program objectives are included in the school catalog in both printed

and electronic versions, course syllabus, outlines, and program orientation materials. The course
objectives are determined by the California DepartmentPoblic Health/Laboratory Field

Services Guidelines and the curriculum is based on these stated objectives. Instructional materials

are regularly reviewed to ensure that electronic programs, textbooks, and printed materials match

the stated objectives of theurse. These materials are evaluated biannually by the Advisory
Committee members to determine if the skills taught are meeting the current needs of employers in

the field. Student achievement is assessed by observation, activity logs, class assignments,

pe f or mance reports, and exams. I nstructors eve
visitations and written evaluations by employers.
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A systematic process has beamplemented to document:

13.
14.

That the objectives and content of programs are current; and,
That coursework is qualitatively and quantitatively relevant.

California Department of Education requires all course outlines be revised every two years to

reflect current industry standards. TRalifornia Department of Public Healtbhaboratory Field

Services (LFSalso schedules periodic compliance visits to vdlidga t h e

Advisory Committee reviews the viability and relevancy of the Phlebotomy program and makes

recommendations at the scheduled meetings.

Multi -Part Criterion (1526)

15.

27.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each eduetwogram annually and recommend:

Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional mateals;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,
Appropriate delivery formats for the subject matter being taught.

Advisory Meetings are held biannually and inclutieee members who are working

school

0s

phlebotomists and are potential employers for recent program completers. The potential

employers review curriculum, tests, testing strategies, program equipment, and program length

for classroom program content, outcomes, dredadmission process. Three potential employers
complete a Program Verification Form to validate compliance of the Phlebotomy program with
the requirements of the California DepartmenPablic Health/Laboratory Field ServicesThe

Minutes are transcribed immediately following the conclusion of the meeting and made available

to members in printed form and online.

The institution considers the length and the tuition of each program in relation to the documented

entry le\el earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level

earnings of completers. This is accomplishgdBmployer Verification Forms completed by

Advisory Committee members and average wage information of program participants compared

with other occupations.
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28. Courses required f@ach program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.

The Phlebotomy Technician program is an 88 hours course. The didactic portion is 48 hours and
the clinical portion is 4thours. DAS places students at approved clinical phlebotomy sites to
complete the clinical portion of the program. Students are informed in the orientation and in the
classroom that they can request specific sites and locations to complete the clirtioal, it

that is not guaranteed since DAS must use approved Phlebotomy sites.

Associate Degree programs offered must meet the following requirements:
29. The program is designed to lead graduates directly to employment in a specific career.
DowneyAdult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title, such as Associate of Applied Technology, Associate of
Applied Science, Associate of Occupational Studies, Associat8cigince, or Associate of
Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate of Applied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer AgsDeigtee programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.
Downey Adult School Career and Education Center does not offer Associate Degree programs.

32. The program includes a minimum of 15 semester hours or 23rduauts of general education
courses, with a minimum of one course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
Downey Adult School Career and Education Center does not offer AssocgatePeograms.

33. For all coursework delivered via distance educatonThe i nstitutionds dis

courses and programs are identical to those on campus in terms of the quality, rigor, breadth of

academic and technical standards, completion requirements, and the credential awarded.

The Phlebotomy Technician programnDowney Adult School Career and Education Center is not
offered via distance education.
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Each program offered by the institution:

34. Is approved and administered undstablished institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that reflect established professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learnjegtives;

39. Has individual student records, including period of enroliment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochamelgor other promotional materials
and include tuition/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among facultysindents.

The Phlebotomy Technician program is approved by the California DepartmeRtldic
Health/Laboratory Field Services Guidelines and administered under established institutional
policies and procedures which is listed in our catalog as WAB€>stern Association of Schools
and Colleges) and COE (Council on Occupational Education). The Phlebotomy Technician
program is offered only on the DAS campus.

The program is supervised by the&ector of Nursing who oversees the other program instrisctor
The program is monitored and supported by the site administration and the advisory committee to
assist with program needs and recommendations.

Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignmers , perfor mance report s, and exams. I nst
performance through visitations and written evaluations by employers.

Each student enrolled in the Phlebotomy Technician program has a student file which is maintained

inthedepr t ment office. The file contains student
results, program grade reports, attendance record, and miscellaneous documents relative to the
program.

The Phlebotomy Technician program is supervised by the Allied Heaébtor. TheDirector's
office is located in the Allied Health Office. Theector provides students an email address for
additional correspondence outside of office hours.
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42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofmasdcactivities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of
work-based activities.

