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	College: 
	Tacoma Community College

	Contact Person:
	Kim Ward

	Phone:
	253-566-6048
	Email:
	kward@tacomacc.edu

	Brief Program Summary:
	This is a three quarter program consisting of 19 professional/technical credits. This certificate prepares students to be employable as entry-level medical office clerks.  Typical duties might include answering phones, greeting clients, typing, making appointments and filing.



	Professional-Technical Program (P-T) Title:
	Medical Office Clerk

	CIP Code:
	51.0712

	EPC Code:
	312

	I-BEST Instruction Start Date:
	Fall, 2008


	Number of students expected to be served
	15

	Minimum Entry Criteria including ABE & ESL Levels
	CASAS reading and listening 221 or higher, and a recommended math score of 221 or higher

	Professional/Technical Entrance Requirements for the next level (GED, Asset/Compass scores, etc.)
	College Level English and Reading – Acuplacer Scores Reading 87 -120, English 91-120

	Job Title(s) for I-BEST program completers
	Office Clerk, Medical Office Clerk, Medical Secretary, Receptionist and Information Clerk

	Median salary for I-BEST program completers
	$11.93 – 15.74 per hour


______________________________________             _________________________________________

Signature of Workforce Administrator                             Signature of Adult Basic Education Administrator
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Denied  FORMCHECKBOX 

Date Approved __________
Please complete column 2 with responses to criteria in column 1.  
	Criteria
	College’s response to essential elements.
	Reviewers’ Comments

	1. Program has an identified educational pathway(s) linked to a career pathway. 
	Essential elements to meet criteria.

Proposal provides evidence that the program is part of an educational pathway, linked to a career pathway, which begins with adult basic education ABE/ESL and continues to a one-year certificate and beyond. Proposal clearly articulates how each level of attainment in the educational pathway prepares students to readily engage in the next level.  Proposal includes a pathway diagram (see attached example).
	

	2. 
	The Medical Office Professional program currently offers three certificate options: Medical Office Clerk (17-credits), Medical Registration and Admissions Specialist (29 credits), and Medical Office Assistant (45 credits). If taken in sequence, these certificates are designed to be progressive. Each of the options prepares students for entry-level employment in a medical/healthcare office setting with increasing levels of responsibility and employability. 

The medical office clerk program is the point of entry in the Medical Office Assistant 55 credit certificate program, which leads directly to an Associate in Applied Science 94 credit degree program.  A student who has completed the medical office clerk certificate has completed 17 credits that transfer directly into either the certificate or the AA degree. Students may also apply all but one of the MOC classes to a 54 credit medical transcription certificate.


	

	2. Proposal demonstrates at the completion of the program, completers will have the opportunity to fill job openings and/or are provided with preferential status for next program level. 
	Essential elements to meet criteria.

Proposal (1) provides labor market data that shows evidence of available jobs for program graduates at a minimum of $12 per hour ($14/hr for King County) and/or (2) provides a description of how preferential status will be given to I-BEST program completers for enrollment into the next program level.
	Also approved as an Opportunity Grant Pathway.

Program completers for Pierce County:
General Office/Clerical = 70

Office Clerk Wage = $13.84/hour

Medical Receptionist = 38

Medical Secretaries Wage = $16.12 hour

Receptionist = 6 
Receptionist wage = $11.97/hour

	3. 
	(1) According to current data from Workforce Explorer, each of the above mentioned positions are classified as “in demand” with median salaries ranging from $11.93 to 15.74 per hour.  Projected annual openings in Pierce County are estimated as follows: Office Clerk = 273; Medical Secretary = 89; Receptionist and Information Clerk = 117.  Short term growth rates for these positions range from 1.19% to 2.8% and long term growth rates range from 18.7% to 26%.
(2) Students who successfully complete the I-BEST medical office clerk program and who have achieved college level reading and English will be guaranteed admission into the medical office assistant program, and/or other Medical Office certificate programs.

