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Background Information  
 
ñEfficiency is doing things right, effectiveness is doing the right thingsò 

 ï Peter Drucker 

What is Administrative Unit Program Review? 

 
Administrative Unit Program Review is a collaborative goal-setting and assessment 

process designed to help improve and refine college services.  It is intended to be 

flexible, collegial, relevant, practical, and should result in a clear sense of direction and 

accomplishment for participants.  All non-instructional service areas (hereafter referred to 

as ñadministrative unitsò) 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 Student Services units.  When completed the unit representatives will 

present their self-study to the District Program Review Committee for approval.  

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.   

 

Administrative Units 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 administrative units 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 goals with the Collegeôs mission and 
goals. 

2. Collect and analyze data on key performance indicators, administrative unit 

outcomes, program activities, and accomplishments. 

3. Examine and document the effectiveness of student support and 

administrative services. 

4. Develop recommendations and strategies concerning future program 

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

5. 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. 
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How Program Review Integrates with Planning  
 

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

and each campusô strategic planning process.  Administrative Unit reviews will be 

updated annually and serve as a vital component in the planning and budgeting process.  

Each Administrative Unit review will reflect requests and initiatives mentioned in Annual 

Instructional Program Reviews as appropriate. Completed reviews will be shared with 

relevant campus Strategic Planning and the District Strategic Planning Executive 

Committee (SPEC) and made available to the entire college community 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 Process

Instructional Program Review 

Analysis by Disciplines on Each 

Campus and District wide

District Strategic Planning 

Committee

(Meets monthly or as needed)

Board of Trustees

District Executive Cabinet

(Meets weekly or as needed)

Moreno Valley Academic Planning Council

Includes

Department Chairs and Academic Deans 

(meets monthly)

District Academic Planning Council

Includes

Department Chairs and Academic Administrators from throughout the district 

(meets twice each year)

      Moreno Valley Strategic Planning     

                      Committee 

Subcommittees including:

1. Financial Resources

2. Human Resources

3. Instructional Programs

4. Institutional Mission and Effectiveness

5. Library and Learning Support

6. Physical Resources

7. Student Support Services

8. Technology

9. Leadership and Governance

(The full committee meets monthly and as needed)

Norco Academic Planning Council

Includes

Department Chairs and Academic Deans 

(meets monthly)

          Norco Strategic Planning

                      Committee 

Subcommittees including:

1. Financial Resources

2. Human Resources

3. Instructional Programs

4. Institutional Mission and Effectiveness

5. Library and Learning Support

6. Physical Resources

7. Student Support Services

8. Technology

9. Leadership & Governance

(The full committee meets monthly and as needed)

      Riverside Strategic Planning     

                      Committee 

Subcommittees including:

1. Financial Resources

2. Human Resources

3. Instructional Programs

4. Institutional Mission and Effectiveness

5. Library and Learning Support

6. Physical Resources

7. Student Support Services

8. Technology

(The full committee meets monthly and as needed)

Riverside Academic Planning Council

Includes

Department Chairs and Academic Deans 

(meets monthly)

District Strategic Planning Process Structure 

Administrative 

Program Review

(Campus and District)

Student Services 

Program Review

(Campus and District)

  
 

Chart of Process with Non-Instructional Review (lines in red) 
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District Strategic Initiatives 2005 ï 2010 ïProgram review and assessment are the 

cornerstone of planning.  The district has recommended strategic initiatives that embrace 

the following concepts: 

 

¶ Increase Student Access 

¶ Increase Course Retention 

¶ Increase Successful Course Completion 

¶ Increase Student Term-to-Term Persistence 

¶ Improve Student Learning Outcomes 

¶ Increase the Number of Awards, Certificates and Transfers 

¶ Improve the Quality of the Student Experience 

¶ Develop a Comprehensive Enrollment Management Program 

 

Program review provides a means through which units set goals and objectives that 

support the districtôs strategic initiatives, through focusing on the student as learner.  All 

units should keep these initiatives in mind as they prepare their reports. 
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The Components of Program Review  
 

