Chabot College Administrative Services Program Review Process FINAL

Chabot College

Program Review of Administrative Services

Administrative Services at Chabot College include the offices of:

President’s Office
Business/Administrative Services

     Chabot Foundation

Business Office

     Institutional Research

Mail Room and Switchboard

     Grant Development
    
Media Services

     Marketing

IT-Chabot Computer Support
VP Student Services Office

Bookstore
VP Academic Services Office

Safety and Security

     Division Offices




Overview

Administrative Services support student learning by creating the conditions under which it can occur. While most Administrative services provide services to and for staff, some also serve students directly.

Each Administrative Services office will conduct a program review to: 

· determine its strengths, effectiveness and the satisfaction of its primary users 

· identify areas that need improvement 

· align administrative services goals with the college mission, goals, and priorities

· determine the office’s major goals, objectives, and resources needed for the next 4 years

Process 

· program review is an ongoing process with periodic summary reports
· process is announced to the entire staff
· program review team is led by administrator/coordinator of office
· includes small representative group of staff from the office

· collects and discusses survey and outcomes data

· compiles and discusses future implications information

· discusses conclusions and action plan






· administrator/coordinator of office 








· writes or delegates narrative summary and action plan

· reviews and discusses draft with staff





Outcomes

· 3-page narrative summary of the program review findings


(used by IPBC for college planning and to update Educational Master Plan)
· Action plan that includes the office’s goals, objectives, and resource needs




(used by the office for unit planning and to request resources)

I. Narrative Summary of Program Review findings
The text of the narrative should be up to 3 pages and include the following sections:

Description of the Unit (from Unit Plan part 1)
· mission, responsibilities, and goals of the office and their relationship to the college mission and strategic plan
Staffing

· number and types of staff, past and future trends
Relationships with other College Units

· how unit supports other administrative, student services and academic units in the college
Unit support for student learning and success
· how the office directly or indirectly supports student learning and success

Unit strengths and accomplishments (from Unit Plan part 2) 

· summary of major accomplishments/strengths since last program review or during last 4 years.

· discussion of any previous program review recommendations and/or accreditation recommendations that affected this unit.

Service Area Outcomes

· satisfaction survey of primary users/clients of the office 


(Using a new common survey, or taken from previous staff or student surveys)

· trends in any measurable outcomes tracked by the office.

Future Implications

· important trends that will have a significant impact on the unit over the next 4 years


(examples: technology, facilities, equipment, customer/client demand, other)

· opportunities and challenges that office expects in next four years

Budget (spreadsheet not part of 3 pages)

· show income and expenditures for last 3-4 years (not included in 3-page text)

· discuss how budget supports goals and objectives 

II. Program Review Action Plan

The action plan for improving and/or strengthening the unit:

· addresses the opportunities, challenges and areas of concern and needs. 

· prioritized list of goals and measurable objectives and the activities that will accomplish them. 

· institutional and/or resource (budget) support needed by the unit to address demand for its services

· attach unit plan requests for additional resources supported by narrative

Approval and Implementation Calendar for Spring 2009

January-February

· Administrative Services Program Review Process presented for approval



Jan 15:
 Classified Senate



Jan 24:
 Administrative Staff



Jan 28:
 IPBC



Feb 6:
 College Council

February

· Institutional Research provides draft of common user satisfaction survey for Flex Day 

· Common user satisfaction survey finalized by IR with input from units

· Units develop mission/vision/values if needed 

· Program review teams determine other data and information to use

March

· User survey administered

· Program review teams collect and review data

April 15

· Draft narrative summary and action plan written and discussed within unit 

· Sent to VP

April 17
· Final narrative summary and action plan are submitted to IPBC. 
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