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Introduction and Overview 

The program review process is extended to all segments of AWC, instructional and non-instructional alike. All departments and units in the College contribute to the teaching and learning environment. Their effectiveness is based both on functioning internal to the department/unit and advancing the central educational purposes of the institution. AWC’s program reviews are prepared according to this Program Review Manual, which is revised each year to reflect experience of the previous cycle and to conform to any accreditation guideline or requirements.  Full program review reports prepared by each department must remain on file at the AWC Office of Assessment and Program Review. 
AWC is a life long learning organization grounded in continuous performance improvement. Consequently, all programs are continually reviewed to assure the delivery of quality learning experience to its students. Additionally, each program participates in a formal and comprehensive structural review process every six (6) years. The process is referred to as Program Review. Program Review distinguishes itself from Student Learning Outcomes Assessment in that the primary focus of the Program Review activity is to provide an overall description and analysis of the program including, but not limited to, formats and modalities of instructional delivery, facilities and equipment utilization, program expenditures, human resources, scheduling effectiveness and distribution of courses, enrollment patterns, student completion, national and local trends etc. Whereas the primary activity of Student Learning Outcomes Assessment is to focus on student learning.

NOTE: Program eliminations require the input from the Dean, Associate Dean and/or Vice President prior to submittal of final report. 

INSTRUCTIONAL PROGRAM REVEIW

Program Review Guidelines for the 

Review of Instructional Programs
PURPOSE OF INSTRUCTIONAL PROGRAM REVIEW

A program is an organized sequence or grouping of courses or other educational activities leading to a defined objective such as a certificate, degree, license, transfer to another institution, job, career goal, or acquisition of selected knowledge or skills.  These instructional programs are identified by the Director of Assessment and Program Review in consultation with the Vice President for Learning Services, and the Dean of Instruction. Programs are then scheduled for review. 
Program Review Committee Membership for 

Instructional Programs
Identify five to seven people to serve on the committee, not more than seven.  At your first meeting elect one person to serve as chair.  The Dean or Associate Dean should not be chair of the Program Review Committee.  Elect one person to take notes. 

2 Full-time faculty within the program, as appropriate

1 Faculty outside of the program

1 Community or advisory committee/board person as appropriate

1 Dean or Associate Dean responsible for the program

1 Student in the program (where possible)

1 Associate faculty member (where possible)

Program Review Process Timeline
August ~ October










Action







Responsible Person

1.  Form Program Review Committee


Associate Dean,
(interdisciplinary faculty) 




Program Review Chair 

2.  Read previous program review and action plan 
Program Review Committee
3.  Choose benchmark classes and survey form 
Program Review Committee

4.  Survey benchmark classes 
Program Review Committee


September ~ February 










1.  Review 6 year institutional data



Program Review Committee
2.  Formulate questions and identify possible sources 
Program Review Committee
3.  Survey sources and collect data 



Program Review Committee
4.  Reviews Institutional Data, Trends, Surveys, Past 
Program Review Committee
Program Review and Student Outcomes Assessment






5.  Complete 6E Analysis utilizing data requested 

Program Review Committee

February ~ October 











NOTE: Program reviews with budget implications should be submitted and completed no later than August of each year. The budget process for the college begins in September of each year for the following academic year. 
1.  Write SWOT analysis based on information 

Program Review Committee
Gathered







2.  Establish action items and timeline 


Program Review Committee
3.  Complete report and turn in to the Office of 

Associate Dean & Chair-Program
Assessment and Program Review 


  Review Committee
October ~ January











1.  Set up and conduct exit interview with the Vice
APR* Director 
President for Learning Services and respective 

Associate Deans and Deans 
Following Fall (1 year later)










1.  Review action items 




Associate Deans and Program Review Chair
2.  Send action plan form to Vice President for 

Program Review Committee
Learning Services with information on what has

been accomplished




*APR = Assessment and Program Review


REQUIRED ELEMENTS FOR All PROGRAM REVIEWS:

Part I: Introduction 

· What does the program
 do (description)? 

· What process was used in doing the program review? 

· What major changes over the past several years, both external and internal to the College, have affected the program? 

· Why is this program needed at AWC? How does it support AWC’s mission? 

Part II: DATA ELEMENTS

· Institutional Data

· Trends

· Surveys

· Previous Program Review

· Summary of Assessment of Learning Outcomes

Part III: OUTCOMES

Review of:

· 6E Analysis

· SWOT Analysis

· Action Plan

Part IV: 
A. Cost 
· What are the costs of the program and, if available, what are the revenues?