Administrative Unit Program Review Contains the Following Sections:  
 

I. Overview 
a) Mission 
b) Functions 
c) Organizational Structure 
d) Collaboration with Other Units and Student or Constituency 

Satisfaction 
e) Goals and Objectives (use Form A and Form B) 

II. Needs Assessment 

 
 
 
 

Program Review Checklist  
 

Date Completed Action 

 Contact Program Review Chair for orientation 

 Form Program Review Team 

 Gather documents including key performance indicators, such as 

annual operating budget, expenditures, number of service recipients, 

etc., in order to confirm its observations regarding its activities, 

accomplishments, needs, etc. 

 Solicit input from faculty and students 

 Determine if additional research is needed, and contact Institutional 

Research as needed 

 Write Program Review report 

 Review report to ensure that appropriate assessments are included 

 Submit report to Program Review Committee and present report to 

the committee 

 Report submitted to Academic Affairs, Strategic Planning 

Committees other units and posted to the Web. 

 Strategic Planning Committees analyze Instructional and Non-

Instructional Annual Reports and make recommendations  

 Budgetary recommendations from Planning committees link to 

budget process. 
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ADMINISTRATIVE UNIT PROGRAM REVIEW WORKSHEET 
 
 

Administrative Unit: ____________________________ 
 

Prepared by: _________________________________ 
 

Date: _______________________________________ 
 
 

 

 
I.  The Unit Overview  

 
The Unit Overview should reflect the consensus of the staff within the unit.  It is meant to provide 

a broad understanding of the unit, current trends related to the unitôs mission, and how the unit 

serves to meet the overall mission or goals of Riverside Community College District and its 

campuses.   

 

 

1. What is the mission of your unit?   

 

 

 

 

2. Identify or outline how your unit serves the mission of the institution (district or 

college).   Please limit to a single paragraph. 

 

 

 

 

3. Provide an Organizational Chart of your unit (including all levels of service and 

classified staff positions).  If necessary, provide very brief narrative descriptions by 

numbering the chart and including a numbered list with clarifications on a subsequent page.   

 

 

 

 

4. Describe the functions of your unit.  
Please use a bulleted list with headings as necessary to make it clear and easy to read. 
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5. In order to more appropriately assess the effectiveness of your unit what types of data 

will you collect during the next year?   

a. Make a list.  See Appendix A for examples of assessment methods.  Mention only 

data that you sincerely believe will help you improve the effectiveness of your 

unit. In 2008 you will be asked to report on your data collection efforts and the 

ways in which these assessments have informed improvements in your unit.  

b. If you are planning to use a customer service survey you may wish to model yours 

after the example in Appendix B. Please attach your proposed survey as an 

appendix to your report. 

 
 

6. Collaboration with Students and/or Other Units 

a. What are the unitôs strengths and weaknesses in the area of outreach and 

collaboration?  

b. How effectively does information flow from and to this unit to other units on 

campus?  Identify any areas where communication could be improved. 

c. What changes in the area of outreach and collaboration are needed to make this 

unit more effective in its mission? 

d. In the final analysis how does your unit support student learning and the overall 

satisfaction of students and employees with the college/district?  Are you 

providing the needed and desired services? 



Revised 8/11/2009 

 9 

7.   List needs and objectives from Annual Instructional Program Review which impact your unit:  
If not clear in your table, detail if and how you met the goals and objectives you set in the prior year?   

The list of needs will be filled in for you by Institutional Effectiveness 

 

Needs and Objectives from Annual Instructional Program Reviews which impact Administrative Unit: 

Need/Objective Linked to 
Goal/SLO/Mission  

Requested By Office/Person 
Responsible for 

Completion 

New Budget Needed 
for Completion 

Anticipated 
Completion
/Me asure 

of Success* 

Result 
/Date  

(Fill in when 
complete) 

No Yes/Est. $ 

Example: Research Causes 
of Student Withdrawal 

Success Rate for 
Psychology Courses 

Psychology 
Discipline, MV 

Institutional Research X  11/1/2007 
Research 
Report 

 

        

        

        

        

        

        

        

        

        

        

        

        
 

*Please see Appendix:  Administrative Unit Outcomes
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8.  List your unitôs major goals and related objectives for the upcoming year:  
If not clear in your table, detail if and how you met the goals and objectives you set in the prior year?  

