
Program Viability, Revitalization, and Discontinuance Procedure 

Majority Report 

Columbia College Office Technology Program 

 

In Fall 2020, in accordance with the approved Program Viability, Revitalization, and Discontinuance 
Procedures, Vice President Sanders forwarded a recommendation that the Office Technology program 
at Columbia College be considered under the procedure. 

This program consists of seven awards as shown below:  

 

The courses in this program include: 

Course Title Units 
Instructional 
Method(s) 

Contact 
Hours C-ID Code 

COFTEC-50 Medical Terminology 3.00 LEC 54.00 HIT 103X 
COFTEC-97 Work Experience in Office 

Technology 
1.00 WEXP 0.00 

 

COFTEC-100 Computer Keyboarding I 1.00 LAB 54.00 BSOT 110X 
COFTEC-125 Records Management and 

Filing Applications 
3.00 LEC 54.00 

 

COFTEC-130 Business English 3.00 LEC 54.00 
 

COFTEC-131 Office Procedures and 
Technology 

3.00 LEC 54.00 
 

COFTEC-132 Business Communications 3.00 LEC 54.00 BSOT 126X 
COFTEC-140 Beginning Word Processing 2.00 LEC 36.00 BSOT 111X 
COFTEC-141 Intermediate Word Processing 3.00 LEC,LAB 36.00,54.00 BSOT 121X, 131X 
COFTEC-143 Microsoft Outlook 1.00 LEC 18.00 BSOT 106X 
COFTEC-149 Electronic Health Records 2.00 LEC 36.00 C-ID HIT 208X 
COFTEC-150 Medical Law and Ethics 3.00 LEC 54.00 HIT 102X 
COFTEC-151 Medical Office Management 3.00 LEC 54.00 

 

COFTEC-152A Reimbursement Methodology 3.00 LEC 54.00 
 

COFTEC-152B Basic ICD Coding 3.00 LEC 54.00 
 

COFTEC-152C Basic CPT Coding 3.00 LEC 54.00 
 

COFTEC-152D Intermediate Coding 3.00 LEC 54.00 
 

COFTEC-152E Professional Coding 3.00 LEC 54.00 
 

COFTEC-168 Creating a Virtual Office 3.00 LEC 54.00 
 

COFTEC-170 Healthcare Delivery Systems 3.00 LEC 54.00 
 

COFTEC-171 Healthcare Data Content and 
Structure 

3.00 LEC 54.00 
 

COFTEC-172 Computer Basics in Healthcare 3.00 LEC 54.00 
 

COFTEC-210 Typing Speed and Accuracy 
Building 

1.00 LAB 54.00 
 



The reasons cited included: 

1. Significant Downward Trend in Course Enrollment.  Over the past several years, the Office 
Technology area has suffered repeatedly with underload crises due to under-enrolled 
courses.  Enrollment in most courses have fallen below the expected numbers for minimum 
enrollment, particularly since most courses do not have prerequisites and consequently require 
at least 18 students to meet Minimum Enrollment Guidelines jointly developed by the 
Instruction Office and the YFA.  However, committee members were reminded that 18 students 
per course is not the break-even point for the cost of instruction, but rather the general 
minimum for occasional courses – not a common standard.  If all courses at the college or in any 
given department have only 18 students, then the cost of salaries and benefits exceed the 
revenue generated by those courses.  It has become regular practice to schedule Office 
Technology courses, then cancel them at the last minute due to low enrollment.  The instructor, 
Professor Judy Reiman, is then faced with using accumulated banked leave to make a full 
load.  Even the courses that are retained to contribute to her load most often do not meet 
enrollment guidelines. 
 
Only one course in OFTEC has demonstrated ongoing demand – OFTEC 50-Medical 
Terminology.  This course is a general introduction to medical terminology for health care 
workers and would more appropriately be placed in a department such as our existing HLOC – 
Health Occupations or the new subject code HLTH – Health. 
 
All other OFTEC courses have had low enrollments.  Evidence reviewed by the committee 
indicate that classes have frequently been permitted to run below minimum enrollment figures 
in order to maintain a full load for Professor Reiman.  This ongoing pattern indicates that there 
is insufficient demand for Office Technology courses.  The file “Office Tech Enrollments.xlsx” 
provided to committee members illustrates the ongoing low enrollment problem and associated 
FTES generation and cost considerations. 
 