· What efforts to contain costs have been made? 

B. FACILITIES AND EQUIPMENT INVENTORY
· Capital Inventory

· Non-Capital Inventory

Part V: Quality 

What is the quality of the program? Consider quality in areas such as student academic and other outcomes, personnel qualifications and achievements, program practices, facilities, equipment, etc.  Multiple measures of quality should be used; these may be quantitative, qualitative, and/or a combination.  There are not uniform criteria or formulas or indicators of quality that are applicable to all programs.  The review should include information about the program’s student learning outcomes assessment activities, findings and use of finding.  The review should also include information about how the program’s purpose and activities address AWC’s strategic goals and objectives.  The review should also include observations and ideas obtained from visits to peer institutions if applicable.  

Part VI: Final Report: Learning, Recommendations and a Guide for the Future 

· Provide an overview of Program Review outcomes including, but not limited to, outcome analysis and recommendations. What have faculty and staff of the program learned through the program review process? What is planned as a result of what was learned (include recommendations for specific actions to improve or sustain quality)? 
	· Detailed –

Required Elements for Program Review

If you wish to use a Form (smart form) it is provided for your convenience at the following website: azwestern.edu/LEAP 

	I. Introduction

· What does the program do (description)? View program description 1n college catalog. Is this still current? What changes need to be made if any? 

· What process was used in doing the program review? Meetings, committee review, surveys?

· What major changes over the past several years, both external and internal to the college, have affected the program? 

· Why is this program needed at AWC? How does it support AWC’s mission? 

	II. DATA ELEMENTS
INSTITUTIONAL DATA 
The ‘institutional data’ elements below are provided by Office of Institutional Effectiveness, Research and Grants unless otherwise indicated.  (past 6 years) 
Note: course data includes ONLY the REQUIRED MAJOR COURSES listed in the course catalog. If additional data is needed, please let us know. 
· # of FT faculty

· # of PT faculty

· # of timecard instructional  (Office of Human Resources)

· Number of concentrators declared majors/pursuers of certificates and degree/program enrollees

· Headcount (duplicated and unduplicated) in program (district-wide and site)

· Program FTSE (district-wide and site)

· Class size (average, largest, smallest)

· Comparison of number of enrollees with completers

· Comparison of passing grades used (A, B, C) with failing grades and withdrawals

· FTSE generated by FT/FTSE generated by part-time faculty

· Number of courses and sections, locations, delivery mode, days and times

· Student Transfer Report
TRENDS
Helpful links can be located on AWC’s Institutional Effectiveness Research and Grants website at: http://www.azwestern.edu/Institutional_Research/ 
· Local trends in enrollment for subject area in institutions of higher learning

· State trends in enrollment for subject area in institutions of higher learning

· National trends in enrollment for subject area in institutions of higher learning

SURVEYS

· Student feedback on direction of program (currently enrolled, graduated and/or students who dropped program courses)

· Advisory committee feedback

· Employer satisfaction

· Accrediting agency

· Community feedback

· Interrelationship between AWC and other similar institutions

· Support services
PREVIOUS PROGRAM REVIEW 
 If a previous program review cannot be located, please contact the Office of Assessment and Program Review.  

· Accomplishments

· Changes

· History

SUMMARY OF ASSESSMENT OF LEARNING OUTCOMES 

Review summary of program assessments of learning outcomes. Is the committee satisfied with the progress made? How can they be improved? Are program assessments being shared with all program faculty? (Full time and part time faculty). 



	III. Outcomes 

6 E ANALYSIS 
Use AWC’s 6-E Decision Making Model: Does the program provide…
Excellence – the decision provides for high quality outstanding education results

Equity – The decision allows for reasonable participation from target populations in the college service area. 

Efficiency – the decision produces the desired results within defined organizational resources. 

Effort – the decision will be maintained by staff commitment. 

Effectiveness – The decision implementation can be successfully measured by outcomes and/or results. 

Ethics – The decision supports behavior congruent with college values, principles, and moral standards.  
S.W.O.T. ANALYSIS 
(see page 16 for a detailed explanation of what it is and what it does)
ACTION PLAN 
Review the action plan submitted in the previous program review. What were the outcomes of the items submitted? Indicate program accomplishments met from the action items. How were they met? Why they were not met? (if applicable)


	IV. Cost & Inventory
COST 
· What are the costs of the program and, if available, what are the revenues? 
· What efforts to contain costs have been made? 

