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STUDENT SERVICES PROGRAM REVIEW WORKSHEET

Student Services Area:

Prepared by:

Academic Year:

Submit only your Worksheets. Do not alter the forms, change the font (Times New
Roman), or eliminate pages. If a page does not apply simply mark N/A.

I. Student Services Area Overview

TheArea Overviewshould reflect the consensus of the staff within the student services

area. Itis meant to provide a broad understanding of the area, current trends related to

the areads mission, and howsidnbrgoaBofea ser ves
Riverside Community College District and its campuses. The following reflects the

general guidelines followed by the service areas in completing their area overview.

(1.1.-1.8. contains brief, succinct narrative for each area; showdbout 2 pages in

length)

1. Mission

Note: Area mission statements must be directly aligned with those of the District/College and the Division.
This statement should be brief, easy to remember and include the name of the department, its primary
functions, modes of delivery, and target audience.

Suggestion: This statement should be about 25 words.

2. Philosophy Statement
Note: Identify or outline how your area serves the mission of the institution (district or college).
Suggestion: Please limit to ingle, brief paragraph.

3. Staffing Level
Note: Provide a very brief description of your current staffing level or attach an organizational chart that
includes positions only.
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4. Summary
Note: Describe the main functions of your area using cleancise bulleted statements

il
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5. Objectives

Note: List about 5 of your service area objectives. Your objectives must be related to a district strategic
initiative, student services goal, or campus goal AND have one or more measurable outcome.

1.
2.
3.
4
5
6. Strengths

Note:Bri efly describe about five of your areads greates
are preferred.

1 R

7. Improvement Areas
Note: Identify specific issues and/or needs that are affectiagetficiency or effectiveness of your area.

1

= =4 =4 =

8. Students Served
Note: Briefly report the number of students served and/or provide a general description of the student
population(s) you serve. When reporting numbers, please specify the timgfnaze reporting.



8/11/2009

9. Report on 2007-2008 Assessment Plan for Student Services Area: (specify)

(Pl ease provide a 1 page historical reference of | ast year 6s
Mission Statement:
Objective Student Learning Linked to Student | Assessment Criteria| Assessment| Completion Improvement
Outcome (SLO) Service (Specify Target Measure (or anticipate | Recommendations
or Goal/Campus Performance Level) completion)/ (next step)
Service Area Goal/District Findings
Outcome (SAQO) Initiative
9 Example: Students participating in | Student Services Goals | Increase enroliment of During 067 FY, | Out of the 322 studer| Since department staff wa:
§ (Norco Outreach outreach AOC provide a seamless AO( graduating seniors feih ( outreach staff who completed AOC | unsuccessful in meeting th
> 7 Increase college| (Assessment/Orientation/| process;-gBovide FY by 80% (258 students meg‘bers tracked | during “;e'r Se”hor dy_e goal fb3|’|4%' th‘; rﬁcommer
Z d attendance and | Counseling) activities duri comprehensive outreach of the 322 seniors proces Ztgcg’srggggitgfts 1 tZr?engIIGO/;)t:Prcwo edin gl_tg guﬁ“r']gmg rEeitSf?s,T:I
8 ks enrollment rates th.elr senior yeaO(0BY) to potential studgnts; throlugh AOC during their| y-i-base. During ' The recommendation is to
g will suessfully enroll at Rq Campus Education Mas| senior year. 07.08 FY), outread continue providing-fmlow
% g during the fall 07. (SAO) | Plan Goal #Bcrease saff used Datatel { outreach services to high g
< g student access look up student graduates after they have
E E enrollment status. graduated and particularly
o during the summer to ensy
term enrollmémis increasin
college enroliment amongg
students assisted through
services during the regular
year.
1.
2.
3.




10. 2008-2009 Assessment Plan for Student Services Area: (Specify)

Report on upo three outcomes from your service area. Please detail findings and improvement recommendations on following page.

