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Explain how program outcomes 
were reviewed this year (i.e., 
input from advisory board, 
instructors, students, etc.) and 
changes made, if any:

Advisory Board did not meet due to COVID and the board was asked for input with no changes being made. 
Internships did need to be adjusted due to facilities not accepting interns at this time. Summer internships were 
completed online with competencies being done in coding, electronic medical records and soft skills.

Outcomes are up-to-date in 
WIDS and on the program's web 
page.

 Yes

ADA Statement  Yes
Competencies  Yes
Course Description  Yes
Course Title and Number  Yes
Credit Hours  Yes
Freedom of Expression 
Statement

 Yes

Grading Criteria  Yes
Instructor  Yes
Academic Integrity Policy  Yes
Non-discrimination Statement  Yes
Office Hours and Contact 
Information

 Yes

Prerequisites  Yes
Required Text(s)  Yes
Syllab Up to Date in WIDS  Yes
Explain which syllabi were 
reviewed this year; input 
received from advisory board, 
instructors, students, etc. 
regarding course objectives and 
textbooks used; and changes 
made, if any.

All syllabi were reviewed in the are of grading criteria to make sure that it was stated that "Program Graduation 
Requirements: Students must earn a grade of C (2.0) or higher in all technical courses in order to graduate. "

Explain how comptencies were 
reviewed this year (i.e., input 
from advisory board, instructors, 
students, etc.) and changes 
made, if any:

Competencies were reviewed in department meetings and new competencies were developed in Medical 
Terminology to correlate with the new Pearson Med Term book that is being used. Caduceus was used in the 
past for a semester and when reviewed it was found that students were not as engaged without a book so it 
was changed to Pearson MyLab which had more competencies and student engagement.

WIDS Up to Date  Yes
Capstone No
Class Participation  Yes
Clinical  Yes
Exams  Yes
Final Exam  Yes
Journals  Yes
Lab Demo  Yes
Oral Exams No
Other Projects  Yes
Peer Evals No
Portfolio No
Quizzes  Yes
Self Evals  Yes
Simulations  Yes
Video Student Mastery No
Written Essays No
Written Report  Yes
Assessments used in the 
program are matched to the 
outcomes/competencies for the 
program

 Yes

Give examples of how 
assessments used in the 
program reflect higher-level 
thinking skills, such as 
application, analysis, synthesis, 
and evaluation.

Performance evaluations are measured in internship evaluations.
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Explain changes in the 
assessments used in your 
program since your last review 
(include input received and 
rationale):

Medical Terminology assessments were changed to match the new Pearson MyLab. Course Evaluations done by 
the online students had great reviews and they really enjoyed the class and mentioned that the words were 
easy to retain using MyLab.

INDUSTRY 
CERTIFICATIONS

Explain any changes made or 
planned in the program  based 
on assessment of industry 
certifications used in the 
program.

CPR certification 1 tested and 1 passed. Online students usually bring in their own CPR certification and do not 
test at Mitchell Tech.HIPAA 6 tested and 6 passed, This is a course/test that both face to face and online 
students take in the Medical Office Professional class.CPC certification is unknown. I am going to check into this 
with the AAPC and see if there is some way I can tell when past students have taken the certification test. It is 
not required to be a coder, but many facilities will require after so many years of experience.

How do you evaluate program 
competencies or learning 
objectives during 
internship/externship 
experiences?

We do a site visit with the Supervisor (either face to face or online) and the student halfway through the 
internship and supervisors also complete a mid term and final evaluation on the student.

As you reviewed results of 
internship/externship 
evaluations, what curriculum 
changes were made or are 
planned in your program?

None this year.

Program outcome assessed this 
year

Demonstrate a thorough understanding of the legal and ethical standards and diemmas facing the medical 
profession.

How did you assess student 
achievement of this program 
outcome? What measures were 
used? 

An entire semester of Law and Ethics is given which deals with all legal and ethical standards and this is assessed 
through daily assignments and tests. There is also a section in EHR that deals with the ethical use of computers 
that ties in nicely with this outcome.

What are the benchmarks for 
achievement of this outcome?

Overall passing grade of a C or better is needed (76%) to pass the class. 

Explain the results and your 
analysis of the previous year's 
data on this learning outcome. 
(Did your students meet the 
benchmark? If not, what factors 
might be affecting student 
achievement of this outcome? Is 
there further assessment 
needed to understand and 
address why the program is not 
meeting the benchmark?)

Students passed the classes and benchmark was met.

Explain how you will use 
assessment results for this 
outcome to make changes in 
your program.

Changes are made periodically based on student's questions and concerns.

What program outcomes were 
assessed this year? - 2

Interpret dictation completely and accurately using skills of listening, comprehension, editing and clarifying with 
the ability to identify inconsistencies.

2. How did you assess student 
achievement of these program 
outcomes? What measures were 
used? - 2

All of these outcomes are assessed in Transcription. Students are required to listen to oral dictated reports and 
identify any errors and edit the reports for accuracy. They also look at written reports and identify and errors. 
They have multiple weekly assignments where the outcome is assessed for accuracy. In Computers for the 
Medical Office accurate documentation is assessed from beginning of office visit to the end. 

What are the benchmarks for 
achievement of these outcomes? 
- 2

Overall passing grade of a C or better is needed (76%) to pass the class. The students have simulations in CIMO 
that they need to pass before they can move on to the next step.

Explain the results and your 
analysis of the previous year's 
data on these outcomes. (Did 
your students meet the 
benchmark? If not, what factors 
might be affecting student 
achievement of this outcome? Is 
there further assessment 
needed to understand and 
address why the program is not 
meeting the benchmark?) - 2

Students passed the class and benchmark was met, but CiMO is getting revamped to use a better electronic 
medical records program and this will be assessed again next year. Transcription will continue as is and I will 
continue to adjust the reports for different inconsistencies.