Downey Adult School Career and Education Center is adegiee bearing, postecondary, non
term clock hour ingtution whose programs are only offered in clock hours. The Phlebotomy
Technician program is 88 Clock Hours.

43. For all coursework delivered via distance educationThe institution ensures timeliness of its
responses (synchronously or asynchronouslg) st udent s6 requests by pl e
response time of no more than 24 hours within
the program/course.

The Phlebotomy Technician program at Downey Adult School Caredtdirzhtion Center is not
offered via distance education.

REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Workéeet. (If the program was not part of the sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The Phlebotomy Technician Program at Downey Adult School Caredtduhtion Center is
not required to use the Federal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Phlebotomy Tanician program guides students learning through course outlines,
competency forms to record student progress, and equipment used in industry to simulate real
workplace environments. Assignments incorporate academic competencies covering
communication, @mputation, writing, and critical thinking.

229| Page



A

DA

Standard Two
SRS{’,"L'}“ Educational Programs

SCHOOL Phlebotomy Technician

CAREER AND EDUCATION CENTER

The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Phlebotomy Technician program is designed to provide instruction in the competencies
essential to success in the occupation and to prepare students for employment. The program offers
a broad foundation of knowledge and skills in addition to the ti@aiti role of the occupation.

The program strives to develop transferable skills along with work ethics and employability
training. Students are also required to complete externship hours at an approved phlebotomy
laboratory.

The sequence afistruction required for program completion (lecture, lab, and Wwaded
activities) is determined by desired student learning outcomes.

The curriculum for the Phlebotomy Technician program is set by the California Department of
Public HealthLaboratay Field Serviceand contains the major modules of instruction to ensure
that desirable, relevant, and current practices of the occupation are being taugtirébtr of
Nursing, department chair, and instructors are responsible for developing thenseqwf
instruction, including the course outline, syllabus, and the development of weekly lesson plans to
address the competencies set forth byGhkfornia Department oPublic HealthLaboratory Field
ServicesThe curriculum, outlines, syllabus, arb$on plans are consistent for this course.

The sequence of instruction required for program completion is used to:

No oas

Organize the curriculum;

Guide the delivery of instruction;

Direct learning activities; and,

Evaluate student progress in ordentaximize the learning of competencies essential to success
in the occupation

The curriculum for the Phlebotomy Technician program is set by the California Department of
Public Health/Laboratory Field Serviceand is adhered to, to ensure students master the desired
performance competencies required in the phlebotomy field. ltisinueegins with a didactical

unit to provide a foundation to build upon. The sequenced instruction includes a variety of theory,
academic knowledge, and performance skills to ensure that desirable, relevant, and current
practices of the occupation are hgitaught. The following units of instruction build upon the
foundation with students participating in a practical lab environment to develop the requisite skills
of a phlebotomist.
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Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum ohtee members external to the institution who have expertise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members wiaet these criteria present at each meeting (with at least
two members physically present and one virtually present); and,

Meets at least twice annually;

Ensures that no fewer than three months separate each official committee meeting; and,
Followsan agenda and maintains typed minutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

Occupational advisory committees review, at least annually, the appropriateness of the type of
instruction 6uch as lecture, laboratory, wdnksed instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program

The Phlebotomy Technician program tas active occupational advisory committee with three
members external to DAS that meets twice annually. The advisory committee consist of potential
employers and individuals who have knowledge of the program areas, as well as, skills and
experience in theirespective field.

All participating members are from the geographical service area. There is a minimum of three
members present at each meeting in addition toOmector of Nursing, programDirector,
instructors, and site and district administration. The advisory comenitteets twice a year with
meetings held in November and April. Advisory committee members provide valuable insight into
current trends in business and industry. The committee is responsible for reviewing the program
content and advising the department amriculum changes based on its findings. The primary
purpose of the advisory meetings is to ensure that the curriculum and instruction complies with the
California Department ofPublic HealthLaboratory Field Servicesequirements and current
professionalneeds. Minutes are taken at each meeting and transcribed at the conclusion of the
meeting. Copies of the printed minutes are made available to members, staff, and administration.
The minutes are also made available by email and electronically on the seftusite.
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16.

17.

18.

19.

Jobrelated health, safety, and fipeevention are an integral part of instruction.

The Phlebotomy Technician program curriculum provides students wittelgted health and

safety guidelines applicable to both the classroom setting and workplag®renent. The
Phlebotomy course outline contains lessons on job related health, safety and fire prevention in the
workplace. Safety equipment, first aid kits, fire extinguishers, and emergency exits, are reviewed
with students. Job health and safety issaee also covered during the Student Orientation and
contained in course lecture and discussions.

