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VICTOR VALLEY COLLEGE MISSION STATEMENT

The mission of Victor Valley Community College is three-fold:


To enable students to succeed and develop competence through academic and vocational instruction at the lower division college level.  This instruction will lead to the granting of certificates and degrees as well as transfer to other institutions;

To contribute to community and state-wide economic growth and competitiveness    through vocational and technical instruction leading to employment, continuing education, student support services, adult non-credit instruction, and instruction in basic skills and English as a Second Language;


  To foster personal enrichment development and life-long learning through culturally enriching programs and activities for the expanding learning community.

Victor Valley Community College is a learning organization that is committed to

· verified student learning success, 

· instructional and institutional innovation and excellence,
· systematic self-evaluation and improvement,

· learning-centered planning and allocating of resources,

· respect and civility in personal conduct,

· integrity and collaboration among students, staff, faculty and administratorsion,

· active and responsible citizenship,

· instructional and institutional innovation,

· equality of access,

· accommodation understanding and appreciation of diversity, and

· responding to community employment needs.

Approved by the Board of Trustees, November 11, 2003

PROLOGUE

Early in the Fall Semester 2001, the Instruction area was reorganized to create an Office of Planning and Resource Development to implement an ongoing process of integrated planning and program review process that is supported by research with linkages to resource allocation. (General Recommendation 2, General Recommendation 3, Standard 3, Recommendations 1 and 2, Standard 4, Recommendation 1; Accreditation Evaluation, March 23-25,1999). The Planning and Resource Development Office works collaboratively with the Program Review Committee, faculty, staff and management to develop linkages college-wide. 

The Program Review Committee membership includes representatives from management and the classified staff as well as faculty recommended by the Faculty Senate President.  Committee meetings were held as frequently as every two weeks throughout the 2001-2002 academic year, with Khalid Rubayi and Dr. Marc Skuster serving initially as faculty co-chairs.  In March of 2002, Khalid Rubayi assumed committee leadership after being appointed Faculty Facilitator for Program Review.

The task of the newly created Program Review Committee was to review and revise the existing, but inactive, program review process. At a campus-wide Open Forum on December 14, 2001, principles and components of program review were presented by members of the Program Review Committee.  The participants were encouraged to give their comments and suggestions for improvement of the Program Review Guide.  The Committee members then prepared the Program Review Guide, an instructional handbook for departments that was approved by the Faculty Senate on February 6, 2003. The Program Review Guide was presented to the College Assembly for readings on May 6 and September 16, 2003, and May 18, 2004.

The Program Review Committee continues to meet regularly, under the supervision of the Director of Instructional Compliance, in order to review, evaluate, and improve the Program Review process.  The Program Review Committee members are available to advise and assist individual departments as they complete their own program reviews.
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Dr. Marc Skuster

Department Chair, Philosophy/Religious Studies

Martha Vila


Faculty, Foreign Languages
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INTRODUCTION
The program review process focuses on departmental evaluation, planning and improvement to help serve students better. The Program Review process at Victor Valley College is supervised by the Director of Instructional Compliance and provides a framework within which to review, evaluate, and formulate goals for each institutional program and service.  Because this process is an important component of institutional evaluation, planning, and resource allocation, the dialogue, constructive participation and cooperation of all members of the faculty, staff, and administration are encouraged.

Program Review is, by intent, an opportunity for members of the faculty, staff, and administration to review and strengthen their own departments to better serve students, rather than a mechanism for punitive scrutiny by non-departmental personnel. 

Objectives

Program Evaluation, the first objective of Program Review at Victor Valley College, is accomplished through a comprehensive, structured, documented, and periodic self-study of each program’s performance.  Self-study is an opportunity to demonstrate good performance, to identify areas in need of development or revision, and to maintain and improve the quality and scope of instruction and services.

Program Planning is the second objective of Program Review at Victor Valley College.  It is accomplished through the development of a program plan, including both short-term and long- term goals, for maintaining and improving the quality and scope of instruction and services. 

