CENTRAL TEXAS COLLEGE
OFFICE TECHNOLOGY
Advisory Committee Meeting Minutes 2022

CHAIRPERSON: Ms. Leanne Starkovich, Adventllcalth Central Texas
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AGENDA

Agenda Item

Action, Discussion, Information

Call Mceting to
Order

Meceting called to order at 9:00 a.m.

Responsibility

I.cann Starkovich

Z0om Ltiquette

Informed attendcees that the meeting would be
recorded; received implied consent; explained
7.,00m protocols

Kerwin FFlaherty

Roll Call

Names of board members read aloud; board
members present verbally responded; OT faculty
present introduced themscelves

I.cann Starkovich

Approval of Mccting
Minutes

Motion 1o approve minutes from the 2021
mecting was moved by liva Bark, scconded by
l.accy Jennings (Brown), and aflirmed by all
attending board members.

[.cann Starkovich

Student Spotlight

Ms. Chong and Ms. Stover spoke about their
experiences as students in the Office Technology
Department before moving into industry for a
time. ‘They are both now professors (medical
office and gencral office, respectively) in the

di artment.

Sherron Chong
and Sheree Stover

0Old Business

Transformation of O1T CATIE Center Modalitics
Review of 2021:; What the board said; what we
did
e Inclusion of BYOD stations to CATIE
Center labs
e Iransition of virtual desktop
infrastructurc (VDI)
e Inclusion of GPS coursc for CATE
Center students
o GPS Tour
o CATE Tour

[iva llcarn

New Business

Department Overview
e Programs
e Linrollments
e Initiatives
Visibility and Retention

Meclissa Gonzalez

Advertising and Marketing Update
e Recruiting cfforts and enrollments (MCB
Info Scssions)
e Social Mcdia Platforms

Kerwin I'laherty

Overview of Internship
e Lnrollments
o Locations
e Site Visits

Gundula Wenzel




Curriculum e Moving internship on OT and MOT Amy McAnally
Dccisions tracks

e Skills to focus on
Other Business Annual Mccting Proposal Sheree Stover

e Biannual mecting requircment
¢ Annual Mcetings Proposal

(Iiva_awvravs Shcrron Chong
Adjournment Motion made and carricd to adjourn mecting I.cann Starkovich
MINUTES
Key Discussion Discussion
Points

0Old Busincss

Mrs. Hearn reviewed OT CATL Center modalities: in-person and
on] : The switch has crcated ¢ Hortuniti 1

" therreviewed U progress made by the dej  tment as
r led by the board.

e BYOD (Bring Your Own Dcvice) stations have been included
in the CATL Center labs.

e Virtual desktop infrastructure (VDI) have replaced standard
computers in the labs.

o Mr. IFlaherty showed pictures of the labs, pointing out the
sleck design and cfficiency of the VDIs. 1le also showed
and cxplained the Double 3 Telepresence robot the
department reeently purchasced. The robot can be controlled
virtual by instructors.

e Thc department created an introductory course (named Guide
to Proccdures and Success [GPS]) that all CATL students arc
cnrolled in throughout their time in the programs. The course
scrves as not only an oricntation for new students but also a
rcsource for continuing students.

o Mrs. McAnally gave a short video tour of the GPS course
using a pre-recorded video.

New Business

™~ . PRPAN

Dr. Gonzalez provided an overview of the department’s programs,
enrollments, and initiatives.

Programs: The department has three distinct tracks (Office
Technology, Medical Office Technology, and Medical Coding and
Billing), offcring 11 different programs, including 8 certificates and 3
dcgrecs.

Enrollments: Inrollments have cbbed and flowed since the pandemic.
TIFor the fall semester, there was a 17% dcecrcase in cnrollments from
2019 10 2020 and a 14 % dcercasc from ) to )21. For the Spring
scmester, there was a 13% decrease from 2020 to 2021 and 16%




decreasc from 2021 to 2022. IF'or summer scmester, there was a Icss
than 1% decreasc from 2020 to 2021 and a 79% increasc from 2021 to
2022.

Initiatives: Currently there arce talks about enrolling Richard Milburn
Academy of Killeen students in either the Office Technology Support
or Mcdical Office Technology Support certificate program. Dctails
arc pending.

The next initiative 1s an educational partnership with American
Academy of Profcssional Coders (AAPC). First, Mrs. [learn will
complete training to become a certified AAPC instructor. The process
is should be completed within the next 6 to 8 weeks. Once done, the
department will be able to pay for cither the CPC (Certified
Professional Coder) or the CPI3 (Certified Professional Biller) exam
for program graduates. 1:xam costs arc around $400, which can be a
barricr for graduates to become certified afier completing the program.

Dr. Gonzalez also noted the department’s desire to offer CliUs for
students, graduates, and the community once the AAPC partnership is
cstablished. To that point, she opened the floor for input and
feedback.

Ms. Starkovich stated that the news was very exciting, noting that
most employers require certification before employment consideration.

Ms. Reyes remarked that her organization, OS2, offers exam prep
courses, which serve as CliUs. The curriculum comes from AAPC.
‘The organization also hosts coding mectings for their employces for
which they receive CliUs. She advised that there is a process to
request approval for CI:Us from AAPC.

