


Program Review Form Guidelines 2008-2009 Cycle

The following guidelines explain the steps for completing the Program Review process and annual Program Review form; provide details about the information requested from respondents; and help to explain the kinds of data and information used to describe programs, departments and services in support of program budget requests.

Program Review reports provide the opportunity to communicate information about your program to the entire college community. They also provide the basis for communicating with all college planning committees and others charged with the task of evaluating and recommending approval for program requests for resources. 


PROGRAM REVIEW 2008-2009

At Mendocino College, Program Review is a systematic process of gathering, analyzing and reporting information, goals, objectives, and requests for resources for academic or vocational programs, departments, or support services for the purpose of institutional planning, budgeting and decision-making.

For the 2008-2009 Program Review cycle, all programs, departments, or support services must complete Part One of the Annual Program Review Report:

Program Review – Part One is required of all programs, due March 2, 2009 and will include all budget requests (staffing, facilities, marketing, etc.) and your request for supplies and services (object codes 4000’s and 5000’s). Report writers will receive 4s and 5s budget directions from your supervisor as part of this year’s Program Review process.

Program Review – Part Two is NOT required this year for any program or department. The Program Review Task Force is undertaking a periodic review of Part Two and will be making recommendations to the Planning and Budget Committee (PBC) in Spring 2009.

GENERAL GUIDELINES

Program Review report information should represent the thinking and input from staff of the entire program, department or support service. 

Questions are included within each section of the form.  A brief explanation for selected questions that may not be self-explanatory is provided below as an aid to completing the form.

Requests for staffing are reviewed and ranked by the Staffing Committee and recommendations are made to the Planning and Budget Committee (PBC).

Requests for other resources such as supplies, equipment, facility services, professional development, marketing, and other support services are evaluated and processed by the departments responsible for administering each resource category.  

All college departments are supervised by the two Vice Presidents or the Superintendent/President as established by the college’s organizational structure. They are responsible for assuring that communication from each area supervised is provided to requestors prior to budget development in order for requestors to know the status of each Program Review request.

Upon approval by the appropriate supervisor, requests are routed to the appropriate committee (Facilities, Marketing, Professional Development, Technology). 



FORM COMPLETION GUIDELINES

Answer each question as fully as possible.  If a question cannot be answered, please respond with DOES NOT APPLY.

Electronic forms (MS Word documents), this document, Program Review Data Spreadsheets and Demographic Information are available on the Institutional Research Staff Intranet site:

>Staff Intranet
	>Institutional Research
		>Documents and Lists
			> Program Review 2008


General Guidelines

Being Strategic with Your Program Review

Program Review asks you to “provide evidence to relate your responses to the adopted segments of the Mendocino College Strategic Plan”.
 
The College’s Strategic Plan is a living document that reflects a continuous process of growth, improvement and consideration of evidence. Formally approved segments currently in place are the college’s Mission Statement, Strategic Goals and Strategic Directions (see below).
 
Where applicable, please explain how your requests and objectives relate to Mendocino College Strategic Goals in each of the Program Review sections. The goals are:

(1) Become a learner-centered institution by focusing on student success
(2) Improve student access to college programs and services
(3) Enhance the student learning experience by providing educational, cultural and social opportunities beyond the classroom
(4)  Maximize the procurement and efficient use of financial, human and physical resources.
(5) Build new and stronger relationships with businesses, educators, agencies and other constituents of our communities

Please keep in mind that the Strategic Goals are only one component of the review process, and many worthwhile and necessary objectives will not relate directly to the adopted Strategic Goals. By design, the goals are a special focus, not an exclusive focus.

In connecting your resource requests to the Strategic Goals you should include a logical rationale and supporting evidence of the substantial nature of the connection. Evidence might include information from the research department (e.g., retention rates, student satisfaction, student success, etc.), information from state or county agencies (e.g., population projections or job projections from the Department of Finance or Employment Development Department) or data developed by your own department (e.g., trends in students served, process monitoring, meeting minutes, special surveys, or evidence of Student Learning Outcomes). This list of evidence sources is not exhaustive.



Cover Page

Program information:

Provide the program title, the date the review was completed, the name of the Primary Program Contact (person who served as  the primary review writer) and the names of all faculty or staff who participated in or contributed to the program review this year.