8/11/2009

Mission Statement:
Objective Student Learning | Linked to Student | Assessment Criteria)| Assessment| Completion Improvement
(Choose objectivi Outcome (SLO) Service (Specify Target Measure (or anticipate | Recommendations
from 1.5.) or Goal/Campus Performance Level)| (Measuremen| completion)/ (next step)*
Service Area Goal/District tool) Findings*
Outcome (SAQ) Initiative
Example: Students participating i Student Services Goals | Graduating seniors will in| Pre/posisurvey to | Pre/posisurvey to be
L (Norco Outreach) | outreach activities at th{ provide comprehensive { understanding of RCC st gauge leaming in| administered during
o > | Increase student | high schools during the| services to potential stuq services programs and sq 2€as: admissions wmtlfrh2009 OLI’"e"’I‘Chh
< § | understanding of c{ senior year will have a { Campus Education Mas{| 80%. assessment, workshops at local hi
3 . counseling, financ| schools.
programs understanding of RCC | Plan Goal #Bicrease ; : ;
] - . aid, special servic
and services. programs and sstvic | student access and course select
(SLO)
1.
2.
3.

* Detail on following page
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2009 Assessment Plan Findings/Data Analysis & Improvement Recommendations

Report the finding of your outcomes assessment. How will you use the outcomes for service area
improvement?(Note: Section 0.1should be about 3 pages including Table 10. Please include a sample of
any surveys.)

2009 Assessment Plan Findings/Data Analysis & Improvement Recommendations

SLO/SAO #1:
Findings/Data Analysis
Improvement Recommendations
SLO/SAO #2:
Findings/Data Analysis
Improvement Recommendations
SLO/SAO #3:
Findings/Data Analysis

Improvement Recommendations



ll. Area Needs Assessment
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1. Five-Year Program Staffing Profile with Anticipated Needs

Position

Staffing Levels for Each of the
Previous Five Years

Anticipated total staff
needed

2004

2005

2006

2007

2008

2009 -2010 | 2010-2011

EXAMPLE

Administration

Classified Staff FT

Classified Staff PT

Confidential Staff FT

Hourly Staff

Student Workers

Faculty Reassigned FTE
Full time

Faculty Reassigned FTE
Part time

Total Full Time
Equivalent Staff

LSS S S AL LS SIS AL S LSS NS S

Fill out the Management and/or Staff request form that follow if new employees are

needed.

Doesthest af f i

ng structure&@ meet

the unitods

If your answelisii n @ , p | cenaideréhe following in framing your answer:

a. Has theworkload of your unitncreased in recentear®? Do you anticipate the

workload will increase, decrease or remain constath@upcoming one to three years?

Is this a temporary situation?
b. Has technology made it possible to do more work with the same staff? Or, has
technology increased your work load (adding web features which need updating for

example)?

c. Does the workload he significant peaks and valleys during fiscal year? If so,

describe

needs

d. If your workload is increasing and resources will not allow for increased staffing, how do
you anticipate being able to ameliorate the negative consequences of too much work and
maintain apositive atmosphere in your unit?
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Unit Name:

2. Staff Needs
NEW OR REPLACEMENT STAFF (Administrative or Classified)

List Staff Positions Needed for Academic Year Annual TCP*
Please be as specific and as brief as possible when offering a reason. Place titles on list in order (rank) or
importance.

TCP for employee

Reason:

2.
Reason:

3.
Reason:

4.
Reason:

S.
Reason:

6.
Reason:

* TCP = ditTodfalPcC=i tiono for one year is the cost of an aveposiiopspalse al ary pl u
require space and equipment. Please speak with your campus Business Officer to obtain accurate cost estimates. Please be sure to add related office space,
equipment and other needs for new positions to the appropriate form and mention the link to the position.
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Unit Name:
3. Equipment (excluding technology) Needs Not Covered by Current Budget

%
List Equipment or Equipment Repair Needed for Academic Year Annual TCO

Please list/summarize the needs of your unit on your campus below. Please be
as specific and as brief as possible. Place items on list in order (rank) or Costper | Number
importance. item Requested

Total Cost of Request

1.
Reason:

2.
Reason:

3.
Reason:

4.
Reason:

S.
Reason:

6.
Reason:

* TCO = fATot al Cost of Own e vemgde cogt for orfe year. Pleasespealy weith your ¢arapustBusieess Officsr to obtaiih acarate a
cost estimates. Please be sure to check with your department chair to clarify what you current budget allotment are. If equipment needs are linked to a position
please be sure to mention that linkage.