  

Major and Objectives 2008-2009 for Administrative Unit: 

Goal Objective Link to Mission, 
District or 

Campus Strategic 
Initiatives,  

or SLO/A UO 

Office/Person 
Responsible for 

Completion 

New Budget Needed 
for Completion 

Anticipated 
Completion
/Measure 

of Success* 

Result 
/Date  

(Fill in when 
complete) 

No Yes/Est. $ 

Example: Increase 
Institutional Effectiveness 

Establish District wide 
Institutional 
Effectiveness Measures 

All Strategic Initiatives Institutional 
Effectiveness 

X  3/08 
Institutional 
Effectiveness 
Measures and 
Updates 
shared with the 
Board 
Annually 

 

        

        

        

        

        

        

        

        

        
*Please see Appendix:  Administrative Unit Outcomes
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II. Unit  Needs Assessment  
 
1) Does the staffing structure meet the unitôs needs?  
 

 

If your answer is ñno,ò please consider the following in framing your answer: 

 

a) The workload of your unit over the past two years  (you may wish to provide further historical 

reference points, but keep them very brief).   You may wish to consider the following questions in 

formulating your response: 

o Which aspects of the work are key to the institutionôs mission? 

o Has the staff increased, decreased or remained the same to meet those changes? 

o 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)? 

o Does the workload have significant peaks and valleys during the fiscal year?  If so, 

describe. 

o Do you anticipate the workload will increase, decrease or remain constant in the 

upcoming one to three years?   Is this a temporary situation? 

o 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 a positive atmosphere in your unit?  

 

b) What steps can be taken to improve your unitôs organizational efficiency within its current 

budget? 

 

c) What strategies have been used to improve delivery of support services within the unit (e.g., 

technology, online options, etc.)? 
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2) Five-Year Program Staffing Profile 
Using the table below, show the staffing levels in each category for the previous five years, and the 

percentage change over that period of time. Use only numbers, not job titles. 

 
 

 

 

Position 

Staffing Levels for Each of the Previous Five 

Years 

Anticipated needs  

 

 

2003 

 

2004 

 

2005 

 

2006 

 

2007 

% Change 

from 

Year 1 to 

Year 5 

2008 -2009 2009-2010 

Administration         

Classified Staff 

FT 

        

Classified Staff 

PT 

        

Confidential Staff 

FT 

        

Hourly Staff         

Student Workers         

Faculty  

Reassigned FTE 

Full time 

        

Faculty  

Reassigned FTE 

Part time 

        

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

This section to be filled out by the unit  
This section to be filled out by 

Subcommittee 

Please list/summarize the needs of your unit below 

Recommend 

for 

Approval 

Status 

Degree of 

Justification (as 

substantiated by 

the program 

review) 

List Positions Needed for Academic Year___________________ 

A
p

p
ro

v
ed

 

N
o
t 

A
p

p
ro

v
ed

 

V
er

y
 

H
ig

h
 

H
ig

h
 

M
o
d

er
a
te

 

L
o
w

 

1. 
      

2. 
      

3. 
      

4. 
      

5. 
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4.  Equipment (Note: Any needs listed here should also appear in the Needs/Objectives List) 

  

 

This section to be filled out by the Administrative Unit 
This section to be filled out by 

Subcommittee 

Please list/summarize the needs of your unit below  

Recommend 

for 

Approval 

Status 

Degree of 

Justification (as 

substantiated by 

the program 

review) 

List Equipment or Equipment Repair Needed for Academic 

Year___________________ 

Approximate 

Cost 

A
p

p
ro

v
e
d 

N
o

t 

A
p

p
ro

v
e
d 

V
e
ry

 H
ig

h 

H
ig

h
 

M
o

d
e

ra
te 

L
o

w
 

1.  
      