To develop skill proficiency, sufficient practice is provided with equipment and materials similar
to those currently used in the occupation.

The Phlebotomy Technician program uses current industry standard equipment, machines and
software programs to meet industry standards.
program annually to ensure that curriculum is relevant andaigate and thaturrent practices
of the occupation are being taught.

All instruction is effectively organized as evidenced by syllabi, lessons, competency tests, and
other instructional materials.

The California Department d?ublic HealthLaboratory Field Servicesquires that institutions
offering a Phlebotomy Technician approved program comply with their curricular guidelines and
requirements. Instruction is organized and methodically taught so that learned skills build on one
another,so students can meet workplace requirements. The classroom is a laboratory where
students practice the required skills with performance and competency tests given to measure
proficiency in each skill. Ancillary instructional materials are made availalllerncompetencies
require information beyond the learning text. Instructors maintain copies of the course outline and
lesson plans for demonstrating or practicing the competencies in their classroom along with copies
of all the instructional material.

The institution uses a systematic, objective, and equitable method of evaluating student
achievement based on required competencies.

Each course in the Phlebotomy Technician program utilizes formative and summative testing and
assessments aligned withe California Department oPublic Health/Laboratory Field Services
curricular guidelines and mandates those required by DAS. Students are formally and informally
assessed on their progress toward competency in all components of the curriculum.riiti®tinst
chooses methods of assessment based on curriculum, competencies, and specific needs of the
students, to ensure equitable testing and effective measurement of competencies to fully evaluate
student achievement.
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20. For all coursework delivered via distance educationT he institution directly verifies the
currency and quality of all contracted courseware on an annual basis, is directly responsible for
such currency and quality, and maintains curriculum oversight responsibility within all contracts.

The Phlebotomy Thnician program at Downey Adult School Career and Education Center is not
offered via distance education.

21. For all coursework delivered via distance educationThe institution has in place a
standardized course template, course descriptions, lgarhjactives, course requirements (i.e.
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in
order to facilitate quality assurance and the assessment of student learning.

The Phlebotomy Technician progranfaawney Adult School Career and Education Center is not
offered via distance education.

22. For all coursework delivered via distance educationThe institution has processes in place to
establish that the student who registers for a distance educatise ©r program is the same
student who participates in and completes the program and receives the academic credit (with
methods such as secure logins and pass codes and proctored examinations).

The Phlebotomy Technician program at Downey Adult Scbamer and Education Center is not
offered via distance education.

23. For all coursework delivered via distance educationThe institution monitors student progress
and participation by means such as course management systems that provide studelmdime
frequency of logins, electronic footprints, electronic grade book, and percentage of course
completed.

The Phlebotomy Technician program at Downey Adult School Career and Education Center is not
offered via distance education.
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Written agreements with work-based activity partners, if any:
24. Are current;
25. Specify expectations for all parties; and,
26. Ensure the protection of students.

The Phlebotomy Technician program includes workplace assignments (externssiig)tottling

40 hours of worbased activity. The workplace agreements (contracts) are reviewed by the
Director of Nursing and administration and renewed on a yearly bassed on program needs.

The learning outcomes for the workplace assignments are congruent with the requirements of the
California Department ofPublic HealthLaboratory Field Servicegand school program. The
workplace assignments specify the objectivesriqces and competencies to be completed at the
work site. The plan also describes the student evaluation process.

Multi -Part Criterion (2729)
27. Each workbased activity has a written instructional plan for students.
28. The written instructional pfafor each worlbased activity specifies the particular objectives,
experiences, competencies, and evaluations that are required.
29. The written instructional plan for each webtlhsed activity designates the-site employer
representative respongtbl f or gui di ng and overseeing the stu
participating in the students6é written evaluat

The Phlebotomy Technician program focuses on preparing students with the skills needed to
compete effectively and transition to therkforce. To achieve this goal, the programs is designed

with specific workbased training modules in the form of externships. The-baskd activity plan

specifies the objectives, experiences, and competencies to be completed at the worksite. The plan
also describes the student evaluation process. The participating employer designates a contact
person responsible for assigning students to specific supervisors who oversee their training. The
instructor meets with the assigned supervisor to explain thedlss nt 6 s trai ning pl
proficiency definitions. At the end of the waite experience, the instructor and the supervisor
review and evalwuate the studentds performanc:
competencies achieved. The supenvis given an opportunity to provide feedback on the overall

guality of the worksite experience.