10
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Unit Name:
4. Technology++ Needs Not Covered by Current Budget:

NOTE: Technology; excludes software, network infrastructure, furniture, and corissr{taier, cartridges, etc)

Submitted by: Title: Phone:

Annual TCO*

Program: Location Is there

New(N) or New(N)or (i.e Office existin
0 0 | i g
Priority EQUIPMENT REQUESTED Replacem Continuing | Classroom| Infrastructure

ent(Rp Q2 etc) 2

How many| Has it been
users repaired

served? | frequently? | Costper | Number | Total Cost of
item Requested Request

1.
Usage /
Justification
2.
Usage /
Justification
3.
Usage /
Justification
4.
Usage /
Justification
5.
Usage /
Justification
T TCO = fATot al Cost of Ownershipo f or oPbeasespeakwith your samgudBesiness@®ffiter tooolitainan aver ag
accurate cost estimates. Please be sure to check with your department chair to clarify what you current budget allotment are. If equipment needs are
linked to a position please be sure to mention that linkage.
1 ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment.

11
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Unit Name:
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*

Annual TCO*

List Facility Needs for Academic Year
(Remodels, Renovations or added new facilities) Place items on list in order (rank) or
importance. Total Cost of Request

1.
Reason:

2.
Reason:

3.
Reason:

4.
Reason:

5.
Reason:

6.
Reason:

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.

12
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Unit Name:
6. Professional or Organizational Development Needs Not Covered by Current Budget*

List Professional Development Needs for Academic Annual TCO*

Year . Reasons might include in response to AUO
assessment findings or the need to update skills. Please be as specific and as brief
as possible. Some items may not have a cost per se, but reflect the need to spend Costper | Number
current staff time differently. Place items on list in order (rank) or importance. item | Requested | Total Cost of Request

1.
Reason:

2.
Reason:

3.
Reason:

4,
Reason:

S.
Reason:

6.
Reason:

*1t is recommended that you speak with Human Resources or the Management Association to see if your request can be met with current budget.

13
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Unit Name:
7. OTHER NEEDS not covered by current budget

Annual TCO¥*

List Other Needs for Academic Year
Please list/summarize the needs of your unit on your campus below. Please be as
specific and as brief as possible. Not all needs will have a cost, but may requirea | Costper | Number
reallocation of current staff time. Place items on list in order (rank) or importance. item Requested

Total Cost of Request

1.
Reason:

2.
Reason:

3.
Reason:

4.
Reason:

S.
Reason:

6.
Reason:

14
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Appendix A T Background Information

AEfficiency is doing things right, effective
i Peter Drucker

What is Student Services Program Review?

Student Services Program Review is a collaborative goal-setting and assessment process
designed to help improve and refine student services. It is intended to be flexible,
collegial, relevant, practical, and should result in a clear sense of direction and
accomplishment for participants. All Student Services undergo self-study as part of a
process that results in a comprehensive assessment of institutional effectiveness. A
separate, but similar process is applied to administrative units. When completed the unit
representatives will present their self-study to the District Program Review Committee
for review. Members of the District Assessment Committee will provide the Program
Review Committee with recommendations regarding your future assessment plans. The
linkage between program review and strategic planning is now fully operational. Thus,
resource allocations and planning for your unit will be directly impacted by this plan.

Student Services will be asked to update their program review document annually. It is
anticipated that the same format will be used and updates should require only minimal
editing.

The most important extrinsic purpose of this review is for you to receive the resources
you need (equipment, staff, etc.) and to meet accreditation standards. The intrinsic
purpose of the self-study process is to help Student Services clarify and achieve their
goals. In addition, the process aids units in strengthening the bonds within the college
community and fostering cooperation with instructional units.