FACILITIES AND EQUIPMENT INVENTORY 

· Capital Inventory

· Non-Capital Inventory



	V. Quality 
What is the quality of the program? Consider quality in areas such as student academic and other outcomes, personnel qualifications and achievements, program practices, facilities, equipment, etc.  Multiple measures of quality should be used; these may be quantitative, qualitative, and/or a combination.  There are no uniform criteria or formulas or indicators of quality that are applicable to all programs.  
The review should include information about the program’s student learning outcomes assessment activities, findings and use of finding.  
The review should also include information about how the program’s purpose and activities address AWC’s strategic goals and objectives.  The review should also include observations and ideas obtained from visits to peer institutions if applicable.  



	VI. Final Report: Learning, Recommendations and a Guide for the Future 
· Provide an overview of Program Review outcomes including, but not limited to, outcome analysis and recommendations. What have faculty and staff of the program learned through the program review process? What is planned as a result of what was learned (include recommendations for specific actions to improve or sustain quality)? 
· List an Action Plan and Timeline




 QUESTIONS TO CONSIDER AND INCLUDE IN REVIEW
Programs

· Past program review

· What has been accomplished in the action items?

· What is in process?

· What has changed/remained the same?

· What is faculty and students feedback as to the direction of the program?

· Which Statement of Purpose does the program address? 
· Is there a Mission Statement for the program? If so, please include. 
· If applicable, how does the program meet guidelines established by accrediting agencies or other external agencies/organizations?
· How do the courses articulate within AWC or other institutions? (AGEC, transfer, etc.)?
· How does this program contribute to student mastery of AWC general education outcomes?
· How is the program supported by services provided by AWC (library holdings, computing, CTE, Student Support Services, bookstore, business office, etc.)?
· How is the quality and quantity of educational and administrative space for the program?

· How is the quality and quantity of supplies and equipment?  (replacement schedule) 
· How is the adequacy of the Learning Services support staff (clerical, lab assistance, work study, etc.)?

· What alternative methods of teaching and/or support services (ITN, on-line, telecourse, Student Success Center, APT, etc.) does the program currently use or plan to use?

· How are program curricula and syllabi reviewed? How often?
· How do program faculty keep up-to-date in their discipline/subject area (conferences, workshops, presentations, ATF, etc.)?
· How does program faculty support the college outside of the program (committees, student organizations, etc.)?

· How does the program recruit students?

· Why is the number of student majors low?
· Why is the number of completers (graduates) low? 
· Why is the program not attracting larger numbers of freshman students?

· Is the curriculum (course offerings) relevant and reflective of the industry?

· How does the program articulate with high school programs and four-year college programs? When was the last time? What is currently articulated? 
· Why are students not completing our courses in larger numbers (retention of students)?

· Why are the student placement rates low (or transfer rates)?

· What needs to be done to increase the number of program graduates?

The Data Elements below are NOT supplied by the Office of Institutional Effectiveness, Research, and Grants. These Required Data Elements are submitted by the review committee and must be displayed utilizing the charts below.  These charts will be made available as “smart forms” through the program review website. 
	EFFORT                                                                                                YEAR      


  EFFORT will be maintained by staff commitment. (Current Year Only)                         

	1.
	Number of faculty serving on college-wide committees
	     

	2.
	Number of late FTSE rosters
	     

	3.
	Number of late Final Grade rosters
	     

	4.
	Number of late appraisals
	     

	5.
	Number of late Flex forms
	     

	6.
	Number of faculty involved with district educational partners
	     

	7.
	Number of advisory committees
	     

	8.
	Number of faculty involved in community outreach
	     

	9.
	Number of faculty making faculty presentations
	     

	10.
	Number of faculty publishing
	     


	EFFECTIVENESS                                                        


  EFFECTIVENESS implementation can be successfully measured by outcomes and/or results.  (Current Year Only)

*Survey Data: # of Respondents:  ____

	1.
	Overall percent of current students responding satisfied with:
	

	
	(a)  availability of classes at appropriate times
	

	
	(b)  courses meeting educational needs
	

	
	(c)  labs
	

	
	(d)  academic support programs (SSC)
	

	
	(e)  technology use in classes
	

	2.
	Overall percent of current students responding satisfied with:
	

	
	(a)  availability of classes at appropriate times
	     

	
	(b)  courses meeting educational needs
	     

	
	(c)  labs
	     

	
	(d)  academic support programs
	     

	
	(e)  technology use in classes
	     

	3.
	Number of graduates/completers
	     


*Additional surveys may be developed to gather input from other stakeholders. Please contact the Office of Assessment or Program Review OR the Office of Institutional Effectiveness for guidelines and/or to check sample of survey questions already available. 
	ETHICS                                                                                                   Year      


  ETHICS supports behavior congruent with college values, principles, and moral     standards.  (Current Year Only)

   How do courses in this program engage students in discussion about ethics relative to this career path?