30. All work-based activities conducted by the institution are supervised by a designated employee
possessing appropriate qualifications.
All work-based activities in the Phlebotomy Technician program are supervised Direbtor of

Nursing and Director of Allied Health. BothDirectors perform site visits to monitor student
progress and obtain feedback from the worksite supervisor.

234| Page



Standard Two

®
I)\A/S Rg‘lijL'}EY Educational Programs

3CHOOL Phlebotomy Technician
CAREER AND EDUCATION CENTER

HALLENGE LUTION

Downey Adult SchooCareer and Education Centers been faced with financial challenges with

the inception of flexibility funding for school districts and thesstructuring of adult education
funding in California. Downey Unified School District has directed DAS to besséiicient in its
operational costs to maintain a balanced budget. The Phlebotomy program is a very popular
program with consistent enrollmeof students who must meet and verify program competencies

in different areas which must be recorded. One of the challenges faced is the need for more
externship sites. Some sites take students longer tlh findfir requirements than othsites Al
Phlebotomy labs must be approved by@adifornia Department dPublicHealthLaboratory Field
Servicesn addition to the school board. This process can take a long time.

SUMMARY

The Phlebotomy program is one of Downey Adult Schoateer and Educatio@ e n t raost6 s
popular program. This well established and highly respected program offers a quality and cost
effective option for adult learners. The certificated staff takes pride in their commitment in that
students are prepared for entry into the wanté of this highly irdemand profession.
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Vocational Nursing

Department Chairperson:
Mariana Pacheco

Instructors:
Ellen Falcon
Jenette Lopez
Gale Mejico
Rosalina Vicencio

Clerical Assistant:
Maria R. Lopez

236| Page



Standard Two

Educational Programs

SCHOOL

CAREER AND EDUCATION CENTER

DOWNEY
ADULT

L

N

Vocational Nursing

(L40F GRRFL)

TUALYSE 40 UGURIGRIOTY JO FOOROURH 24 JO LoD 5 R8T 507 OF seiml

“ROGEY LSAEE GORTITEE SOURIND @A SORVRAT AT SANOU JRUGUILTSL DaAriRs 2400 RO A0 HOS YOG I WS - WEASY LOFeIn0T SOURT

SEOyEAW ASANSD UGHRINGS SOUSTSID U HGRIBAR R4 SINCY [ELOTILASY PRUNbR S G SO0 LR S5 GIMM o meuliny — ety puasy
radET UG BRRSULED 38 6] SATOY JSUSUSLTU) FE SSATEE FRE WS — ARSI IRUGINDR

URSSILWGS PW 0 SEINY PUR FRTIDS SU LI SOURNCTIR Ul RTWNL SO0 § G GO0 GROWO0S 37 A RATDY MWD S0 JRGWiTY (0L DURSD SuL

FIFLOL ONTHD
e on T EHMNIGD 117 19101
o O | i O g uD|E[AIedng
[:ra O | 0z O g diyelepes
¥ O O g O +T DUleInN 2IMEI0ed
o4 | O g O gE TUIBINY ARUIBIEN
- = = O P DUIBINK UOHERITELEH
e 0O O 0O Gl Bulsiny IEIboI0juales
TER O | 00 O TET BulsInN 11BN S /IEHPEN
] O | O e AbmooEuLRyd
I O 0 O E0 HOREInET JIeREd
o O O O o UOHEIUNWILTT
g O O O 7 FRE00.g ODUjeIny
Gl O O 01 O 25 Buj=ing Jo BIEJUSIEDUN S
oz | | | uz jusdojessd F UIMOIS
a7 O O O oz Adojoyaded
fird O | O fird WD
Fre O O O o FBOIDIEALd § ALCEDY
il Wl 0 3 Ml - 0l Bl il e
RO AP UDhEInpa FpOW AR Ep ST A | D LD pEINED a0Ue s D e -
DIUSE B 3R EAE T LT BN SRS B BIRIEAR ) BIOENRAR 5| UDEIUISU| SN0 AuE (AVHEDHA JHL HIFLIA
SIVLOL UTHIFULS U DEINGT AUE ) LS} oO 5] LN B FRINGD AUE || UWNKD g e gy oy oy kog sy sy | S aoaad ISEA0Q TTY LT
JEUMOD wBis Jeg aun e Eog ) U D wBis Jeg au w Eog ) U EED IMNLIIT VTN 35 Um0
B ALIALLDY 038 vE-HHOM AMOLYHOEE]
LOTEINDD D7UEISD B SHTRVEAT USIEINDD DOUEISD BA HOEVEAT LOTEINDD DTUEISD B SITRVEAR
0 SINGY BRI D M3 LMYND paarbay oy 0 EINGH JPAED WILEINIE paarkay ol 0 SINOH ¥ paanbay oy
[mojoq |Ejo) pUEID DD (SN [mojag |Epog pUTIE DD 1SN [mojoq | B0 pUEID DD 1SN
0 FIN0Y WPH T M3 L HYND Peankay oL 0 SRINGH 1P HILEINIE peanbay Eon JECE EINOH W3O Paarbay ol
HEYD @43 J0 WI0RA0 GU9 18 SR PURS) S0 YA anie pNOgs SIaqun s | RNy JRas PUR §aeis Ul pEue WRIbmd |20 apedd
WydD0Ed IHL NIHLIM 35HN0D HOW3 W04 §4N0H L3492 ONY §HN0H H2072 HLOE ¥31N3
RANOY JIPAID W pamseaw swesbod e o) pajapiuos &g o) 5 UeyD 5] SO DNELER]
08T LS Aped dID E.E_W_.__u_z |BuzeIOs | SSWEN EM.LE_ULL
JHYHD HNOH LIdI"IAN0oH M20 710