	

	3. Proposal describes integrated professional-technical and adult basic education learning outcomes.
	Essential elements to meet criteria.

Proposal provides (1)  targeted integrated learning outcomes that include WA Adult Learning Standards and relevant professional-technical skills standards, and (2) requirements for employment at the conclusion of the I-BEST and (3) the next level of training specifying academic entry levels, tests and/or certifications, other skills or experience.
	

	4. 
	College’s response.

(1) Program learning outcomes:

1. Speak so others can understand and listen actively in order to communicate clearly and effectively with other members of the healthcare team.

2. Speak so others can understand and listen actively in order to communicate professionally in person, on the telephone, and in written and electronic formats.

3. Read with understanding and convey ideas in writing in order to appropriately use medical office software to manage the flow of work in a medical office.

4. Read with understanding and convey ideas in writing in order to demonstrate comprehension of professional practice standards, job requirements, ethics, continuing education, and professional licensing and certifications.

5. Read with understanding and convey ideas in writing in order to demonstrate knowledge of standards and regulations related to healthcare documentation.

6. Read with understanding and convey ideas in writing in order to demonstrate knowledge of the purpose and content of the healthcare record and other healthcare documents

(2) The Medical Office Clerk must communicate effectively with healthcare providers to efficiently perform a variety of administrative support tasks in a healthcare facility to include:  Greeting & registering patients, scheduling appointments, obtaining account information, answering phones, responding to questions and inquiries, assembling new charts, updating, photocopying, filing charts, entering information into automated systems, accepting and receipting payments, etc.  Clerks must respect patients’ rights to privacy, confidentiality and correctly respond to requests for release of medical information, and MO 143 (professional development) includes this information as well as training and testing for HIPAA compliance. The Medical Office Clerk program addresses effective communication with medical professionals through the medical terminology (HIM 130) and professional development classes, and students learn computer skills necessary to register patients, post procedures and payments and enter information into automated systems with computer training in CU 105 and MO 100 (Medical Office Procedures).  Rapid keyboarding skill is essential to efficiently entering data in a timely manner, and students complete CU 106 (typing for speed and accuracy) to address this skill.  Knowledge of chart assembly, organization, and alphanumeric filing methods are presented throughout MO 100, and the legal aspects of those skills are reinforced in MO 143 (professional development).  Students learn that good customer service skills (BUS 102) actually can improve patient understanding and compliance.  

(3) Upon completion of the IBEST program students may continue on the Medical Office Pathway once they have reached college level English, and Reading. All IBEST students meeting these requirements will be guaranteed admission to the next step in the pathway. IBEST students are strongly encouraged to take the ESL Transition course which focuses on transition to college, including preparation for the college placement exam, Acuplacer. TCC is also in the process of exploring the option of implementing the ESL Acuplacer, a version of the college placement exam designed specifically for the specific needs of English Language Learners and hopes to implement this change by fall of 2008. 

Students who have not yet reached college level will transition to developmental education or academic ESL to prepare for college level coursework. 

	

	5. Proposal describes integrated assessment development and/or use.
	Essential elements to meet criteria.

Proposal describes specific tools that have been integrated to assess student learning in both basic education and professional-technical competencies.  Proposal describes the development and use of the tools by both instructors.
	

	6. 
	Basic skills gains will be measured quarterly using the CASAS employability assessment system. Students will be pre tested at the beginning of the program, and post tested according to state standards at the end of each quarter. All CASAS gains will be collected and reported via TOPS Pro and uploaded quarterly into WABERS. In addition, all attendance hours will be recorded and entered quarterly into WABERS. 