2.  
      

3.  
      

4. 
       

5. 
       

6. 
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5.   Facilities Needs         (Note: Any needs listed here should also appear in the Needs/Objectives List) 

 

This section to be filled out by the Administrative Unit 
This section to be filled out by 

Subcommittee 

Please list/summarize the needs of your unit below  

Recommend 

for 

Approval 

Status 

Degree of 

Justification (as 

substantiated by the 

program review) 

List Facility Needs for Academic Year___________________ 

(Remodels, Renovations, or added new facilities) 

Approximate 

Cost 

 

A
p

p
ro

v
e
d 

N
o

t 

A
p

p
ro

v
e
d 

V
e
ry

 H
ig

h 

H
ig

h
 

M
o

d
e

ra
te 

L
o

w
 

1. 
       

2. 
       

3. 
       

4. 
       

5. 
       

6. 
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OTHER NEEDS:  
 

6.  Institutional Research Needs 

 

 

 

 

 

 

7.  Technical Training and Support Needs 

 

 

 

 

 

 

 8.  Marketing and Outreach Needs 

 

 

 

 

 

 

9.  Other (supplies, etc.) 
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Appendix A:  Administrative Unit Outcomes 
 

 

The Institutional Effectiveness Model 
 

District or College Mission Statement 

 

 

Strategic Initiatives for the District or College 

 

 

Unit Mission Statement 

 

 

               Administrative Unit Outcomes 

 

 

                                 Method(s) of Assessment 

 

  

                                  Criteria for Success 

 

 

                                 Assessment Results                                       

 

 

 

          Use of the Assessment Results   

 

 

 
 

What Is an Administrative Unit Outcome? 

 

Administrative Unit Outcomes are the result of specific programmatic, 

operational and administrative activities.  They may provide measures of program 

quality or the degree to which administrative goals are achieved.  They are not 

directly related to student learning, but they support activities which ultimately 

lead to student learning. 

 

Examples of Administrative Unit Outcomes: 
 

1. Provide computer lab resources and instructional support services which meet the 

A
ssessm

en
t C

y
cle
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needs of administrators, faculty and students. 

2. Design success measures for the academic progress to be used as part of institutional 

effectiveness measures, complete research to analyze these measures and issue a 

report to the District. 

3. Enrollment of students will be completed accurately and in a timely manner. 

4. Students will report satisfaction with nine out of ten measures of satisfaction for 

reporting their satisfaction with advising services.  

5. Provide flu shots for 3,000 students. 

6. Create and online tutorial for online students that results in 20% fewer phone calls to 

the help desk per 1000 students. 

 

Examples of Administrative Unit Outcomes Assessment Methods 
 

1. Tracking the Use of a Service (e.g. hits on a website, use of computer technology) 

2. Satisfaction surveys 

3. Graduation rates 

4. Retention rates 

5. Establishing timelines and budgets 

7. Recruiting results 

8. Tracking program participation 

9. Tracking complaints and how they are resolved 

10. Community College Survey of Student Engagement (CCSSE) 

11. Survey of Organizational Excellence 

12. Benchmarks set by national, state, or peer organizations 

13. External measures of performance or quality, e.g. the Association of Research 

Library Index which ranks university libraries. 

14. 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. 

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 
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review documents. 