     
SWOT ANALYSIS

What it is and what it does:

SWOT allows you, in an organized way, to analyze the information you have so laboriously collected and say what’s good about it, what’s wrong, where you need to make changes, and where you need to maintain the status quo.  It allows you to recognize accomplishments as well as forces you to ferret out and face urgent issues and devise a way to deal with them.

Strengths:  These are things that are currently done well.  They need marginal or no improvement.  This is where you recognize and describe accomplishments and changes that have already taken place which has led to the improvement of some aspect of the program.

Weaknesses:  These are things that are not going well at the present time.  These are aspects of the program which need to be corrected.

Opportunities:  These are aspects of the program that you want to expand upon in the future because they will help you reach your constituents more effectively.  Generally they occur because of a change in external or internal markets and situations (i.e., North America Free Trade Agreement (NAFTA), prison growth, other social, economic, and cultural trends) which invite involvement by the program.

Threats:  These are issues which in the future may thwart the progress or effectiveness of the program (i.e., a private school opening in Yuma or La Paz Counties that delivers similar services).

This analysis leads to recommendations that your program makes on plans of action for the future.

SWOT ANALYSIS FORM


Strengths

1.

2.

3.

.

.

____________________________________________________________
Weaknesses

1.

2.

3.

.

.

____________________________________________________________
Opportunities

1.

2.

3.

.

.

____________________________________________________________
Threats

1.

2.

3.

.

.

____________________________________________________________
Recommendations

1.

2.

3.

.

.
III. New Instructional Programs (in their first year)

Instructional Programs that are new in the curriculum are not required to complete a program review after their first year; however, a SWOT analysis must be completed at the completion of their first academic year.  Completed SWOT’s are submitted to the Dean and or Associate Dean respectively and a copy submitted to the Office of Assessment and Program Review. The Vice President for Learning Services may request a program meeting as a follow-up to a SWOT.  

SWOT ANALYSIS

What it is and what it does:

SWOT allows you, in an organized way, to analyze the information you have so laboriously collected and say what’s good about it, what’s wrong, where you need to make changes, and where you need to maintain the status quo.  It allows you to recognize accomplishments as well as forces you to ferret out and face urgent issues and devise a way to deal with them.

Strengths:  These are things that are currently done well.  They need marginal or no improvement.  This is where you recognize and describe accomplishments and changes that have already taken place which has led to the improvement of some aspect of the program.

Weaknesses:  These are things that are not going well at the present time.  These are aspects of the program which need to be corrected.

Opportunities:  These are aspects of the program that you want to expand upon in the future because they will help you reach your constituents more effectively.  Generally they occur because of a change in external or internal markets and situations (i.e., North America Free Trade Agreement (NAFTA), prison growth, other social, economic, and cultural trends) which invite involvement by the program.

Threats:  These are issues which in the future may thwart the progress or effectiveness of the program (i.e., a private school opening in Yuma or La Paz Counties that delivers similar services).

This analysis leads to recommendations that your program makes on plans of action for the future.

SWOT ANALYSIS FORM


Strengths

1.

2.

3.

.

.

_____________________________________________________________

Weaknesses

1.

2.

3.

.

.

____________________________________________________________
Opportunities

1.

2.

3.

.

.

____________________________________________________________
Threats

1.

2.

3.

.

.

____________________________________________________________
Recommendations

1.

2.

3.

.

.
SUPPORT SERVICES

Program Review Guidelines for the 

Review of Support Services Area

Arizona Western College

Assessment and Program Review

Revised July 2010
Support Services Review

A suggested guideline for the review of services supporting the learning process
Purpose of Support Services Review

A support service at Arizona Western College (AWC) is an organized function or set of activities leading to the success of the College’s Mission by providing a quality learning environment. Support Services are identified and scheduled for reviews by the Assessment and Program Review Office in collaboration with the Vice President for Learning Services, the Vice President for Student Services, the Vice President for Information Technology and the Vice President of Administrative Services.    