Notwithstanding, Ms. Reyces agreed that a partnership would be a
bonus for students, cspecially since certification cxams can now be
taken online or on-site. Because onsite exams are now limited due to
COVID, she suggested students look online for exam dates. Ms.
Reyes further noted that some graduates still have ditficulties finding
cmployment becausce of a lack of experience. In this case, OS2 can
help novice coders get experience.

Visibility and Retention

The board discussed recommendations for making O1 programs morc
visible and recommendations for retaining students to completion.

Ms. Starkovich inquired about the College’s presence at local job [airs.
Ms. Ilolman explained her department’s role in supporting students’
carcer goals, including ensuring CT1¢ departments have a presence at
carcer cvents. She explained the collaboration between the College,
the Workforce Commission, and arca 1SDs.




Ms. Torres noted that she is doing a lot ol job fairs in her arca and is
willing to support OT in its cfforts to make its programs morc visiblec.
Dr. Gonzalez and Ms. Torres planned to have further conversations.

Ms. Starkovich suggested O survey students who did not complete s
programs. Dr. Gonzalcz agreed that such an approach would be
helpful.

Ms. Chong cxplained her latest approach to addressing the issuc,
which is calling and emailing students who cnrolled as far back as
2015 but did not complete. Iler cfforts have resulted in 1) a better
undcrstanding of why students did not complete and 2) re-cnrollments.

Mr. Flaherty further explained that the department conducts informal
check-ins with students, encouraging them to get back to school.

Advertising and Marketing Update

Mr. Flaherty shared that the department recently  osted information
scssions for anyonce interested in the medical coding and billing
program. The evening sessions had higher attendance, resulting in four
cnrollment lcads. The department is working with different
committces on campus to include these sessions at Welcome Week
and job fairs.

The department is on I'acebook, Twitter and LinkedIn and is
considering a presence on TikTok. Ms. Torres noted that TikTok is
the among the best ways to reach a broader demographic.

A poll addressing marketing and recruiting cfforts was administered.
Sce attached results.

Overview of Internship

Ms. Wenzel explained the internship requirements for office and
medical office students and the clinical requirement for billing and
coding students.

Since the COVID pandemic, some students have had a difficult time
finding medical sites at which to intern. ‘There is a master list of sites
she uscs to assist students who encounter such issucs. That list now
includes out-of-arca sites, which might prove helpful to students who
movc 1o a given arca; this situation is sometimes truc for military
familics.

Ms. Wenzel will begin conducting in-person site visits where possible.
Virtual sitc visits will continuc for all other places. She asked that
board members who want to be included on her master list on
intcrnship sites should contact her.

Curriculum
Decisions

Internship Placement

Ms. McAnally explained that both |gencral | office and medical office
certificates require an internship in the third semester. The department
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GIPWE Required Functions

How/When the Committee Addressed this
Function

Evaluating the goals and objectives of the
program curriculum

Discussed the overarching purpose of an
internship and how it fits into the greater
objective of the program.

Establishing workplace competencies for the
program occupation(s)

Poll was administered during the meeting that
asked members to indicate marketable skills
the programs should cover in the curriculum
(see attached results).

Suggesting program revisions as needed

Proposal for moving the internships in the
Medical Office and Office Technology
programs from the third certificate to the
second certificate. The motion to approve
moving internship to second certificate was
moved by Ms. Starkovich, approved by Ms.
Patterson and confirmed by the committee
(see detailed notes above).

Evaluating the adequacy of existing college
facilities and equipment

Photographs of the facilities and equipment
were shared with the board. No notes for
improvement were made.

Advising college personnel on the selection
and acquisition of new equipment

No recommendations for improvement or
additional equipment were made.

Identifying local business/industry leaders
who will provide students with external
learning experiences, employment, and
placement opportunities

Ms. Wenzel asked the board to contact her to
add facilities to the master listing for
internship. Ms. Holman explained that her
department at the college aims to support all
students in their job search.

Assisting in promoting and publicizing the
program to the community and to business
and industry

Ms. Starkovich suggest attending job fairs in
an attempt to recruit more students. Results
from the marketing poll administered during
the meeting is also attached.

Representing the needs of students from
special populations

Mr. Flaherty discussed the inclusion of
special equipment in the OT labs; e.g., dual
monitors, Varidesks. Additionally, OT
continues to offer various methods of
instruction at the program and course levels.

ACTION ITEMS

Description Assigned To

Progress

Completion
Date

Solicit input from voting | Dr. Gonzalez
members who were

absent (4 total).

Responses: 3 out of 4
Approval of 2021 Minutes: 3
Approval of Proposal: 3




Agreement to Internship
Motion: 3
Internship Discussion:

| absolutely agree to the
internship course moving to
the second certificate and
desktop publishing to the
final. This will allow someone
the chance for employment
opportunities quicker. |
believe | took my courses out
of order, so | could accelerate
my knowledge/skillsets to
make me a more qualified
candidate for jobs (the
certificate program came later
and I thought it was one of the
best ideas). Also, on another
note...I am currently in the
job that I completed as an
intern. It absolutely provided
the broadening capability for
me.