Tacoma Community College has developed and implemented program-wide learning outcomes throughout the entire college. Instructors in all divisions have participated in outcomes assessment training lead by a nationally renowned expert in the field of Program Learning Outcomes and Assessment. All programs have submitted program learning outcomes and are in the process of developing and administering outcomes assessments.  
Component courses of the Medical Office Clerk program have specific standardized tests of course achievement that students must successfully complete.  The final examination for the Medical Office Procedures component course requires integration of Medical Terminology and computer skills classes.
Both formative and summative assessment activities are part of the ongoing experience of all students in the MOC program. In the IBEST model, basic skills and professional/technical faculty work closely to review and modify curriculum including all assessment activities to evaluate appropriateness for the population. The basic skills instructor will review existing assessment activities and make recommendations for modifications appropriate for the population. In addition, the basic skills instructor will work closely with the professional/technical instructor to develop additional authentic activities designed to assess integrated program learning outcomes and course objectives.  Furthermore, basic skills and professional technical faculty will jointly administer and evaluate assessment activities and conference about individual student progress in both areas of basic and professional technical skill development. 

	

	7. Proposal describes integrated teaching strategies. 


	Essential elements to meet criteria.

Proposal specifically describes the team teaching model that includes joint course planning and at least an instructional overlap of 50% of the class time.
	

	8. 
	Basic skills and professional/technical faculty will team-teach during the professional technical credits, providing 50-100% overlap in each I-BEST course. Professional/technical and basic skills faculty will engage in joint planning and curriculum development. Prior to the beginning each quarter, the professional/technical faculty will provide complete curriculum and instructional materials for the basic skills instructor for review and planning. Both faculty will evaluate course content and provide feedback on content and methods of delivery. In addition to enrolling in required professional/technical courses, IBEST students will take additional IBEST support classes for each professional/technical course to ensure sufficient intensity and duration for both professional/technical and basic skills gain. 
In the IBEST classroom, both instructors actively participate in the delivery of the content. The primary role of the professional/technical instructor as the content “expert” is to deliver the professional/technical content.  The basic skills instructor is actively engaged in the delivery of the content, however, his or her role is more focused on monitoring comprehension and clarifying concepts, language, and skills.  The basic skills instructor will pace instruction, highlight important concepts, and review content.  For example, in a computer user course, the professional technical instructor may lecture on a new concept or procedure while the basic skills instructor stands at the podium demonstrating the new procedure. He or she may also outline lectures or circulate in the classroom to keep students on track.
	

	9. Proposal describes strategies for student success.  


	Essential elements to meet criteria.
Proposal describes specific strategies that are effective with traditionally underserved and academically challenged populations.  Strategies must address innovative efforts for (1) recruitment/screening, (2) retention, and (3) program completion. Student support strategies (include college resources and systems navigation, financial aid assistance, career/educational planning, and barrier identification and mitigation).
	Very comprehensive!

	10. 
	Recruitment will take place both in-house and outside the program.  In-house, TCC faculty and administrators will provide information sessions for basic skills students interested in transitioning from ABE/GED and/or ESL instruction into a professional/technical certificate program.  Information sessions will be advertised in class, with instructors providing initial information about newly developed and existing integrated course offerings.  Information sessions will include an overview of I-BEST offerings as well as information on financial aid.  Participants may include basic skills and professional technical faculty, professional/technical program chairs or coordinators, a representative from the financial aid department, worker retraining, as well as a representative from the career center and advising.  In addition, professional technical and basic skills faculty will present information about program structure and additional basic skills support available for participants in this program. A PowerPoint presentation based on our current students’ questions about IBEST has been developed and is used for these information sessions.

The Basic Skills Student Support Specialist will attend regular meetings with the Advising and Counseling departments to provide current information about IBEST offerings and program criteria. Advising and counseling staff often meet with students whose assessment scores reflect a need for remedial work. Many of these individuals qualify for basic skills instruction.  IBEST is often a more appropriate referral for these students.  Providing current information and working closely with advising and counseling staff will increase referrals for the program. 
Tacoma Community College will also work with local partners such as Tacoma Community House, Employment Security, The Tacoma Pierce County Employment and Training Consortium, Tacoma Goodwill, The Housing Authority, and the Department of Social and Health Services to recruit low income participants looking to transition to employment and training opportunities.  We will also recruit through our current WorkFirst basic skills programs as well as the new comprehensive evaluation process with WorkFirst / TANF clients.