237| Page



Standard Two
®
I)\A/S Rg‘lijL'}EY Educational Programs

SCHoOL Vocational Nursing

CAREER AND EDUCATION CENTER

INTRODUCTION

The Vocational Nursing program was established in 2006 and is approved by the Board of
Vocational Nursing and Psychiatric Technicians (BVNPT) to prepare students for employment as
a vocational nurse. Students who complete the program have an opportubiidge their
coursework into a Registered Nurse program in a-peadndary RN program of their choice.
Students must complete the prescribed course of study with a minimum grade of 75% to be eligible
to take theNational Council Licensure Examination f@ractical Nurses (NCLERN) exam The
full-time Vocational Nursing program has an enrollment of 56 students with an average completion
time of 12 months.

ANALYSIS

Admissions
The institutionés admissions policies and procedu
1. Published;

Theadmission policies and procedures for Downey Adult School Career and Education Center are
clearly stated and available to the public in printed and electronic form in the course catalog and
on t he DA &dnsdaswde).birdormatéon gn specific admission policies and requirements
for the Vocational Nursing program are contained in the Vocational Nursing section of the catalog
in both printed and electronic versions.

2. Clearly Stated;

The admission policies aqmtocedures are clearly stated in the hard copy and electronic versions
of the catalog. During the orientation the students are given a program overview which clearly
states the admissions policies and procedures.

3. Consistently communicated to students;

The administration reviews and verifies all forms of publication prior to releasing any hard copy
or electronic version. The admissions policies and procedures are contained in the catalog and are
regularly communicated to students verbally in person, lephene, website, email, and US mail.
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4, For all students admitted to a Vocational EnghshA-SecondLanguage Program, the institution
utilizes written admission procedures that comyity policies established by the Commission.

Downey Adult School Career and Education Center does not offer a Vocational Easggish
SeconelLanguage program.

5. Admission requirements offer reasonable expectations for successful completion of the
occupatbnal programs offered by the institution regardless of the delivery mode.

Downey Adult School Career and Education Cer
admission policies and procedures, offer reasonable expectations for successful completion of

the VN program regardless of the method of delivery. Downey Adult Sclied ohly

traditional classroom instruction for the Vocational Nursing program. The expectations for
prerequisites, productivity, achievement, attendance, and state certification testing
requirements are clearly listed in the catalog, website, progranminements, course outlines,

and class syllabus. Prospective students attend a mandatory program orientation prior to being
admitted to the program. Students are informed of the length of the program and the
expectations to complete within a reasonable amatfitime in the traditional classroom
instructional setting.

6. Students admitted into Associate Degree programs have a high school diploma or its equivalent.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

An institution that admits students by exception to its standard admissions policies must:
7. Have written admissions policies and procedures for these exceptions;

The Vocational Nursing program at Downey Adult School Career and Education Center does not
admit students by exception.

8. Apply them uniformly;

The Vocational Nursing program at Downey Adult School Career and Education Center does not
admit students by exception.

9. Provide documented evidence on how they are used;

The Vocational Nursingrogram at Downey Adult School Career and Education Center does not
admit students by exception.
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10. Maintain records on student progress; and,

The Vocational Nursing program at Downey Adéthool Career and Education Center does not
admit students by exception.