3. The criteria for success will be the completion of at least 92% of degree plans within 

10 working day 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 incremental improvement can be shown or 

currently high success can be maintained.   That a target is not reached does not mean that a 

program is weak or ineffective, particularly if increasing demand for the service has placed 

additional strains on the units resources.  Instead the information should be used to make 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 Department has as a goal that ñenrollment for students majoring cosmetology will be 

completed accurately and in a timely manner,ò one success criterion might be the completion of 

at least 92% of enrollments within 3 working day.  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. 
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Self ï Assessment/IE Evaluation Form for Administrative Units 

 
If may be helpful to complete the following self -assessment tool with the members of your unit as 

a means of assess your report prior its annual submission 

 

Administrative Unit:  
Reviewed by:  
Date Reviewed:  

 

Review Criteria 
 

Section I: IE Assessment Plan 

Yes No 
Were any of last yearôs outcomes carried over from last year?   
Does the unit mission clearly link to the college Mission?   
Do the Unit program outcomes clearly link to the college Strategic Plan goals?    
Do the Unit program outcomes clearly link to the college Strategic Plan 

objectives? 
  

Is each Unit program outcome:   
          Clear and specific?   
          Appropriate to the Unit?   
          Measurable/quantifiable?   
Are multiple methods used to assess SLOs or AUOs?   
Are direct assessment measures used? 

Identify them: 
  

Are indirect assessment measures used? 

Identify them: 
  

Are the assessment methods appropriate for each outcome to be evaluated?   
Do the methods for assessment provide information that can be used for 

improvement? 
  

Are success criteria identified for each outcome?   
Are the criteria appropriate for each outcome?   
Are the proposed evaluation methods incorporated into the activities of the unit?   

Section II: Results 

Did the assessment provide enough information to determine if outcomes had been 

achieved? 
  

Do the results provide information for decisions for improvement of each outcome?   
Are recommended improvements based on assessment results?   
For outcomes that were carried over were last yearôs recommended improvements 

made? 
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Appendix B  

Satisfaction Survey  
 

We in the __________________ Office appreciate your taking the time to 
provide feedback about your recent experience with our office . Your opinion is 
important and will help us continue to provide the highest quality service.  
 
Please indicate your level of satisfaction with the services received from our 
office in each of the following areas by assigning a number from 1 to 3 to each 
statement. If an area does not apply, please indicate so by circling N/A.  

 
1) Staff were knowledgeable and able to answer my questions clearly.  

 
1                2                3                N/A 

Exceeded Expectations   Met Expectations   Needs Improvement   Not Applicable 

 
2)  Staff were efficient and responded to my request in a reasonable time.   

 
1                2                3                N/A 

Exceeded Expectations   Met Expectations   Needs Improvement   Not Applicable 

 
3) Office staff worked together well as a team to accomplish my goals.  

 
1                2                3                N/A 

Exceeded Expectations   Met Expectations   Needs Improvement   Not Applicable 

 
4) I was treated with courtesy and respect.  

 
1                2                3                N/A 

Exceeded Expectations   Met Expectations   Needs Improvement   Not Applicable 

 
5.  Is there anything we could have done  better? 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_____________________________________________________________  
 
6.  In what areas did we excel? 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
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Additional comments? 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________  
 
 
Customer Name (Optional) 
_________________________________________________  

Thank you 
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Appendix C: 

 

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 learning, assesses 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.  
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7. 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. 

 

EDUCATION CODE, Section 78016 

(a) Every vocational or occupational training program offered by a community college 

district shall be reviewed every two years by the governing board of the district to ensure 

that each program, as demonstrated by the California Occupational Information System, 

including the State-Local Cooperative Labor Market Information Program established in 

Section 10533 of the Unemployment Insurance code, or if this program is not available in 

the labor market area, other available sources of labor market information, does all of the 

following:  (1) Meets a documented labor market demand.  (2) Does not represent 

unnecessary duplication of other manpower training programs in the area. (3) Is of 

demonstrated effectiveness as measured by the employment and completion success of its 

students. 

 

(b) Any program that does not meet the requirements of subdivision (a) and the standards 

promulgated by the governing board shall be terminated within one year. 

 

(c) The review process required by this section shall include the review and comments by 

the local Private Industry Council established pursuant to Division 8 (commencing with 

Section 15000) of the Unemployment Insurance Code, which review and comments shall 

occur prior to any decision by the appropriate governing body. 

 

 