Initial screening will be completed by the Student Support Specialist, a position in the basic skills department currently dedicated to intake and support for ABE/GED, ESL, and the Integrated Basic Skills participants. This person has served as the first point of contact for all students interested in these programs for the past 2 years. She will conduct an in-depth intake process and will work with students to identify barriers to participation. She will also complete a comprehensive assessment of current skill level, and conduct initial educational planning activities.  CASAS scores of 221 is recommended for students entering the Medical Office Clerk IBEST program, however, additional assessments may be administered when appropriate and exceptions may be made if a learner demonstrates competence and ability to  benefit.
Once the student has completed the initial intake, the student support specialist will walk the student through the registration process and will make appropriate referrals/connections for financial aid assistance and other support services.
Other recruitment strategies include information sessions with local high school counselors who may be working with ELL learners scheduled for graduation who are not yet prepared for college level coursework. TCC recently held a breakfast for this group where IBEST program staff presented IBEST options and information. The responses from the evaluations were very positive, and the presentation generated a lot of interest. 
TCC has also posted bus advertisements which were circulated in 60 Pierce Transit buses for a total of 12 weeks this last spring and summer as well as broadcasted advertisements on two bilingual radio stations. Finally, TCC is currently working with the marketing department to revamp all IBEST marketing materials to include more student friendly language related to career pathway options.
Comprehensive support services are a part of the IBEST process.  The student Support Specialist is actively involved with all IBEST students throughout the IBEST experience and beyond. The Student Support Specialist acts as a navigator for the IBEST students. In addition to providing ongoing intensive advising, the Student Support Specialist works closely with each IBEST student to identify any barriers that may get in the way of his or her continuation and success in the program. She identifies resources and connects the students with the appropriate person, department, or agency and follows up to make sure the students needs have been met. With this comprehensive support model, the students are not left to navigate an often confusing system. They have one point of contact who does the leg work to make sure the student gets where they need to go. 

In addition to services provided through the student support specialist, TCC offers a number of support services and strategies geared at ensuring student success. TCC’s Student Learning Support Services include: a comprehensive Computer Assisted Learning Lab, the Language Center, a Math and Advising Resource Center, Reading and Study Skills Lab, and a Writing and Tutoring Center.  In addition, tutors will provide additional support in the actual IBEST classes.  Access services / Disability support is provided through the college’s Access Services Department as well as through a part time basic skills faculty / Learning Support Specialist who participates in the LDQI process.
The Career and Job Center offers students one on one personal services including: files on hundreds of careers; a comprehensive career exploration library; internship and service learning opportunities; information and assistance with interviewing and resume writing; college catalogs and transfer information. Students also have access to the WorkSource database to search for part time and full time jobs, labor market information, and tutorials.  
The Center for Academic Support and Achievement (CASAS) provides comprehensive advising services and advocacy for first generation college students who have demonstrated financial need. Services include career exploration services, college skills workshops, educational planning, financial aid advising, personal development advising, scholarship search assistance, and mentoring. 
Students have access to TCC’s children’s center, which will open its doors to a brand new facility this fall, significantly increasing the number of childcare slots for TCC students. This center provides a sliding fee scale for students in need of financial assistance. In addition there are several local childcare centers within walking distance to the college.  

The Counseling Center has 6 full time faculty counselors who provide both personal and career counseling as well as comprehensive educational planning services.

Finally, TCC offers students access to two computer labs with approximately 140 computers for student use.  Lab schedules include daytime, evening and Saturday hours. In addition, the program funds an online learning specialist who is available during scheduled lab times to assist students with online learning activities.  Students also have access to an online learning program, PLATO, for supplemental basic skills instruction. PLATO is an online learning program that offers a comprehensive collection of internet-based learning modules designed to help students increase basic skills. PLATO tracks learner activity and progress, and enables students to log on and continue from where they left off.