Part One of Program Review (Annual)
 
Item A, Staffing

The Staffing Committee is responsible for ranking staffing requests for new educational and administrative staffing, and for positions supervised by the Superintendent President, and is developing its own system for ranking staffing requests that should be considered by those requesting new staffing through the Program Review Process. The ranking process includes both quantitative and qualitative factors.  The membership of the Staffing Committee includes representatives from Faculty, Classified Staff and Management and reflects the College’s commitment to shared governance.

The Staffing Committee evaluates all staffing requests that emerge from Program Review, including new positions, replacement positions and reorganized positions.  Recommendations from the Staffing Committee go to the Planning and Budget Committee (PBC), which recommends final decisions to the Superintendent/President. The Superintendent/President is responsible for approving all staffing recommendations made by PBC and for seeking final approval for new staffing as necessary from the college Board of Trustees.

When making a staffing request, provide as much information as possible regarding the position in your rationale statement.  Illustrate how the position requests advances any or all of the Strategic Goals of the college.

Item B, Capital Equipment 
 
Please list new or replacement equipment in your priority order. Equipment with a value of $500 or more with a useable life of over one year must be requested through Program Review. Equipment with a value under $500 should be requested as a supply through the normal 4s and 5s budget request process.
.

Item C, Supplies & Services

Please complete your 4s and 5s budget request as directed by your dean or supervisor.

Some programs, departments and support services may not be required to complete 4s and 5s requests, or they may take part in only a portion of a larger department’s 4s and 5s budget process. This section includes the opportunity to request your normal 4s and 5s supplies and services budget, and also provides the opportunity to request budget augments for new supplies and services.


Items D and E, Modifications to Current Facilities and New Facilities Needs

The two Program Review facility sections are intended to identify needs that cannot be addressed within the routine work order process (see work order process, below). Please note the distinctions between Program Review facility requests and routine work orders, provided below by Facility Services: 

PROGRAM REVIEW REQUESTS: Requests in this category should address needs for office space for projected new staff, additional classrooms, labs, storage space, accommodation for proposed new equipment, and space required for new programs.  Examples include things like a request from the Business academic program for a business center to house the Business faculty with room for program resources, meeting space, and a professional reception area associated with department offices.  Other examples include the request for a language lab for the Foreign Language Department; an office for the Director of Development and support staff; requests for a nursing lab; space for additional faculty for growing or new programs.
 
WORK ORDER PROCESS: A work order is a request for needed repairs, replacement of routine items such as light bulbs or door mats, rearranging of offices, installation of shelves, bulletin boards, signs, and other minor facility improvement or maintenance items. More substantial items, costing more than $100.00, must be accompanied with funding from the requesting department. If the requestor is uncertain about potential funding limits, he or she should first discuss the issue with the Facility Services Director and immediate supervisor to determine possible solutions.
 
The College’s work order process is paperless. Depending on the nature of the need there are two acceptable approaches for initiating a work order. 
1. If the needed work is such that it only impacts your individual work area, such as replacement of light bulbs, office temperature adjustment, minor repairs or is of a safety concern, simple email the Director of Maintenance and Operations and a work order will be initiated on your behalf.
1. If the needed work impacts a group of people or has related expenses associated with it, then contact your supervisor/dean for a feasibility discussion. If your supervisor/dean determines that work should proceed, then s/he will submit an online work order on your behalf.


Item F, Professional Development

Self-explanatory

Item G, Student Learning Outcomes

Student Learning Outcomes (SLOs) for all courses and programs must be completed by the time this review is completed.  In the Program Review, you should address the following:

(1) In the past year, which SLOs in which courses has your program assessed?  For instance, the Photography program may have chosen to assess student learning outcomes in two courses, PHO 101 and PHO 102.

(2)  For the SLOs that have been assessed, what technique was used to assess student learning in the course?  There are numerous ways to assess student learning; the SLO manual, available on the Staff Intranet site.

(3)  For the SLOs that have been assessed, what did you learn about student outcomes?

(4)  For the SLOs that have been assessed, how did you use that information to inform changes in pedagogy, the assessment method or the SLO?

(5) If there are any resources you feel your program could use to better assess your SLOs, these should be described.

For example, here is how the Photography program may choose to frame their discussion of SLOs in PHO 101:


PHO101, Introduction to Digital Photography, 

Course SLO:  Students will, at the end of the course, be able to demonstrate knowledge of composition, lighting and focus to achieve high quality photographs. 

Evidence collected: In the final week of the class, students presented a portfolio of 15 photographs that they chose to illustrate their knowledge.  