The assessment of support services is one aspect of institutional effectiveness at AWC. The process is referred to as Support Services Review. These are periodic, formal, and comprehensive evaluations designed to generate systematic improvements in support service areas which will more positively support students and their acquisition of learning.  Although all support service areas at AWC are continually reviewed to assure quality delivery of its services to its constituents, each area participates in a formal and comprehensive evaluation every five (6) years. 

The goals and objectives of each support service area are derived from the AWC Expanded Mission Statement and other criteria that are prescribed by accrediting agencies, professional organizations, and by state and federal guidelines.  The reviews focus on what function/service is performed, client relations, staffing analysis, hours of operation and the effectiveness of services delivered.  

SUPPORT SERVICES REVIEW COMMITTEE

Identify seven to eight people to serve in the committee, at your first meeting elect one person to serve as chair. The Director of the service area should not be the chair of the Support Service Review Committee. Elect one person to take notes. 


2 Full-time employees within the Support Service Area


1 Faculty member


1 Director or Dean of the Support Services Area


1 Student utilizing the Support Service Area


1 Associate Faculty 


1 Community member (as appropriate) 


1 Off campus Full-time employee within the Support Service Area

Program Review Process Timeline

August ~ October











Action







Responsible Person

1.  Form Program Review Committee


Associate Dean,

(interdisciplinary faculty) 




Program Review Chair 

2.  Read previous program review and action plan 
Program Review Committee
3.  Choose benchmark classes and survey form 
Program Review Committee

4.  Survey benchmark classes 
Program Review Committee


September ~ February 










1.  Review 6 year institutional data



Program Review Committee
2.  Formulate questions and identify possible sources 
Program Review Committee
3.  Survey sources and collect data 



Program Review Committee
4.  Reviews Institutional Data, Trends, Surveys, Past 
Program Review Committee

Program Review and Student Outcomes

Assessment







5.  Complete 6E Analysis utilizing data requested 

Program Review Committee

February ~ October 











1.  Write SWOT analysis based on information 

Program Review Committee

Gathered







2.  Establish action items and timeline 


Program Review Committee
3.  Complete report and turn in to Department of 

Associate Dean & Chair-Program

Assessment and Program Review 


  Review Committee
October ~ January











1.  Set up and conduct exit interview with the Vice
APR* Director 
President for Learning Services and respective 

Associate Deans and Deans 
Following Fall (1 year later)










1.  Review action items 




Associate Deans and Program Review Chair
2.  Send action plan form to Vice President for 

Program Review Committee

Learning Services with information on what has

been accomplished



*APR = Assessment and Program Review

REQUIRED ELEMENTS FOR All PROGRAM REVIEWS:

Part I: Introduction 

· What does the program
 do (description)? 

· What process was used in doing the program review? 

· What major changes over the past several years, both external and internal to the College, have affected the program? 

· Why is this program needed at AWC? How does it support AWC’s mission? 

Part II: DATA ELEMENTS

· Institutional Data

· Trends

· Surveys

· Previous Program Review

· Summary of Assessment of Learning Outcomes

Part III: OUTCOMES

Review of:

· 6E Analysis

· SWOT Analysis

· Action Plan

Part IV: 
A. Cost 
· What are the costs of the program and, if available, what are the revenues?

· What efforts to contain costs have been made? 

B. FACILITIES AND EQUIPMENT INVENTORY

· Capital Inventory

· Non-Capital Inventory

Part V: Quality 

What is the quality of the program? Consider quality in areas such as student academic and other outcomes, personnel qualifications and achievements, program practices, facilities, equipment, etc.  Multiple measures of quality should be used; these may be quantitative, qualitative, and/or a combination.  There are not uniform criteria or formulas or indicators of quality that are applicable to all programs.  The review should include information about the program’s student learning outcomes assessment activities, findings and use of finding.  The review should also include information about how the program’s purpose and activities address AWC’s strategic goals and objectives.  The review should also include observations and ideas obtained from visits to peer institutions if applicable.  