	

	11. Proposal describes strategies to promote transition into and success within the next step of the pathway.
	Essential elements to meet criteria.
Proposal describes specific strategies for student transition to the next program level including pathway planning, financial aid assistance and on-going academic support.  
	This is a very impressive model for transition.

	12. 
	Tacoma Community College has developed a clear pathway for second language learners.  Students progress through the federally supported levels. Once a student has reached and/or completed level 6, they are eligible to test into  a developmental ESL program (Academic ESL) which combines both immigrant and refugee and international students. The goal of this program is to prepare students for developmental or college level coursework.  Some students, however, may bypass developmental ESL courses and move into regular developmental or college level courses.
Tacoma Community College has also recently revamped the developmental education program in reading and writing, creating a stronger bridge between basic skills and developmental education.  We found that many students with high school diplomas or GEDs placed below the cut scores identified for developmental education. Basic skills courses were not appropriate to address the needs of these learners, so TCC developed a “pre college” series to prepare students to transition to developmental education, and then on to college level coursework. The pre-college courses are taught by basic skills faculty, which provides an even stronger bridge for these students. 
Students who complete a developmental reading or English class may take the Acuplacer again, and may possibly be ready to move directly into college level classes if their scores have increased sufficiently rather than continuing on the developmental sequence.
This year, TCC has developed and implemented a new basic skills course called “Transition to College”. This course is designed to prepare advanced level ABE and ESL students to successfully transition to college.  Students learn academic skills, study skills, and college success skills necessary to enter college level courses.   This course also features workshops on the college admissions process, financial aid applications, and other student services available at the college. In addition, students are prepared for what to expect on the college placement exam. Upon completion of the course, students have the opportunity to take the college entrance exam free of charge.  

In addition to these bridge programs, Tacoma Community College utilizes a comprehensive computer assisted learning program, PLATO, which includes an extensive curriculum offering a strong supplement to the basic skills, Pre College, and developmental coursework. Students can access the online program 24 hours a day, 7 days a week, wherever internet access is available. The supplemental online program has proven to be very popular with students, and appears to be contributing to gains in basic academic skills.
Tuition assistance for the Medical Office pathway includes Worker Retraining funds, WorkFirst Tuition Assistance, Opportunity Grants, 503 funds, and Foundation Scholarships. In addition, local community partners have provided funding in the past for eligible participants.  For example, one student in our Pilot program qualified for Fair Trade Act Funding, and another received funding thought the employment and training services at Tacoma Community House. During the pilot project, the students received scholarships through professional organizations such as NAYEC, National Association for the Education of Young children (Child Development Associate, IBEST Pilot). 

The proposed program ladders to a 2-year Medical Office Professional Associate in Applied Science Degree which is an approved program qualifying for federal financial aid. Students who qualify for federal financial aid may apply for partial aid. 

In addition to financial assistance, the Tacoma Community College Foundation publishes an annual guide to scholarships and Grants available to students enrolled at Tacoma Community College. The guide outlines grants and scholarships available, application criteria and instructions as well as the total award amount. In addition to information about numerous grants and scholarships, the guide outlines the application process for supplemental assistance, as well as tuition waiver scholarships.


	

	13. Optional:  Is there any additional information that you choose to share, for instance connection to other initiatives, and support from other entities like the local workforce development council, economic development council, cultural and/or social service organizations, etc.
	College’s response.

	


	Assurances
	Check box that the college provides assurance for each of the following:
	

	1. 
	x  The college provides assurance that local and regional labor market demand in the industry has been verified (a variety of resources can be used including traditional labor market data, industry data, trade association data, and other transactional data)
	

	2. 
	x The college provides assurance that there has been active involvement by employers and community partners in the development and in providing ongoing support for the I-BEST program.
	

	3. 
	x The college provides assurance I-BEST completers will have all the requisite education and skills (including required academic levels, skills and experience, and passage of tests or certifications, etc.) to move into employment and the next level of the pathway.  
	