Linkages and Integration

Program Review is coordinated with the following District processes:

1. Accreditation:  The Program Review process addresses requirements included in the ACCJC standards for the systematic evaluation by the institution of the effectiveness of courses, programs, services, leadership, and use of resources.  The integration of the accreditation recommendations and accreditation planning agendas are included as goals and objectives in Part V, Planning Agenda. 

2. Educational Planning:  Planning documents that are prepared by each program through the Program Review process are integrated into the Master Plan.

3. Budget Development:  Resource needs identified through the Program Review process are the basis for individual program budget, facilities, and staffing proposals and guide the allocation of financial resources to these programs.

4. Institutional Research:  Program Review is supported by research and integrates planning, evaluation, and resource allocation.  

Programs and Departments

In the context of Program Review, the term "program" refers to an organizationally and functionally distinguishable institutional department.  There are two categories of programs:

1. Instructional Department:  A group of courses within a single discipline, or two or 

       more closely related disciplines, which are under the supervision of a single chair      

       and budget manager.

2.    Non-instructional Department:  An institutional unit which provides one or a            

            number of related support and/or service functions and which is under separate

            and unified supervision and budget management.

Although the term “department” is not ordinarily applied to certain institutional units at Victor Valley College, these units will be designated as “departments” for the purpose of Program Review.  A complete list of departments is included in the program review cycle of this guide.  Supervising vice-presidents are responsible for informing the Director of Instructional Compliance of changes such as departmental creation, reorganization, consolidation, or elimination so that the currency of this list can be maintained.  

Research

Research data and analysis relating to program activity and effectiveness should be incorporated into each department's review.  Course characteristics (e.g. days, weeks, instruction method etc.) and student characteristics (e.g. age, ethnicity, success etc.) are provided by semester via the web at http://prc.victor.cc.ca.us/olr/irreq.asp. Training for the web-based Decision Support System “Instructional Query Builder” can be obtained from the Institutional Research Office. The minimum data requirements for instructional programs are located in Appendix B.

Individual departments are responsible for accessing, collecting, and/or compiling, on an on-going basis, the following types of information:

1. Non-instructional Departments

· Service Characteristics:  nature and number of services provided

· Recipient Characteristics:  categories of recipient, distribution of services

2. Vocational Instructional Departments

· VTEA Core reports (http://misweb.cccco.edu/voc_ed/vtea/vtea.htm)

3. All Departments

· Student/Recipient satisfaction surveys

· Department member satisfaction surveys

· Financial History:  supplies, equipment, other operating costs (excluding facilities)

· Non-FTES revenue:  Grants, Categorical Funding

The Director of Fiscal Services provides training for Department Chairs who request access to departmental financial information, and the Institutional Research Office assists in developing and/or analyzing satisfaction surveys for all Departments.

Responsibilities

Responsibilities are distributed as follows for the Program Review process:

1. Office of Planning and Resource Development:  Creates the master Program Review Schedule, assigns departments to particular years in the Program Review cycle, coordinates annual Program Review training, provides institutional support for Program Review, distributes Program Review Guide, coordinates updating of the Program Review WebPages with Information Technology Department staff, maintains Program Review archive, receives, duplicates, and distributes to The Vice-President and President the completed Program Review Reports.

2. Department Program Review Team:  (Department Head or designee and immediate supervisor of Department Head)  Participates in Program Review training, conducts department Program Review meetings, drafts and edits Program Review Report, meets deadlines for submission of Program Review Report and Board Presentation.

3. Program Review Participants:  (Full-time Department staff) Attend department Program Review meetings, review research data, provide assessment and planning recommendations, review/revise and approve/reject Program Review report. 

4. Institutional Research Office:  Provides summary of satisfaction information collected by departments, provides enrollment data for all instructional departments, regularly updates the Decision Support System.

5. Program Review Committee:  Advises and assists departments in the completion of self-study and drafting of reports.  Evaluates and revises as necessary Program Review documents and requirements.

Annual Program Review Calendar

Program Reviews are examined on a five-year cycle with one year reserved for the accreditation self-study. A list of assignments within the five-year Program Review Cycle is included with this Guide, Appendix A.  Departments subject to more frequent external reviews that include both self-evaluation and forecasting should notify the Director, Instructional Compliance so that the five-year cycle can be brought into conformity with these requirements.  Departments undergoing Program Review are not required to observe the following annual schedule if subject to equivalent external reviews which diverge significantly from this schedule.