Assessment Method: Each portfolio was assessed by the instructor using a rubric.

Assessment Results: Most students were able to demonstrate some knowledge of lighting and focus but composition was weak.  Also, some students objected to having the instructor as the only “judge;” they felt it would be useful to have more than one person contribute. Some students also questioned the reliability of the rubric.

Changes:  As a result of this assessment, three things have changed: (1) More classroom time will be spent on composition rather than some peripheral topics; (2) The rubric will be adjusted in order to account for student growth in knowledge over the 15 weeks; (3) Next semester, the instructor of record and two other instructors will act as “judges” to see how consistent the rubric is.  


Item H, Outreach and Recruitment

This section replaces what was formerly referred to as “Marketing.”  Identify in this section, any goals you may have (e.g. “increasing enrollment by n%”) and your target audience.  The “target audience” should be as specific as possible.  For example, if your goal is:

Increase the enrollments in Photography 100 by 5%

you should then specify what specific groups of students or potential students may be particularly interested in taking this course.  For example:

Since Photography 100 is an introduction into the use of Photoshop Elements to re-touch digital photographs, the course is especially geared toward new owners of digital cameras (usually older adults), many of whom have already taken Photography 98.1, “Using the Digital Camera”. 

You should also discuss the methods you plan to use in order to reach that target audience and achieve your goal.

Item I, Other Unmet Needs

If there are any other requests that do not, for some reason, fall within the other categories of Part 1, include them in this section.


Thank you for completing your Program Review report!


So – What’s next?

· PLEASE RETURN YOUR COMPLETED REPORT ELECTRONICALLY TO YOUR DEAN OR NEXT LEVEL SUPERVISOR NO LATER THAN MARCH 2, 2009.

· FOLLOW YOUR DEAN’S OR NEXT LEVEL SUPERVISOR’S INSTRUCTIONS FOR COMPLETING AND SUBMITTING YOUR 4s AND 5s BUDGET REQUEST.

· SEND A HARD COPY OF YOUR SIGNATURE PAGE TO THE OFFICE OF INSTRUCTION, UKIAH CAMPUS.


Next steps:

Program Review reports will be collected, compiled, and summarized by Instruction Office staff. Supplies and Services 4s and 5s requests will be processed by the Business Office. Summary reports will be forwarded to the appropriate planning committee or responsible department manager for further consideration, monitoring, evaluation and feedback.

While Program Review requests may or may not be implemented because of budget limitations and other issues, it is the intent of this process to provide an opportunity for feedback to requestors to inform them of the status of each Program Review request and to support systems for departmental accountability as approved requests are considered and implemented. Individual managers are expected to provide feedback to requestors in a timely manner to ensure that the requestors can plan adequately for the coming year. 

Mendocino College

Our Mission
Mendocino College provides education to our students and our communities by offering academic programs, transfer preparation, career and technical training, lifelong learning opportunities and student support programs that are dedicated to the achievement of student learning outcomes.

Our Vision
The vision of Mendocino College is to be a major contributor to the vitality of our communities by inspiring student learning and motivating personal development. We strive to deliver excellent, innovative educational and support programs that are accessible to all and focus on student success.

Our Core Values
Student Success: We are committed to helping students achieve their educational goals.
Collaboration: We participate in our communities to become informed about and engaged in local and global issues. We work collegially, both on campus and in our communities.
Respect: We recognize the worth of individuals by encouraging active participation, open exchange of ideas and collaborative decision-making.
Integrity: We maintain public trust by being honest, fair and equitable and by
honoring our commitments to our students, staff and communities.
Diversity: We respect the dignity of each individual; we value the creativity and insight that emerge from individual differences; and we recognize the importance of diversity in achieving our goals.
Responsiveness: We respond to requests and concerns in a timely and helpful manner. We listen to our students and our communities and institute changes based on identified needs.
Continuous improvement: We work to integrate the best practices in education and evaluate our progress toward achieving our goals.

Our Strategic Goals
In order to fulfill our mission and realize our vision, Mendocino College faculty and staff
will concentrate on the following five long-term goals:

■ Become a learner-centered institution by focusing on student success
■ Improve student access to college programs and services
■ Enhance the student learning experience by providing educational, cultural and social opportunities beyond the classroom
■ Maximize the procurement and efficient use of financial, human and physical resources
■ Build new and stronger relationships with businesses, educators, agencies and
other constituents of our communities.

Adopted February 2005; revised August 12, 2008
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