Part VI: Final Report: Learning, Recommendations and a Guide for the Future 

Provide an overview of Program Review outcomes including, but not limited to, outcome analysis and recommendations. What have faculty and staff of the program learned through the program review process? What is planned as a result of what was learned (include recommendations for specific actions to improve or sustain quality)?
Support Services Review

	Final Report

Executive Summary 

(to responsible VP and Assessment & Program Review Office  from the Committee)



OUTCOMES

	SWOT Analysis

· Strengths

· Weaknesses

· Opportunities

· Threats

· Recommendations 

(Form provided)


	College Master Plan

· Ongoing and anticipated functions/services

· Number of clients served (5-year cycle)

· Growth in number for clients

· Inventory of Equipment (Number of each, age, replacement plan)

· Technology utilized 

· Space utilized (Number of hours of operation per week)

· Resource needs (Staffing, Equipment, Facilities, Funds)
	Action Plan

· Specific Actions Recommended 

· Time Line

· Person Responsible

· Anticipated Outcomes



DATA ELEMENTS

	6 E Model

· Excellence

· Effectiveness

· Efficiency

· Equity

· Effort

· Ethics


	Trends

· Number of services provided

· Headcount of staff (FT and PT)

· Equivalent FTE’s

· 5-year staffing profile

· Ratio of FTFE/FTE of unit

· Ratio of FTSE/FTE of unit

· Percent of total services to faculty and staff. Percent of total services to students.
	Survey

· Clients

· Other AWC Service Providers

· External agencies


	Previous Services Review

· Accomplishments

· Changes

· History




DATA ELEMENTS

	TRENDS REQUIRED 

(past 5 years) 

· Number of services provided

· Headcount of staff (FT and PT)

· Equivalent FTE’s

· 5-year staffing profile

· Ratio of FTFE/FTE of unit

· Ratio of FTSE/FTE of unit

· Percent of total services to faculty and staff

· Percent of total services to students

Note: Include district-wide and site specific data where appropriate 


	RECOMMENDED 

· National trends in enrollment for subject area in institutions  or higher learning

· National trends in the priority of similar services and functions. 

	SURVEYS REQUIRED 

· Student feedback 

· Faculty feedback 
· Community feedback (if applicable i.e. community outreach efforts) 


	RECOMMENDED

· Service users feedback on direction of services (currently enrolled, graduated and/or students who dropped program courses). 

· Advisory committee feedback

· Employer satisfaction 

· Accrediting agency

· Community feedback 

· Interrelationship between AWC and other similar institutions

· Vendor feedback

· Accrediting agency

· Community feedback 

· Support services 

	ALSO REQUIRED

· Description of how program relates to each Statement of Purposes, as appropriate 

· Brief History of Program 

· Administrative Outcomes and Student Outcomes* (see next page)
	RECOMMENDED 




Administrative Outcomes and Student Outcomes

Education has moved into the age of assessment. We can no longer evaluate the effectiveness of our programs by the numbers we serve. Our system office, accrediting agencies and government officials are interested in the outcomes our students see as a result of attending AWC. It is no longer enough that we offer programs and services; we must show that we are continually seeking to improve – to better meet the changing needs of our students, faculty/staff and the community. “Outcomes” are benefits for people: changes in knowledge, values, position, skills, behavior or status.  For administrative units, Outcomes are benefits for students, the faculty/staff or the college as a whole. Things such as changes or improvements in efficiency, skill-level of faculty/staff, opportunities for the college, life circumstances for students and potential for the future. These should be things over which you have a certain amount of control. 

	Developing Outcomes for Administrative and Student Development Areas

Outcomes assessment occurs at different levels of the college but all outcome statements should be driven by the institution's mission statement. Outcomes at each level are "interconnected, complimentary and reciprocal". So how do you determine what your department or area's outcomes should be? The outcomes selected should answer the following questions: 

What does your area do to help the institution achieve its mission? 
How effective is your area's operation and how efficient are the processes? 
What skills, abilities, knowledge or values should the student be able to demonstrate as a result of interaction with your department or area?

Step 1: Determine what your Department/Area does to support the institution's mission 
Step 2: Identify which institutional assessment goals your department or area supports 
Step 3: Identify those things which are most important to you and determine how you can measure those outcomes

Outcomes for Student Development and Administrative Departments/Areas may fall into one of three different categories: 

Process or Operational Measures
Operational or Process Measure should provide metrics on the effectiveness or efficiency of your department/area. They help answer the questions are we doing what we say we do and are there ways to improve the services we provide in support of the college's mission.

Examples of Process/Operation Measures
Number of New Student Orientation sessions offered will increase waiting times for counselors. Our latest technology in version 6.0 will decrease the waiting line in disbursements. 

Measures of Satisfaction with services/Client feedback
Measures of satisfaction are often a reflection on the effectiveness and efficiency of our department/area's operation

Examples of Satisfaction Outcome Statements
Students will be satisfied with services provided Workshop participants will be satisfied. This can be conducted through student, staff and community surveys. *Please Note: Before disseminating any survey, they must be submitted for review to the Assessment and Program Review Office.  