Explain how you will use 
assessment results for these 
outcomes to make changes in 
your program. - 2

This will be reassessed next year after the new EHR program is used.
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If you made changes to your 
program last year based on 
program outcome assessment, 
what has been the impact on 
student achievement following 
the changes?

Not applicable

If applicable, what further 
changes are needed to improve 
achievement in program 
outcomes?

ENROLLMENT Enrollment - Does the most 
recent year's data meet this 
benchmark? If not, explain a 
single-year anomaly or explain 
what strategies your program 
will implement to address a 
pattern (two or more years) of 
not reaching this benchmark.

Enrollment is 83%. This benchmark is met!

RETENTION

Retention - Does the most 
recent year's data meet this 
benchmark? If not, explain a 
single-year anomaly or explain 
what strategies your program 
will implement to address a 
pattern (two or more years) of 
not reaching this benchmark.

Retention is at 73% which is the same as last year. We do have a few students that are re-enrolling after 
withdrawing so that may help. There was a meeting with Scott and these are the minutes: Medical Office 
Professional Retention Meeting  Monday, December 21, 2020 Attendance: Paula Schmidt, Donna Appletoft, 
Shirlyce Weisser, Danita Lucas, Kellie Nielsen, Scott Fossum  Retention Rates 2020 Retention – 73%  2019 
Retention – 73%  2018 Retention – 79% Reviewed previous meeting notes 2019 Alert of “no log in” after a set 
number of days We have the report that pulls last log-in date and last date of attendance.  Report was not 
accessed as much in fall because last date of attendance was not always accurate in face-to-face classes 
because of unique class structures this fall   Data High School No noticeable deficiencies in high school GPAs of 
students who were not retained or did not graduate  Placement No noticeable deficiencies in placement test 
scores of students who were not retained or did not graduate  Equity No data New report not available prior to 
meeting  2020 Discussion Late Starts Students who begin the program after the semester begins traditionally 
struggle to get caught up and be successful  Prep Classes not Online Students who score low in the math and 
English portion of the placement test do not have an online MATH 098 or ENGL 091  Spring Starts List MA 
advisor as well as CSS advisor  Additional Online Orientation A plan in place for online students to “meet” during 
a scheduled time in conjunction with the face-to-face orientation  Accounting Struggle to get students to like 
Accounting Brainstormed ideas

GRADUATION Graduation - Does the most 
recent year's data meet this 
benchmark? If not, explain a 
single-year anomaly or explain 
what strategies your program 
will implement to address a 
pattern (two or more years) of 
not reaching this benchmark.

Graduation rate is 55% - we had a few students that could not complete the program at the end due to COVID 
and other personal reasons and they are hopeful to return and complete the program.

PLACEMENT   Job Placement - Does the most 
recent year's data meet this 
benchmark? If not, explain a 
single-year anomaly or explain 
what strategies your program 
will implement to address a 
pattern (two or more years) of 
not reaching this benchmark.

Placement is at 71%. I feel this low percentage is due to COVID and the jobs were hard to find in an office 
setting. We have met this benchmark the last 3 years.

STUDENT 
SATISFACTION

Student Satisfaction - If this 
benchmark is not met, what 
strategy or strategies will be 
implemented to address this 
measure?

Not applicable this year.

ALUMNI 
SATISFACTION   

Alumni Satisfaction - If this 
benchmark is not met, what 
strategy or strategies will be 
implemented to address this 
measure?

Not applicable this year.

EMPLOYER 
SATISFACTION   

Employer Satisfaction - If this 
benchmark is not met, what 
strategy or strategies will be 
implemented to address this 
measure?

Not applicable this year.

What professional development 
activities have instructors in this 
program completed in the last 
year?

All of the extra knowledge is needed to stay up to date on the many changes that are made in the medical field 
on a regular basis.

CLOSING THE LOOP 
(PREVIOUS YEAR 

FOLLOW-UP)

PROFESSIONAL 
DEVELOPMENT



How were these activities used 
to improve this program?

Shirlyce and Paula both took a class with a book discussion on  White Fragility.This course is intended to be a 
forum for discussion of ideas and for learning about differing viewpoints surrounding privilege and systemic 
racism. Course participants will examine the meaning of their cultural paradigm (and that of their students) and 
its impact on the learning environment. Educators will investigate issues such as classroom management, 
assessment, and giftedness through the prism of culture. By building awareness of a variety of perspectives, 
participants will better understand how to maximize achievement and create a more equitable learning 
environment.Shirlyce also received her Bachelor's Degree in May.Donna and Paula bothattended virtual 
meetings for the CPC, CPB, and CDEO certifications. Wealso did online for both the AAPC and AAMA to obtain 
CEUs and continue our certifications.

Do faculty members belong to 
professional organizations 
associated with this program?

Yes

Are students made aware of the 
professional organizations for 
their career field?

Yes

Professional Organizations - If 
no, explain why.
Implementation Date 2021-01-05
 What changes were or will be 
made to this program based on 
feedback provided at the past 
year's advisory board 
meeting(s)?

There was no advisory board meeting this year due to COVID. Transcription class will continue with last year's 
changes as they went over very well and students adapted well to the changes and have a good understanding 
of how transcriptionist roles are changing and what competencies need to be passed.

 Indicate the personnel 
responsible for implementing 
the change(s):

Paula Schmidt

As you review this past year, 
what changes do you propose 
for the next school year that will 
affect the program's budget?

None

Cost
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