11. Regularly evaluate the effectiveness of the procedures used in admitting students by exception.

The Vocational Nursing program at Downey Adult School Career and Eduédiater does not
admit students by exception.

12. Orientation to technology is provided and technical support is available to students.

Instructors in the traditional setting provide students with an orientation on the use of technology
in the program. Technical support is available to all students by the instructor and Downey Unified
School District Information Technology department.

Programs
Occupational education programs are congruent with:
1. The governing organization;
2. The mission of the institution; and,
3. The occupational needs of the people served by the institution.

Downey Adult School Career and Education Cermtperates under the authority of Downey
Unified School District and the California Department of Education, the Council on Occupational
Education and Western Association of Schools and Colleges. The Vocational Nursing program
also operates under the guidedis and oversight of the Board of Vocational Nursing and
Psychiatric Technicians (BVNPT) which, sets the skill levels and performance mandates for state
licensure through the National Council Licensure Examination for Practical Nurses (NENEX
exam.

The Vocational Nursing program is congruent with the mission of the school and with the
occupational needs of the students served.
Education Center is to provide higjuality, relevant, and industry specific gmams that are
accessible to adults in a variety of areas, including Career Technical Education (CTE), High
School Diploma (HSD), General Education Development (GED), English as a Second Language
(ESL), and Community Education (CE), resulting in gainfulplegment and/or personal

enr i chment Thepagragroljestivds aré consistent with the mission of the school and
the occupational needs of the people served by the institution. The occupational outcome for the
Vocational Nurse program is excellentth the average salary 17 percent higher than the per
capita income level in California
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Occupational education program policies are:
4. Publicly accessible;
5. Nondiscriminatory; and,
6. Consistently applied.

All school policies and procedures are clearly stated and available to the public in printed and

el ectronic form within the cowwdssedudnbotrmatioog and
on specific admission policies and requirements for the Vocational Nursing program are also
contained in the student orientation handouts and VN Handbook which, is issued to all students
enrolled in the program. Downey Adult School adhepeb¢ District adopted nediscrimination

policy in compliance with Title | X empl oyment
department chair and administration oversee the program to ensure consistency in the application

of all policies of the Vocainal Nursing program in place at the school.

Differences, if any, in occupational education program policies are justified by:
7. Student learning outcomes; and/or,
8. Program outcomes.

The Vocational Nursing program &owney Adult School Career and Education Center has no
exceptions or variances regarding the published educational program policies.

Each occupational education program has:
9. Clearly stated objectives;
10. Defined content relevant to these objedtiamd the current needs of business and industry, and,
11. Assessment of student achievement based on the program objectives and content.
12. Annual evaluation of its objectives.

The Vocational Nursing program objectives are included in the school catelbagh printed and

electronic versions, and in the VN Handbook, course syllabus, outlines, and program orientation
materials. The course objectives are determined by the Board of Vocational Nursing and
Psychiatric Technicians and the curriculum is basedthese stated objectives. Instructional
materials are regularly reviewed to ensure that electronic programs, textbooks, and printed
materials match the stated objectives of the course. These materials are evaluated biannually by

the Advisory Committee mders to determine if the skills taught are meeting the current needs of
employers in the field. Student achievement is assessed by observation, activity logs, class
assignments, perfor mance reports, and exams.
performance through visitations and written evaluations by employers.
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A systematic process has been implemented to document:

13.
14.

That the objectives and content of programs are cumadt;
That coursework is qualitatively and quantitatively relevant.

The California Department of Education requires all course outlines be revised every two years to
reflect current industry standards. In addition to the CDE requirement, each yesmnaal report

is compiled and sent to the Board of Vocational Nursing and Psychiatric Technicians to verify
compliance with Board policies, procedures, curricular guidelines. The proBiasator attends
annual program update meetings and submits validagports to the BVNPT on a periodic basis

to validate the school 6s i mplementation of
reviews the viability and relevancy of the Vocational Nursing program and makes
recommendations at the scheduled meetings

Multi -Part Criterion (1526)

15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Three bona fide potential employers review each educational program annually and recommend:
Admission requirements;

Program content that is consistent with desired student learning outcomes;
Program length;

Program objectives;

Competency tests;

Learning activities;

Instructional materials;

Equipment;

Methods of program evaluation;

Level of skills and/or proficiency required for completion; and,

Appropriate deliery formats for the subject matter being taught.