The major objectives of Program Review are to:

1. State program goals and align future go
goals.

2. Collect and analyze data on key performance indicators, service area

outcomes and student learning outcomes, program activities, and

accomplishments.

Examine and document the effectiveness of student support services.

4. Develop recommendations and strategies concerning future program

directions and needs (e.g. budget, staffing, and resources).

Assure the accuracy of program information.

6. Comply with Accreditation Standards, Federal and State law, Title 5, Student
Equity, VTEA, matriculation (including prerequisite and co-requisite
standards), ADA (American with Disabilities Act), and other legal or
certification requirements.

w

o

15



Planning i Self-study documents are intended to be key drivers informing the District
strategic

and

each
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How Program Review Integrates with Planning

campus?®6

pl anning

be updated annually and serve as a vital component in the planning and budgeting
process. Each District Administrative Unit review will reflect requests and initiatives
mentioned in Annual Instructional Program Reviews, Campus Administrative Unit

Programs Reviews, and Campus Student Service Program Reviews as appropriate (see
chart and timelines at the end of this document). Completed reviews will be shared with

the District Strategic Planning Committee (DSPC) and made available to the entire

district online. The results of discussions in the planning committees are intended to link

into budget planning. A flow chart showing the linkages follows.

Program review and assessment are the cornerstones of planning. The Board has
endorsed Strategic Themes including:

T
T
T
T
T

1

support

Student Access

Student Success

Service to the Community

System Effectiveness

Financial Resource Development
Organizational and Professional Development
Program review provides a means through which units set goals and objectives that

strategies in the plan.

The District Strategic Plan 2008-2012 is available online at
http://www.rcc.edu/administration/academicaffairs/effectiveness/planning.cfm

t plars, thiughsfdcusing ontth® gudent as a learner. Be sure to
review the plan and reflect upon the work of your unit in relationship to the themes and

Overview of District Strategic Planning Process Structure
This chart does not offer details about individual campus pre

cesses
Additional Charts by Campus and District more accurately illustrate Flow and Feedback Loops

Moreno Valley Strategic
Planning
Committee

Norco Strategic
Planning
Committee

Riverside Strategic
Planning
Committee

1

District Strategi
Planning
Committee

(Meets monthly or as

Board of Trustees I

The Chart Above is a Conceptual Draft & does not fully reflect the complexities of the process
(each campus and the district have process charts)

16

process.
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District Student Services Mission & Goals

District Student Services Mission:

To professionally and proactively dedicate ourselves to provide a student-centered
environment that will enhance academic achievement.

District Student Support Services Goals:

1.

10.

11.

RCCD Student Support Services will participate in the program review process
on an annual basis.

RCCD Student Support Services will provide a seamless process for admissions
and registration into the college and will continue to support the concept that
assessment, orientation and counseling services are vital for the success of
community college students.

RCCD Student Support Services will continue to provide comprehensive
student support services which are accessible to all RCCD students regardless of
location.

RCCD Student Support Services will continue to provide an academic early
alert process and improve follow-up intervention for our under-prepared
students.

RCCD Student Support Services shall continue to provide comprehensive
outreach services to the potential student population by enhancing the student
ambassador program and high school outreach initiatives.

RCCD Student Support Services will provide mechanisms for student
involvement in the planning, the decision making process, and the evaluation of
support services.

RCCD Student Support Services will provide a supportive, friendly, and safe
environment for a diverse student population creating bridges and pathways
designed for student success.

RCCD Student Support Services will continue collaboration with the academic
departments on initiatives designed to serve under-prepared students and to
meet the Partnership for Excellence goals.

RCCD Student Support Services leaders will continue to participate in regional,
state and federal organizations.

RCCD Student Support Services will continue to disseminate information to

RCCD personnel and | ocal | egi sl ator s

increase student success.