September
Notification of departments scheduled for review during the coming year

October
Training for Program Review Teams for scheduled departments

November-November
Department self-study, data analysis, planning, drafting of the report, consultation as needed with the Program Review Committee  

September 15
Written Progress Report due

November 15
Submission of report to Planning and Resource Development for review and recommendations for supplementation revision, as appropriate.  Please submit both an electronic copy and a signed printed copy of the report.

February 1
Submission of final Program Review Report to supervising Vice-President, Cabinet, Superintendent/President, College Assembly, Faculty Senate

March 1
Feedback on the Program Review Report (as requested) is returned to the Department by supervising Vice-President and/or Superintendent/President

​April 1
Program Review Teams and participating Department members complete the Program Review Process Evaluation, available online at http://www.vvc.edu/offices/planningresourcedevelopment/program-review-committee/index.htm

March-October
Special Board Presentation by Departments during Vice President’s area updates: Student Services - March, Instruction - May, Administrative Services - June

PROGRAM REVIEW

PREPARATION AND PROCESS FLOW CHART

March-October

Special Board Meeting


To VP, Pres.,

Cabinet by 

February 1
 

November 

15

November-

November
(Program Review Team: Department Head and Dean/Supervisor)

**Reports are submitted to VP, President, and Cabinet for information only unless the submitting Department requests feedback and specifies the type and scope of feedback that is desired.  Instructional program reviews will be sent to the Faculty Senate for information. 

PROGRAM REVIEW REPORT

Report Contents

The Program Review Report for each department should include the following components:  abstract (executive summary), description, evaluation, and program planning.  Program Review Teams should follow the outline included here, and responses should be given to all relevant items.  The criteria for self-evaluation included in this Guide are derived, in part, from the ACCJC standards.  Following the completion of their review, departments are encouraged to propose additions or revisions that are more appropriate for specific institutional functions. Recommendations for improvement that are developed through the self-evaluation portion of the program review process are to be included as goals in the department’s Educational Plan.

Instructional Departments should complete Parts I, II, III, and V.  

Non-Instructional Departments should complete Parts I, II, IV, and V.  

Substitutions

Departments subject to external reviews required by outside agencies may request substitution of external review reports for the report described in this Guide.  Details should be submitted by the departments in question  (e.g., Nursing, EOPS) to the Director of Instructional Compliance in order to determine if the assessment and forecasting requirements of these external reviews are comparable to those described in this Guide.

Submission and Feedback

One original copy of the completed report, including a dated signature of the department head, is due in the Office of Planning and Resource Development no later than November 15 of the scheduled year.  This office reviews each report and, if appropriate, makes recommendations for supplementation and revision.  Copies of the final report are then distributed to the appropriate Vice President, Superintendent/President, Cabinet, College Assembly, and Faculty Senate.  Written responses to a Department’s Program Review Report by the Vice President and Superintendent/President become part of the completed and archived report.  Following submission, completed Program Review Reports will be accessible to all members of the Victor Valley College faculty, administration, and classified staff.  Program Review teams should insure that report contents and tone are appropriate for this broad audience. 

PART I.  ABSTRACT (EXECUTIVE SUMMARY)
In one page or less, summarize each section of the Program Review Report.  Following the summary, list the names and titles/positions of all department members who participated in the program review and contributed to the report.  Please forward to the Office of Planning and Resource Development the electronic copy of the Program Review Report, including appropriate signatures.

Part II.  Summary of Department Description 

Part III.  Summary of Department Self-Evaluation for Instructional Department Part IV.  Summary of Department Self-Evaluation for Noninstructional Department

Part V.  Summary of Planning Agenda

List the names and titles/positions of all department members who participated in the program review and contributed to the report.

______________________________________


__________________








              
Date

______________________________________


__________________










Date

______________________________________


__________________










Date

______________________________________


__________________










Date

______________________________________


__________________










Date

______________________________________


__________________










Date

______________________________________


__________________

Department Chair or Head





Date of Submission

______________________________________


__________________

Office of Planning and Resource Development


Date of Receipt

______________________________________


__________________

Vice President 






Date of Review

______________________________________


__________________

Superintendent/President





Date of Review

Part II.  Department Description 

1. Describe the Role of the Department within the Victor Valley Community 

    College District.  