Measures of Student Learning Student Learning Outcomes should be specific statements that describe the skills, abilities, knowledge or values that students should be able to do or demonstrate as a result of their interaction with your department/area.


Examples of Student Outcome Statements Students will know how to identify appropriate courses for their major... Students will be aware of campus crime statistics... Students will have the ability to file FAFSA online...Students (work-study) will know how to locate pay disbursements…

Characteristics of a Clear Outcome

Remember to keep your outcomes: 

Measurable and/or observable - quantitative data points are often easier to collect and analyze but qualitative data are acceptable and have their place in assessment. Often qualitative data can provide insight that is more meaningful than rank scale data. As a matter of fact, NCA recommends that you use multiple measures/methods to assess student learning outcomes. 
We recommend you not use all qualitative data but include a mix of both.
Manageable - make sure that measuring the outcome is both realistic and feasible; do you have the resources (manpower and cost) to collect the data?
Meaningful - select an outcome that is important to you
Vague outcomes cannot be easily assessed so be specific.

Examples of common department metrics include: 
Usage Statistics (i.e. Computer or Facility) Number of Admissions Applications Admission Yield Percent of Alumni Giving Satisfaction Surveys (Students, Employers, Faculty/Staff, Alumni, etc.) Response Time to Requests for Students Reimbursements, Response Time to Request Campus Crime Statistics 
Using the Results

The ultimate goal of assessment is to inform decisions leading to improvements in the institution. Not only do the results from a good assessment plan satisfy accreditation requirements, it's a vehicle for the enhancement of our institution. Its real value lies in its contribution to the institution's overall effectiveness and the improvement of the quality of programs and services.

Each department/area's Annual Reports should include a progress report on assessment of its outcomes. Each outcome should be listed with a brief report on how it was assessed and what improvements or changes should be made as a result of what was learned from the assessments.

Describe your results in enough detail to prove whether you have met, partially met (data inconclusive), or not met your achievement target.

Attach documents to support your data. These can include survey instruments or results, reports, etc. Analyze the data and think about what has been learned during an assessment cycle. Identify areas that need to be monitored or enhanced.

After reflecting on the findings, you and your colleagues in the department/area should determine the appropriate action for improvements and link your budget requests to the findings of your assessment. This should be documented in Action Plan section.

Summary of Assessment Steps

1. Identify outcomes and define how you will measure it; can be a direct or indirect measure of the learning outcome.
2. Collect evidence on a semester, annual or bi-annual basis.
3. Disseminate the results and use findings to make improvements to program or course. Link your budget requests to the findings. Repeat the process. 


QUESTIONS TO CONSIDER

Services (support) Areas

· Is there a Mission Statement for the program? If so, please include in the final report.

· What level of services are we providing to students, faculty and other constituents?

· Are our hours of operation (service) appropriate? 

· Do our services make a difference? How much? 

· What do our users think of our services? 

· What is the level of customer services and customer satisfaction? 

· Are the services available through other sources? To what extent?

· Is our level of staffing appropriate to carry out the services? 

· How do we measure our effectiveness? What benchmarks or standards exist in the industry and how well do we meet them? 

· What does your area do to help the institution achieve its mission? 

· How effective is your area's operation and how efficient are the processes? 

· What skills, abilities, knowledge or values should the student be able to demonstrate as a result of interaction with your department or area?

· Past program review (if applicable) 

· What has been accomplished in the action items?

· What is in process?

· What has changed/remained the same?

6-E Decision Making Model - Services Review Model 

	Equity


	Data
	Service Score

	1. Percent of services offered off main campus 


	

	2. Percent of services offered after 4:30pm


	

	3. Percent of service offered on weekends


	


	Excellence


	Data
	Service Score

	1. Number of full-time employees with college:

· More than 1 year

· More then 5 years

· More then 10 years

2. Number of part-time employees with college: 

· More than 1 year

· More than 5 years

· More than 10 years
	

	3. Number of full-time employees who began at AWC as part-time Employees
	

	4. Ratio of full-time employees who began at AWC as part-time Employees (FTSE)
	

	5. Ratio of full-time employee equivalents to full-time faculty Equivalents (FTSE)
	


6E Services Review Model

	EFFICIENCY


	Data
	Service Score

	1. Cost to run service area 

· Relate to either cost/FTSE or cost/FTFE depending on service area
	

	2. Number of non-exempt employees


	

	3. Total overtime used


	

	4. Average overtime/employee


	

	5. Number of exempt employees


	

	6. Percent of service area activities at 

· Main Campus

· Wellton

· Entrepreneurial Center

· Parker

· Somerton

· San Luis

· Other (Example: YPG, MCAS, etc.) 
	