RCCD Student Support Services will work collaboratively with Academic
Services to implement programs and services to meet the goals and activities

delineated in RCCD6s Student Equity

17
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The Components of Program Review

Student Services Program Review Contains the Following Sections:

Background Information
Campus Goals

I. Student Services Area Overview (l.1.-1.8. contains brief, succinct narrative
for each area; should be about 2 pages in length)

II.

1.
2. Philosophy Statement

3. Staffing Level (or organizational chart)
4. Summary (of Area Functions)

5. Objectives

6.
7
8
9
1

Mission

Strengths

. Improvement Areas

. Students Served

. Report on 2007-2008 Assessment Plan (1 page historical reference)
0. 2008-2009 Assessment Plan (3-4 pages)

Area Needs Assessment(Eliminate unnecessary tables; do not change the
number of the table)

NookrwnpE

Five-Year Program Staffing Profile

Staff Needs

Equipment Needs

Technology++ Needs

Facilities Needs

Professional or Organizational Development Needs
Other Needs

18
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Student Services Program Review Flow Chart

Fall

Process Questions

Student Services

District i Campus Collaboration

What is the service area
mission and how does it serve
the institutional mission?

Campus Service/Area
Planning/Dialogue

District Service Area

Planning/Dialogue What are the objectives,

strengths, areas of concern
and SLO®& of the service
area?

District T Campus Collaboration

How are these addressing

l campus-based student
services and district-wide

i ?
Moreno Valley Area Norco Area Overview Riverside Area Overview program ISsues:
Overview Document Document Preparation Document Preparation
Preparation — |Draft
Student Services Deans
District i Campus Collaboration cc: Student Services Team
Winter
Campus Service Area District Service Area P .
Needs Dialogue Needs Dialogue Process Questions

What are the staffing,
equipment, facility, and other
needs of the service area?

How are the needs justified in

District i Campus Collaboration the Program Review
l Document?
Moreno Valley Norco Program Riverside Program Student Services Deans

Program Draft Review Draft Review Draft >
Cc: Student Services

District i Campus Collaboration

l Spring

Formally Meet to Review, Finalize, and Approve Program Review Documents

19
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Appendix B: Student Services Qutcomes

The Institutional Effectiveness Model

District or College Mission Statement

Strategic Initiatives for theL)istrict or College

Student Services Area Mission Statement/Program Objectives

Student Services Area Outcomes <«——

Method(s) of Assessment

Assessment CriteriI for Success

IPAD) JUIWISSISSY

Assessment Results

|

Use of the Assessment Results

Student Services Area Outcome Checklist

Consistent with Mission Statement

Agreement --- were staff involved in the development?

Reasonable --- for the ability of the students.

Measurable --- can be observed and tested.

Key Concepts --- important to the service area or program.

Clarity --- precise in description.

Singular---not fAbundl e dadfcofjumrdiiamspcommiasy u s e

OO O O O O Or

20



Formulating Service Area Qutcomes (SAQOs):

Service Area Outcomes Based on
Currently Existing Services

Name of Unit  will provide Name of Current Service
improve
decrease
provide

Client will be satisfied with Name of Current Service

Formulating Student Learning Qutcomes (SLOs):

Student Services Area Service Verb + Objective
Tutoring Improve é
Students attending ~ Academic Advising will I ncreaseté
Workshops Under st and?é
Counseling Sessions Knowé
AStudents participating in the devel g
the education requirementsfort hei r educati onal goal a

Examples of Assessment Methods

Tracking the Use of a Service (e.g. hits on a website, use of computer technology)
Satisfaction surveys
Graduation rates
Retention rates
Establishing timelines and budgets
Recruiting results
Tracking program participation
Tracking complaints and how they are resolved
Community College Survey of Student Engagement (CCSSE)
10 Survey of Organizational Excellence
11. Benchmarks set by national, state, or peer organizations
12. External measures of performance or quality
13. Production of Reports which are acceptable to federal, state, accrediting agencies or
the Board of Trustees
a. A program outcome could be the completion of a project or activity. This type of
outcome does not provide information for improvement, however. As a result, it
is usually more meaningful to assess what the project or activity is intended to
accomplish.
i. For example, if the goal of the College Police is to install call boxes they
might measure the success of this project by:
1. Surveys to measure students belief that they are safer.