· Department’s Mission Statement:  must include a description of the Department’s function that relates to the VVC Mission Statement and to the goal of achieving student learning outcomes.
· Academic Discipline(s) or Administrative/Support/Service Area(s)

· Courses Offered or Services Provided

· Degrees and/or Certificates Offered

· Customer Categories

2. Describe the current Staff of the Department, as follows:

· Name

· Title/Position

· Classification:  Full-time, Part-time, Temporary, etc.

· Summarize Changes in Staffing (Past Five Years)

3. Department Productivity:  (Past Five Years)

· Instructional Departments:  enrollment, retention, success, FTES, FTES/FTEF

(See Appendix B Recommended Minimum Data Required for Instructional Program Review)

· Vocational Departments only: VTEA Core Indicators Reports (Achievement, Completion, Employment); access http://misweb.cccco.edu/voc_ed/vtea/vtea.htm
· Non-instructional Departments:  number and type of transactions per semester; number and categories of recipients

· Summarize Productivity Trends for Past Five Years

4. Department Revenue:  (Past Five Years)

· Non-FTES Revenue:  Specify Grant, Categorical Funding, Fundraising, etc.

· Summarize Revenue Trends for the Past Five Years

5. Department Budget:  (Past Five Years)



· List annual expenditures by the department in each of the following categories:  supplies, equipment, printing, software, remodeling, memberships, travel
6. Does the program have an advisory committee?  _____Yes   _____No

If yes, describe the role, and list the members of the advisory committee. Attach the    highlights of the advisory committee meetings for the past five years.

Part III.  Instructional Department Self-Evaluation

To Be Completed by Instructional Departments Only. The pertinent accreditation standards are indicated in parenthesis.  For each item, please include a Descriptive Summary and the Self Evaluation of their effectiveness for Section A, B and C. 

A. Faculty 

1. Communication among all members of the department is frequent, interactive, and effective.

2. Members of the department collaborate on curriculum design and review.

3. Members of the department participate in professional development activities to     upgrade, refresh, and/or expand their skills and knowledge.

4. The department oversees a defined schedule of observation, evaluation, and advising for Associate Faculty.

5. The department assures that instructors distinguish between personal conviction and professionally accepted views in the discipline. (Accreditation Standard IIA7a)

6. Faculty are sufficient in number and training to provide effective instruction, and FT/PT ratio is in compliance with AB1725 (75/25).

7. Faculty observe the district’s written code of professional ethics. (Accreditation Standard IIIA1d)

B.  Student Relations

1. Faculty are accessible to students, for example, through office hours, voice mail and email.

2. The department employs methods and systems of instructional delivery that are appropriate to the discipline and to the educational needs of students.   (Accreditation Standard IIA1b, 2d)

3. The department designs class schedules that are appropriate for its student populations and consistent with the level of student demand and student educational preparation for its course offerings. (Accreditation Standard IIA1a, b)

4. The department has evidence that its courses and programs successfully meet the learning and/or employment needs of students. (Accreditation Standard IIA1a, 5)

5. The department's courses and programs appeal to an appropriately diverse student population and accommodate students with diverse needs.  (Accreditation Standard IIA1a, 2d)

C. Curriculum Content, Design, Delivery

1. Curriculum is reviewed regularly by members of the department and its advisory committee, and all course outlines have been updated at least once since the last program review.

2. The department's academic courses conform in content, textbooks, and instructional methods to current disciplinary standards and are designed to meet the degree and/or general education needs of students.