	4. 
	x The college provides assurance that there is no duplication in courses within the pathway.
	

	5. 
	x The college provides assurance that I-BEST students will have individualized education and career plans to aid in the continuation of their skill and wage progression.
	


Please complete information for EACH of the I-BEST program’s courses in the formats listed below.
Format 1—complete for integrated courses with at least a 50% overlap of instruction:

	P-T course name: Keyboarding Basics

	 Credits: 2
	Dept./Division: Business
	Course Number: CU 91

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours:
11
	Class size: 25

	P-T course name:  Introduction to windows and the www
	 Credits:  2
	Dept./Division: Business
	Course Number:  CU 100

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75):  3.5
	ABE/ESL quarterly hours:
11
	Class size: 25

	P-T course name: Word 1
	 Credits: 2
	Dept./Division: Business
	Course Number: CU 102

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours:
11
	Class size: 25

	P-T course name:  Customer Service
	 Credits: 2
	Dept./Division: Business
	Course Number: BUS 102

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours: 11


	Class size: 25

	P-T course name:  Excel 1
	 Credits:  2
	Dept./Division: Business
	Course Number:  CU 103

	P-T course quarterly hours:  22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours:
11
	Class size: 25

	P-T course name:  Typing for Speed and Accuracy
	 Credits: 2
	Dept./Division: Business
	Course Number: CU 106

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours:
11
	Class size: 25


	P-T course name: Medical Office Terminology 
	 Credits: 3
	Dept./Division: Business
	Course Number:  HIM 130

	P-T course quarterly hours: 33
	credit equivalency (total credits x 1.75): 5.25
	ABE/ESL quarterly hours:
33
	Class size: 25

	P-T course name: PowerPoint
	 Credits: 1
	Dept./Division: Business
	Course Number:  CU 104

	P-T course quarterly hours: 11
	credit equivalency (total credits x 1.75): 1.75
	ABE/ESL quarterly hours:
6
	Class size: 25

	P-T course name: Medical Office Procedures
	 Credits:  3
	Dept./Division: Business
	Course Number: MO 100

	P-T course quarterly hours: 33
	credit equivalency (total credits x 1.75): 5.25
	ABE/ESL quarterly hours:
33
	Class size: 25

	P-T course name: Professional Development
	 Credits: 2
	Dept./Division: Business
	Course Number:  MO 143

	P-T course quarterly hours: 22
	credit equivalency (total credits x 1.75): 3.5
	ABE/ESL quarterly hours:
22
	Class size: 25


Format 2 —complete for non-integrated courses that directly support the I-BEST program (not eligible for enhanced FTE):

	ABE/ESL course name:
Computer User 1 for ABE

Computer User 1 for AESL
	Dept./Division: Basic Skills
	Course Number: 

IBEST 010
IBEST 011

	ABE/ESL quarterly hours:
33
	Class size:25


	ABE/ESL course name:
Customer Service for ABE

Customer Service for AESL
	Dept./Division:  Basic Skills
	Course Number: 

IBEST 012

IBEST 013

	ABE/ESL quarterly hours:
33
	Class size:25

	ABE/ESL course name:
Customer Service for ABE

Customer Service for AESL
	Dept./Division:  Basic Skills
	Course Number: 

IBEST 034

IBEST 035

	ABE/ESL quarterly hours: 22


	Class size:25


	ABE/ESL course name:
Medical Office Terminology for ABE
Medical Office Terminology for AESL
	Dept./Division: Basic Skills
	Course Number: 

IBEST 070

IBEST 071



	ABE/ESL quarterly hours:
33
	Class size:25


	ABE/ESL course name:
Medical Office for ABE

Medical Office for AESL
	Dept./Division: Basic Skills
	Course Number: 

IBEST 072

IBEST 073



	ABE/ESL quarterly hours:
55


	Class size:25
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