©oNoORrwWNE
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2. An actual reduction in crime in the locations where the call
boxes were placed.

3. A report on that the project was completed on time and within
budget.

4. From an Institutional Effectiveness standpoint the desired
outcome is not to buy and install equipment or to hire new
personnel but it is what is to be accomplished with them.

What might success look like?

1. Feedback from the annual survey will indicate that 60% of the users using the newly
implemented technology services will be very satisfied or extremely satisfied with
the services.

2. Success measures for the academic progress used as part of institutional effectiveness
measures are reported to be found useful by academic units according to program
review documents.

3. The criteria for success will be the completion of at least 92% of degree plans within
10 working days with errors in fewer than 1% of all degree plans.

4. Sixty percent of the students who participated in library training will report that they
are satisfied or very satisfied with their ability to use library resources.

5. Eighty percent of students using the advising center will report that they are satisfied
or very satisfied with the advising they received.

It is best to set realistic outcomes, so that successful incrementaimprovement can be shown or
currently high success can be maintained. If a target is not reached that does not mean a program
is weak or ineffective, particularly if increasing demand for the service has placed additional
strains on t hlestead theiinfordnationsheutd bewseddoemake changes in the
program or service, or to request additional resources as needed to improve the outcome and
move it toward the target.

Good assessment practice is to have more than one success criterion to aid in identification of
areas where improvement in the quality of a program can be made. For example, if the
Admissions Departmenthasseta goal t hat Aenr ol linkBesmetologly o r
wi || be compl eted accurately and in a ti
completion of at least 92% of enrollments within 3 working days. A secondary criterion might be
that at least 80% of the responses to the questions concerning student satisfaction will be either
(a) Definitely yes or (b) Yes to the question of satisfaction with the specific processes asked
about.

8/11/2009
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Appendix C T The Legal and Professional Basis for
Program Review

TITLE 5, Section 51022(a)

The governing board of each community college district shall, no later than July 1, 1984,
develop, file with the Chancellor, and carry out its policies for the establishment,
modification, or discontinuance of courses or programs. Such policies shall incorporate
statutory responsibilities regarding vocational or occupational training program review as
specified in section 78016 of the Education Code.

ACCJC STANDARDS

Standard 1B. Improving Institutional Effectiveness
The institution demonstrates a conscious effort to produce and support student learning,
measures that assess how well learning is occurring, and makes changes to improve
student learning. The institution also organizes its key processes and allocates its
resources to effectively support student learning. The institution demonstrates its
effectiveness by providing 1) evidence of the achievement of student learning outcomes
and 2) evidence of institution and program performance. The institution uses ongoing and
systematic evaluation and planning to refine its key processes and improve student
learning.

1. The institution maintains an ongoing, collegial, self-reflective dialogue about
the continuous improvement of student learning and institutional processes.

2. The institution sets goals to improve its effectiveness consistent with its stated
purposes. The institution articulates its goals and states the objectives derived
from them in measurable terms so that the degree to which they are achieved
can be determined and widely discussed. The institutional members
understand these goals and work collaboratively toward their achievement.

3. The institution assesses progress toward achieving its stated goals and makes
decisions regarding the improvement of institutional effectiveness in an
ongoing and systematic cycle of evaluation, integrated planning, resource
allocation, implementation, and re-evaluation. Evaluation is based on analyses
of both quantitative and qualitative data.

4. The institution provides evidence that the planning process is broad-based,
offers opportunities for input by appropriate constituencies, allocates
necessary resources, and leads to improvement of institutional effectiveness.

5. The institution uses documented assessment results to communicate matters of
quality assurance to appropriate constituencies.

6. The institution assures the effectiveness of its ongoing planning and resource
allocation processes by systematically reviewing and modifying, as
appropriate, all parts of the cycle, including institutional and other research
efforts.

The institution assesses its evaluation mechanisms through a systematic review of their
effectiveness in improving instructional programs, student support
services, and library and other learning support services.
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