• Significant Downward Trend in Program Enrollment.  A review of the Columbia College Data 
Portal dashboard: Academic Programs Summary, with filter set to display Office Technology, 
illustrates a pronounced period of decline in program enrollments.  As shown below, only 4 
students earned an award in any OFTEC program in 2019-20.  Ongoing students who have 
identified an Office Technology program as their primary program of study has fallen from a 
peak of 76 in 2016-17 to only half that, or 38, in 2019-20. (This predates the COVID-19 crisis by 
three years.) 
 

https://www.gocolumbia.edu/vp_student_learning/Guidelines_for_Minimum_Enrollment_2019.20.pdf
https://yosemiteccd.sharepoint.com/sites/cc-IRP/SitePages/IRP-Home.aspx
https://yosemiteccd.sharepoint.com/sites/cc-IRP/SitePages/IRP-Home.aspx
https://yosemiteccd.sharepoint.com/sites/cc-IRP/SitePages/Academic-Programs-Outcomes-Summary.aspx


 
 
Over the summer, Vice President of Student Services, Dr. Melissa Raby, pulled records from our 
Starfish data system to indicate exactly which students have declared an Office Technology 
program of study.  According to these data, only 21 students have currently declared majors in 
this field.  (Note that this number is different than the one listed above for 2020-21 due to 
differences between the Starfish database and Colleague.  The college is working to align these 
figures.  However, both figures are extremely low and illustrate the same trend.) 
 
Of these 21 declared majors, 13 are fairly new declarations and have completed less than half of 
their required OFTEC courses toward program completion – several having done zero units of 
OFTEC courses thus far.  Among the remaining students who are at least halfway done with their 
programs, the following courses are needed by enrolled students to complete their programs: 

OFTEC Course 

# of Students 
Needing It to 
Complete their 
active OFTEC 
program 

130-Business English 5 
131-Office Procedures 2 
132-Business Communication 3 
138-Excel 1 
141-Intermediate Word 3 
151-Medical Office Mgmt 2 
152A-Medical Reimbursements 2 

 
These numbers illustrate that none of these OFTEC courses could support an entire section, 
even if all students who need the course were to register at the same time.  Moreover, most 



courses can be easily substituted by another course at Columbia College or an office technology 
course at another college online.  This includes specialized courses such as Medical Office 
Management and Medical Reimbursements, both of which are easily found through a keyword 
search on www.cvc.edu. 
 

2. Lack of Currency or Relevance.  Availability of Alternative Brief Training for general office 
skills.  A review of the course titles in Office Technology illustrates that the concepts taught in 
this particular subject matter are no longer aligned with college students’ needs.  Examples 
include Computer Keyboarding, Records Management and Filing Applications, Office 
Procedures, Word Processing, Microsoft Outlook, and Typing Speed and Accuracy 
Building.  Skills such as keyboarding and word processing are learned by today’s elementary 
school students and consequently are unneeded by the time they get to college.  Moreover, 
online tutorials posted on YouTube and elsewhere on the web provide simple, straightforward 
instruction on a “just-in-time” basis to help people with intricacies of any software program.  By 
contrast, the list of courses on the first page of this report illustrate that our curriculum mostly 
consists of 3-unit, 54-hour classes on each of these topics.  Software that in the past was best 
taught in a classroom is now highly intuitive to today’s students. Consequently, it is apparent 
that the curriculum is not current or relevant in 2021. 
 

3. Lack of Currency or Relevance: Misalignment between coursework and local industry 
need.  Columbia College’s Office Technology program also provides training for medical office 
workers and medical insurance coding experts.  Clearly, with an aging population, medical 
offices and services are growing across the country.  The department has expanded its offerings 
in this area in hopes of attracting more students to take these courses.  However, two critical 
mitigating factors have emerged in the past two years.  First, entry-level medical office 
employees are not required to complete semester-long training courses prior to 
employment.  Instead, they are hired with minimal skills and then provided on-the-job and/or 
industry-provided training on specific systems in use in each office.  Second, the largest local 
employer of medical coders, Adventist Health, recently shifted all of their medical coding 
services to an agency outside the area.  Instantly, this job market dried up and any completers of 
Columbia College’s Medical Coding programs of study would be unable to find work in the local 
community. 
 

The Academic Senate agreed that there was sufficient data to indicate that the program may be in need 
of revitalization or discontinuance and approved formation of the Committee. 