3. The department's degree and/or certificate programs are presented with appropriate breadth, depth, rigor, sequencing, time to completion, and synthesis of learning.  (Accreditation Standard IIA2c)

4. The department identifies competency levels and measurable student learning outcomes for each course and degree/certificate program and assures that official learning objectives are included with the syllabus distributed in each class section.  (Accreditation Standard IIa1c, 2b, 6)

5. The department assures that student achievement of learning outcomes is systematically and consistently assessed using reliable methods and this assessment is the basis for course credit, grades, certificates, degrees, and curriculum revision. (Accreditation Standard IIA2b, g, h)

6.   The department systematically collects and reviews student learning outcome data for courses and programs, takes active steps to improve learning outcome achievement, and reports the results to the appropriate constituencies.  (Accreditation Standard IIA2f)

D. Institutional Support

1. The department possesses adequate facilities and equipment to maintain the effectiveness of its courses and programs. (Accreditation Standard IIB)

2. Library services and collections, tutoring, Learning Center, counseling and other learning and student support services are adequate to maintain the effectiveness of the department's courses and programs.

3. Clerical support and technological support are available and adequate to maintain the effectiveness of the department's courses and programs.

4. Support for professional development activities is adequate for faculty members to maintain and upgrade their knowledge and skills in the discipline. 

E. Other

1. Describe any particularly successful aspects of the program as well as any honors, awards, or achievements earned by the department and/or its members.

2. Describe any particularly difficult obstacles, either internal or external to the institution, which influence the effectiveness of the department's courses and programs.

Part IV.  Non-Instructional Department Self-Evaluation

To Be Completed by Non-Instructional Departments Only.  The pertinent accreditation standards are indicated in parenthesis.  For each item, please include a Descriptive Summary and the Self Evaluation of their effectiveness for Section A, B, C and E.

A. Staff

1. Staff members are actively involved in the selection of full-time and part-time staff.

2. The number of staff members, both full-time and part-time, is appropriate for the department.

3. Staff members are actively involved in professional organizations and activities.

4. Staff members regularly participate in staff development activities and implement what they learn in the department.

5. All staff members observe the district’s written code of professional ethics. 

B. Customer Relations

1. The department schedules activities to meet the instructional needs of faculty and students.

2. The department communicates efficiently and effectively with faculty and students.

3. The department interacts effectively with other non-instructional departments.

4. The department collects customer satisfaction data and uses it to improve services.

5. The department interacts effectively with community agencies, organizations, and resources.

C. Quality of Service

1. The department contributes effectively to student access, retention, and achievement of learning outcomes.

2. The department recognizes and responds appropriately to external factors such as regulations, agency reviews, and community needs.

3. The department effectively assists faculty in the delivery of instruction.

4. The department identifies areas needing improvement on a regular basis and has adopted a system of correcting problems and improving services.

5. Department procedures are developed, reviewed, and revised by staff of the area.

6. Department procedures are in written form and are followed by staff.

7. The department contributes to an institutional environment that promotes personal and civic responsibility among students.  (Accreditation Standard IIB3b)

8. Department policies and practices enhance student understanding and appreciation of diversity.  (Accreditation Standard IIB3d)

9. The effectiveness of all instruments and practices employed by the department has been validated and biases are minimized.  (Accreditation Standard IIB3e)

10. Student and other appropriate records are maintained permanently, securely, and confidentially with backup of all files.  (Accreditation Standard IIB3f)

D. Institutional Support

1. The department possesses adequate facilities, equipment, and other resources to perform its functions effectively.

2. Budget allocations to the department over the past five years have been appropriate.

3. Technical support is sufficient to implement and maintain technology and software in the department.  (Accreditation Standard IIIC)

4. Appropriate training is available for the use of technology in the department.  (Accreditation Standard IIIC)

5. Appropriate staff development activities are available for the acquisition and expansion of department members' knowledge and skills.

E. Department-Specific Standards:  To Be Completed by the Appropriate Departments

1.  Learning Support Services:  Library, Learning Center, Computer Labs  

    (Accreditation Standard IIC)

· Materials and equipment are adequate to support the overall educational program.

· Ongoing orientation and training is provided for users of learning support services.

· Learning support services are adequately accessible regardless of program or course location.

· Maintenance of and security for learning support services is effective.

· Learning Support Services contribute to the achievement of student learning outcomes.

       2.  Human Resources  (Accreditation Standard IIIA1-4)

· Criteria, qualifications, and procedures for selection of personnel are clearly and publicly stated.

· Job descriptions are directly related to institutional mission and goals and accurately reflect position duties, responsibilities and authority.