Advisory Meetings are held biannually and include three members who are working RNs and
LVNs from hospitals, medical clinics, skilled nursing facilities, and hloeadth agencies, and

are potential employs for recent program completers. The potential employers review
curriculum, tests, testing strategies, program equipment, program length, instructional delivery
methods for traditional classroom program, program content, outcomes, and the admission
proces. Three potential employers complete a Program Verification Form to validate
compliance of the Vocational Nursing program with the requirements of the California Board of
Vocational Nursing and Psychiatric Technicians. The Minutes are transcribed failcivwn
conclusion of the meeting and made available to members in printed form and online.
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27. The institution considers the length and the tuition of each program in relationdictimaented
entry level earnings of completers.

In conjunction with the Downey Unified School District and the Advisory Committees, DAS
evaluates the relationship between program length and tuition, and the documented entry level
earnings of completers. Ehis accomplished by Employer Verification Forms completed by
Advisory Committee members and average wage information of program participants compared
with other occupations. On average, the salary for programs completers is 17 percent higher than
other acupations. The cost of the program is generally half of the cospulgiic schools.

28. Courses required for each program are offered with sufficient frequency for the student to complete
the program within the publicized time frame.
The Vocational Nursing program is 48 weeks per year with an average student completing the
program in one year. The school is awaiting a decision from the Board of Vocational Nursing and
Psychiatric Technicians to revise the program hours to 45 weeksstNdent cohorts are accepted

two times per year. The enrollment start/end dates are listed in the course catalog and school
website, VN Handbook, and in the program overview/orientation materials.

Associate Degree programs offered must meet tliellowing requirements:
29. The program is designed to lead graduates directly to employment in a specific career.

Downey Adult School Career and Education Center does not offer Associate Degree programs.
30. The appropriate applied degree title,hsas Associate of Applied Technology, Associate of

Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of

Occupational Technology, is used and includes the specific career and technical education field

(i.e., Associate oApplied Science in Veterinary Technology).

Downey Adult School Career and Education Center does not offer Associate Degree programs.

31. The program has a minimum of 60 semester hours or 90 quarter hours.

Downey Adult School Career akdlucation Center does not offer Associate Degree programs.
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32. The program includes a minimum of 15 semester hours or 23 quarter hours of general education
courses, with a minimum of ore@urse from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.

Downey Adult School Career and Education Center does not offer Associate Degree programs.

33. For all coursework delivered via distaice education: T h e institutionos di
courses and programs are identical to those on campus in terms of the quality, rigor, breadth of
academic and technical standards, completion requirements, and the credential awarded.

The Vocational Nuiag program at Downey Adult School Career and Education Center is not
offered via distance education.

Each program offered by the institution:

34. Is approved and administered under established institutional policies and procedures and
supervised by an administrator who is part of the institutional organization;

35. Has appropriate and continuous involvement efampus administrators and faculty in
planning, and approval,

36. Has varied evaluation methodologies that refletaldished professional and practice
competencies;

37. Is qualitatively and quantitatively consistent at each campus where it is offered;

38. Has measures of achievement of the student learning objectives;

39. Has individual student records, imding period of enrollment, financial, and educational
program records, permanently maintained by the institution at the main campus;

40. Is identically described in appropriate catalogs, brochures, and/or other promotional materials
and include tuitia/fee charges, refund policies, admissions and academic requirements, and
information technology requirements; and,

41. Provides for timely and meaningful interaction among faculty and students.

The Vocational Nursing program is approved by the BarVocational Nursing and Psychiatric
Technicians and the Council of Occupational Education and operates under the prescribed
administrative policies and procedures of Downey Unified School District which, are listed in
school catalog in both printed arahline versions. The Vocational Nursing program is offered
only on the DAS campus.

The program is supervised by theector of Vocational Nursing who oversees the other program

instructors. The program is monitored and supported by the site admirostiatd the advisory
committee to assist with program needs and recommendations.
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42.

43.

Student achievement is assessed throughout their enroliment by observation, activity logs, class
assignment s, performance reports, and exams.
performance through visitations and written evaluations by employers. All students are required to

meet minimum proficiency by passing tests at a minimum level of 75¥aegc

Each student enrolled in the Vocational Nursing program has a student file which is maintained in
the department office. The file contains stu
results, student background record, program compsgtergsults, program grade reports,
attendance record, financial records, and miscellaneous documents relative to the program.

The Vocational Nursing program is offered only-site as described in the printed and online
version of the school catalog. Batérsions list tuition and refund policies, academic requirements,
and Information technology requirements.