 

The Committee met several times, following the outlined procedures. Additional data was reviewed and 
discussed extensively.  After a few meetings, clarity and consensus was achieved.  With assurances from 
both the administration and the Yosemite Faculty Association that her rights to a fulltime faculty 
assignment would not be negated by a decision to discontinue the program, Professor Reiman joined 
the full group in a unanimous vote to discontinue the Office Technology program at Columbia College, 
with the exception of OFTEC 50-Medical Terminology, as discussed below. 

http://www.cvc.edu/


In summary: 

1. Course enrollments in Office Technology have been very low for many years.  Courses have been 
allowed to run at especially low numbers in the past to encourage and nurture the program 
along, however those investments have uniformly failed to result in viable course enrollment 
numbers. 

2. The number of students pursuing one or more of the awards in this program has declined 
precipitously since its most recent peak in 2016-17. 

3. The number of students currently pursuing one of these programs is below the number needed 
to support a full section of any individual course.  These students can easily be accommodated 
in accordance with the ACCJC-expected Teach-Out process by enrolling in a comparable 
business, office administration, or other course online through either MJC or another college as 
is readily available through the cvc.edu website. 

4. The number of students who have earned one of the seven different awards in the area has 
consistently been extremely low.  For the past seven years, fewer than seven students have 
earned any award – averaging less than one award per program per year. 

5. The college may be able to offer some training in office skills on an as-needed basis through 
workshops, contract education, and/or short-term vocational training in partnership with area 
employers and/or Mother Lode Job Training.  However, such trainings are not required to be 
three-unit, 54-hour classes, and will not be sufficient to sustain a fulltime instructor’s load.  
Other courses in the college, such as Comprehensive Word Processing and Comprehensive Excel 
offered in the COMP subject and several other courses in the BUSAD and ENTRE subjects will 
support students seeking office support positions in our community. 

 

Next steps: 

• Assign load at MJC.  In light of the unanimous agreement of the committee, a full load of classes 
will be generated within the YCCD consisting of one section of Medical Terminology at Columbia 
College for 20% of her load and a collection of classes totaling 80% load at Modesto Junior 
College, the specifics of which are to be determined. 

• Maintain “Medical Terminology”.  Demand for OFTEC 50 has remained solid despite the 
downturn in enrollments in all other OFTEC classes.  This one course should remain. 

• Renumber OFTEC 50 in new subject area.  The current OFTEC 50-Medical Terminology course is 
approved for C-ID HIT 103X – Health Information Technology – Medical Terminology.  That is, its 
natural placement is not within Office Technology but rather Health Information Technology.  
Consequently, the college should maintain this class and move it to become HLTH 50 – Medical 
Terminology.  Alternatively, since the C-ID indicates that this class is only a California Community 
College course (per the “X” designation as HIT 103X), and to establish alignment with MJC’s 
Medical Terminology as a non-transferable class, the course could be renumbered as HLTH 150 
and removed from the list of CSU-transferable courses.   

• Adjust programs requiring OFTEC 50.  OFTEC 50 is currently a required or optional preparation 
course for programs at the college, including Emergency Medical Technician training.  Its 
placement as HLTH 150 or HLTH 50 will maintain this offering to serve these students.  The 



curriculum committee should approve changing those requirements to the new subject and 
number selected above. 

• Discontinue remaining OFTEC courses.  The remaining Office Technology courses should be 
discontinued effective May 1, 2021.   

• Discontinue all OFTEC awards.  All seven awards in the program should be discontinued 
effective May 1, 2021 

• Teach-Out Planning.  The college must contact the students who have declared a program of 
study in any of these areas being discontinued and dsevelop a Teach-Out Plan in accordance 
with ACCJC expectations, as noted below in ACCJC standard II.A.15: 
 

 
https://accjc.org/wp-content/uploads/Accreditation-Standards_-Adopted-June-2014.pdf  

 

 

Respectfully submitted, 

 

 

 

Brian K. Sanders, Ed.D. 
Vice President of Instruction 
Columbia College 
Cell: (209) 581-4469 
Office: (209) 588-5051 
Assistant: (209) 588-5107 
sandersb@yosemite.edu 
  

https://accjc.org/wp-content/uploads/Accreditation-Standards_-Adopted-June-2014.pdf
mailto:sandersb@yosemite.edu

