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	Glendale Community College Instructional Division

 Course Level Student Learning Outcomes Assessment Timeline




	Division name: Continuing Education-Business and Life Skills Division


	What is the SLO Course-Level Assessment timeline for your division?:

Please list each course taught in your division below and explain the timeline by which its SLOs will be assessed.  It is recommended that your division designs its assessment planning in the following way

· All courses which are GCC degree applicable courses, GE courses, basic skills courses, or other core courses in each division should be evaluated within a 3 year cycle

· All other courses should be assessed at least once in a 6 year cycle

· Continue to add courses below until you have developed an assessment timeline for each course in your division
	Ideal examples of SLO assessment timelines are:

· Are practical and sustainable

· Ensure that course SLOs are assessed regularly

· Include teams for assessment data collection and analysis and assessment report writing that include faculty members who are instructors of the courses/programs assessed



	Insert course name and number below
	Explain if course is a degree applicable course, a GE course, a basic skills course or other type of core course in your division


	In general, how frequently is course offered?  How many sections are offered annually?
	In what semester and what year will you assess this course?
	Who will interpret the SLO assessment data and write a report of the findings? (Include report writer’s name and, if possible, other participants)


	Any additional commentary (e.g., other assessment data that you may have for this course)

	OBT 011
Beginning Keyboarding
	Certificate applicable
	Semester: every Annually: 3-5 sections per semester
	Fall, 2016 and Spring, 2018


	C. Thoke  in collaboration with all keyboarding faculty
	Up to eight keyboarding instructors will be collecting the necessary data


	OBT 012
Intermediate Keyboarding
	Certificate applicable
	Semester: every Annually: 3-5 sections per semester
	Fall, 2015 and
Spring, 2017
	C. Thoke  in collaboration with all keyboarding faculty
	Up to eight keyboarding instructors will be collecting the necessary data



	OBT 013
Advanced Keyboarding
	Certificate applicable
	Semester: every Annually: 3-55 sections per semester
	Spring, 2016 and Fall, 2017


	C. Thoke  in collaboration with all keyboarding faculty



	Up to eight keyboarding instructors will be collecting the necessary data



	OBT 014
High School Keyboarding
	Not applicable for certificate program.

	Semester: every Annually: 3-4 sections per semester
	Fall, 2015
Dependent on enrollment
	C. Thoke  in collaboration with all keyboarding faculty
	Up to eight keyboarding instructors will be collecting the necessary data



	OBT 021

Business Math/Calculator
	Certificate applicable
	Semester: every Annually: 4 sections per semester
	Fall, 2016 and Spring, 2018
	C. Thoke  in collaboration with all math faculty
	Five math instructors will be collecting the necessary data

	OBT 022

Beginning Account Clerk
	Certificate applicable
	Semester: every Annually: 4 sections per semester
	Fall, 2015 and

Spring, 2017
	C. Thoke  in collaboration with all math faculty
	Five math instructors will be collecting the necessary data

	OBT 023

Advance Account Clerk
	Certificate applicable
	Semester: every Annually: 4 sections per semester
	Spring, 2016 and Fall, 2017
	C. Thoke  in collaboration with all math faculty
	Five math instructors will be collecting the necessary data

	OBT 031
Business Writing: Email


	Certificate applicable
	Semester: every Annually: 1-2 sections per semester
	Fall, 2016
	R. Shamieh and P. Sternau
	

	OBT 032
Business Writing: Memo


	Certificate applicable
	Semester: every Annually: 2 or 3 sections per semester

	Fall, 2017
	P. Sternau and R. Shamieh
	

	OBT 033
Business Letter Writing

	Certificate applicable
	Semester: every Annually: 2 or 3 sections per semester

	Spring, 2018
	R. Shamieh and P. Sternau
	

	OBT 034
Filing Fundamentals

	Certificate applicable
	Semester: every Annually: 2 or 3 sections per semester
	Fall, 2016
	P. Sternau and R. Shamieh
	

	OBT 035
On-The-job Communications


	Certificate applicable
	Semester: every Annually: 1 or 2 sections per semester
	Fall, 2015
	R. Shamieh and C. Pollack
	

	OBT 040

21st Century Employment Strategies
	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Spring, 2017
	C. Pollack and R. Shamieh
	This course is also the capstone for Office Clerk I certificate program

	OBT 050

Customer Service Skills


	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Spring, 2016
	C. Pollack and R. Shamieh
	This course is also the capstone for Introduction to Hospitality  certificate program

	OBT 055

Office Equipment
	Certificate applicable
	Semester: every Annually: 1 section 

per semester

	Fall,  2017
	R. Shamieh and P. Sternau
	

	OBT 061

Medical Front Office


	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Spring, 2016
	A. Grigorian and A, Lelikyan
	

	OBT 062

Dental Front Office


	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Fall, 2015
	A. Grigorian and A. Lelikyan
	

	OBT 065

Careers in Hospitality


	Certificate applicable
	On Hold
	
	TBD (formerly M. Lao)
	

	OBT 066
Hospitality and Tourism


	Certificate applicable
	On Hold
	
	TBD (formerly M. Lao)
	

	OBT 095

QuickBooks Automated Accounting


	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Fall, 2016
	A. Amirian
	

	OBT 097

Peachtree

Automated Accounting
	Certificate applicable
	Semester: every Annually: 2 sections per semester
	Fall, 2016
	A. Amirian
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