	EFFORT


	Data
	Service Score

	1. Percent of full-time employees traveling to state/regional/national conferences last year 
	

	2. Percent of full-time employers participating in professional development activities. 
	

	3. Percent of full-time employees enrolled in AWC courses: 

· During the day

· After 4.30pm

· Weekends
	


6E Services Review Model

	EFFECTIVENESS


	Data
	Service Score

	1. Percent of total student body served 


	

	2. Percent of employees served: 

· Faculty

· Staff 

· Both
	

	3. Percent of services dedicated to learning services


	

	4. Percent of services dedicated to extra curriculum activities


	

	5. Percent of services dedicated to college operations


	

	6. Percent of employees receiving acceptable personnel performance appraisals
	


	ETHICS


	Data
	

	1. How does your program engage discussion about ethics relative to the services that you provide to 

· Faculty

· Staff

· Students

· Other

  


	CONTENT AREAS


	Data
	Service Score

	1. Complete  equipment inventory of service area

  
	

	2. Replacement schedule for department equipment created/updated 

 
	

	3. Facilities description (attached)


	

	4. Space per FTE employee


	


SWOT Analysis

What it is and what it does:

SWOT allows you, in an organized way, to analyze the information you have so laboriously collected and say what’s good about it, what’s wrong, where you need to make changes, and where you need to maintain the status quo.  It allows you to recognize accomplishments as well as forces you to ferret out and face urgent issues and devise a way to deal with them.

Strengths:  These are things that are currently done well.  They need marginal or no improvement.  This is where you recognize and describe accomplishments and changes that have already taken place which has led to the improvement of some aspect of the program.

Weaknesses:  These are things that are not going well at the present time.  These are aspects of the program which need to be corrected.

Opportunities:  These are aspects of the program that you want to expand upon in the future because they will help you reach your constituents more effectively.  Generally they occur because of a change in external or internal markets and situations (i.e., North America Free Trade Agreement (NAFTA), prison growth, and other social, economic, and cultural trends) which invite involvement by the program.

Threats:  These are issues which in the future may thwart the progress or effectiveness of the program (i.e., a private school opening in Yuma or La Paz Counties that delivers similar services).

This analysis leads to recommendations that your program makes on plans of action for the future.

SWOT ANALYSIS FORM

	Strengths

1.

2.

3. 

.

.

	Weaknesses

1. 

2. 

3. 

.

.

	Opportunities

1.

2.

3.

.

.

	Threats

1.

2.

3.

.

.

	Recommendations

1.

2.

3.

.

.


COLLEGE MASTER PLAN FORM

	Year
	Activities
	Resource Needs
	Notes

	Current Base Year 


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ACTION PLAN FOR SUPPORT SERVICES

	Recommendation:



	Specific Action:


	Timelines:
	Person(s) Responsible:

	Expected Outcome/Goal: 




	Recommendation:



	Specific Action:


	Timelines:
	Person(s) Responsible:

	Expected Outcome/Goal: 




	Recommendation:



	Specific Action:


	Timelines:
	Person(s) Responsible:

	Expected Outcome/Goal: 




	Recommendation:



	Specific Action:


	Timelines:
	Person(s) Responsible:

	Expected Outcome/Goal: 




FORMS

PROGRAM REVIEW DATA DISCREPANCY FORM
Deans/Directors: If, after reviewing the Program Review data, you feel that some data are inaccurate, please complete the form below. Completed copies of this form shall be on file in the Assessment and Program Review Office. Use additional sheets if necessary. 

Program Name: ____________________________________________________________________________

	VIABILITY/PERFORMANCE INDICATOR(S) IN DISPUTE
	DISPUTED DATA
	CORRECT DATA

(Supporting materials must be attached)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Completed by: ____________________________


Date Completed: ________________________




(Print Name)







Dean/Director’s signature: ___________________________

Date signed: ________________________

	Please submit form to the Dean of Instruction

	· DOI

Approved ____________

                   (Initials)
	· VP Learning Services

Approved ________________

                   (Initials)
	· Other: 

Approved _________________

          (Signature) 


Assessment and Program Review

June 2008
Sources: 

Oakton 




























































� The term “program” is used in the Manual as a general term that includes program, department, service or administrative unit. 


� The term “program” is used in the Manual as a general term that includes program, department, service or administrative unit. 
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