The Vocational Nursing program is supervised by Bieector of Vocational Nursing. The
Director maintains office hours in the main office buildiolg Monday, TuesdayWednesdagnd
Thursdayform 8:00am to 5:30pm, and Friday from 7:00 to 11:00am. Director provides
students an email address and personal phone number for additional correspondence outside of
office hours.

A credit hour isequivalent to a minimum of each of the following: one semester credit for 15
clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours ofwasdd activities; or
one quarter credit for 10 clock hours of lecture, 20 clock hours of labaorata39 clock hours of
work-based activities.

Downey Adult School Career and Education Center is adegree bearing, postecondary, non
term clock hour institution whose programs are only offered in clock hours. The Vocational
Nursing program is 336 Clock Hours.

For all coursework delivered via distance educationT he institution ensures timeliness of its
responses (synchronously or asynchronously) to
response time of no more than 24 hours withit he i nsti tuti ondés publishe
the program/course.

The Vocational Nursing program at Downey Adult School Career and Education Center is not
offered via distance education.
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REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT

FINANCIAL AID

If this program was used as a sample for course prep review, it meets the requirements on the Course Prep
Review Worksheet. (If the program was not pdithe sampling OR if the institution is not required to

use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A).

The Vocational Nursing Program at Downey Adult School Career and Education Center is not
required to use thEederal Clock Hour Conversion for Student Financial Aid.

Instruction
1. Academic competencies and occupational skills are integrated into the instructional program for
each occupational area.

The Vocational Nursing program guides studdagsning through course outlines, competency
forms to record student progress, medical equipnad,patient care supplies used in industry to
simulate real workplace environments. Assignments incorporate academic competencies covering
patient care, commmication, record keeping, computation, writing, and critical thinking.

2. The instructional programs provide instruction in the competencies essential to success in the
occupation, including job knowledge, job skills, work habits, and attitudes.

The Vocational Nursing program is designed to provide instruction in the competencies essential
to success in the occupation and to prepare students for employment. The program offers a broad
foundation of knowledge and skills in addition to the traditiomde of the occupation. The
program strives to develop transferable skills along with work ethics and employability training.
Students are required to write resumes, participate in group discussions, and work on group
projects to stimulate interest anduild workplace skills such as communications, respect,
organizational skills, productivity, and teamwork. Students are also required to complete clinical
hours with an LVN or RN.

3. The sequence of instruction required for program completion (lectur@ndhyorkbased
activities) is determined by desired student learning outcomes.

The curriculum for the Vocational Nursing program is set by the Board of Vocational Nursing and
Psychiatric Technicians and contains the major modules of instruction tweetigat desirable,
relevant, and current practices of the occupation are being taught. The department chair and
instructors are responsible for developing the sequence of instruction, including the course outline,
syllabus, and the development of weegbsbn plans to address the competencies set forth by the
BVNPT.
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The sequence of instruction required for program completion is used to:

4.
5.
6.
7.

Organize the curriculum;

Guide the delivery oinstruction;

Direct learning activities; and,

Evaluate student progress in order to maximize the learning of competencies essential to success
in the occupation

The curriculum for the Vocational Nursing program is set by the Board of Vocational dlarsin
Psychiatric Technicians and is adhered to, to ensure students master the desired performance
competencies required in the Vocational Nursing field. Instruction begins with a didactical unit to
provide a foundation to build upon. The sequenced instrudncludes a variety of theory,
academic knowledge, and performance skills to ensure that desirable, relevant, and current
practices of the occupation are being taught. The following units of instruction build upon the
foundation with students participag in a practical lab environment to develop the requisite skills

of a vocational nurse. The Vocational Nursing students are assessed on a regular basis to monitor
performance levels toward program mastery.

Multi -Part Criterion (815)

8.

Occupational advisory committees are appointed for each program to ensure that desirable,
relevant, and current practices of each occupation are being taught.

Each occupational advisory committee:

9.

10.
11.
12.
13.
14.

15.

Consists of a minimum of three members external tangtéution who have expertise in the
occupational program;

Represents each service area covered by the program at each meeting (main campus and each
branch campus);

Has at least three external members who meet these criteria pressssit ateeting (with at least

two members physically present and one virtually present); and,

Meets at least twice annually;

Ensures that no fewer than three months separate each official committee meeting; and,

Follows an agenda and maintains typedutes to document its activities, recommendations,
meeting attendance, and demographic information for each member.

Occupational advisory committees review, at least annually, the appropriateness of the type of
instruction (such as lecture, laboratory,ritbased instruction, and/or mode of delivery) offered
within each program to assure that students gain competency with specific skills required for
successful completion of the program
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