· Criteria for selection of faculty include knowledge of the subject matter or service to be performed, effective teaching, and potential to contribute to the mission of the institution

· Degrees held by faculty and administrators are from institutions accredited by recognized accrediting agencies and degrees from non-U.S. institutions are recognized only if equivalence can be established.

· A written code of professional ethics is upheld for all personnel.

· Written personnel policies are consistently and fairly administered.

· Personnel records are maintained securely and confidentially, and each employee has access to his/her personnel records.

· Programs, practices, and services support diversity of personnel, and both equity and diversity are regularly assessed.

· Programs, policies, practices, and services are designed to support the achievement of student learning outcomes and are regularly evaluated for their effectiveness in doing so.

3. Professional Development  (Accreditation Standard IIIA5)

· Professional development opportunities are consistent with the institutional mission and based on identified teaching and learning needs.

· Professionally qualified staff provides training in the application of information technology to teaching and learning.

· Training, funding, and technological support meet the changing needs of all personnel.

· Selection, approval, design, and funding for professional development activities are based on the potential contribution to the achievement of student learning outcomes.

4. Physical Resources  (Accreditation Standard IIIB)

· Physical resource planning, construction, maintenance, and upgrading/replacement assure effective utilization and continuing quality.

· Construction and maintenance of all physical resources assure access, safety, security, and a healthy learning and working environment.

· Technological infrastructure and equipment meet the needs of educational programs and services.

· Physical resource priorities, planning, and budget allocation are based on the potential contribution to the achievement of student learning outcomes.

5. Financial Resources  (Accreditation Standard IIID)

· All constituencies have opportunities to participate in financial planning and budget development.

· Effective oversight is maintained for finances, financial aid, grants, externally funded programs, contractual relationships, auxiliary organizations/foundations, and institutional investments and assets.

· Funds from grants, fund-raising efforts, and auxiliary activities are used honestly to support educational programs and services.

· Guidelines and processes for financial planning and budget development are clearly defined and followed.

· Appropriate fiscal information is available to all district departments.

· Fiscal planning is integrated with and based directly on educational planning.

6. Technological Resources (Accreditation Standard IIIC)

· Technological Resources enhance the operation and efficiency of the institution in assisting students to achieve learning outcomes.

· Quality training in the application of information technology is provided to students and personnel.

· Systematic technology planning leads to the acquisition, maintenance, and improvement of technological resources.

· Technological Resources are distributed and utilized so as to contribute to the development, maintenance, and improvement of educational programs and services.

· Technological planning is integrated with and based directly on educational planning.

F. Other

1. Describe any particularly successful aspects of the program as well as any honors, awards, or achievements earned by the department and/or its members.

2. Describe any particularly difficult obstacles, either internal or external to the institution, which influence the effectiveness of the department's courses and programs.

Part V.  Planning Agenda
A.  Integration of Master Plan Goals 

1. Accreditation Recommendations:  List the most recent accreditation evaluation team’s recommendations for the Department under the Master Plan Goals, and describe the Department’s progress in implementing these recommendations. The Accreditation Recommendations are located at 

http://www.vvc.edu/offices/planningresourcedevelopment/Accr.htm
2. Accreditation Self-Study Planning Agendas:  List the planning agendas related to the Department that were published in the most recent Accreditation Self-Study Report under the Master Plan Goals, and describe the Department’s progress in implementing these planning agendas. The Accreditation planning agendas are at 

      http://www.vvc.edu/offices/planningresourcedevelopment/selfstudy/accr_ss99.htm
3. Existing Department Goals:  List the existing Department goals/objectives under the Master Plan Goals, and describe the Department’s progress in implementing these goals/objectives.  Include goals that support student learning.

Master Plan Goals
Goal 1.  Organizational Excellence - The College’s governance roles and processes are structured to maximize institutional effectiveness.

Goal 2.  Institutional Commitment to Student Learning and Student Success Through Educational Excellence - Student learning will be the central focus in the development, implementation, evaluation, and improvement for all courses, programs, and services.

Goal 3.  Economic and Community Development - The College will effectively meet changing community needs for education leading to employment, cultural enrichment, and civic, political and social responsibilities

Goal 4.  Diverse Populations - The College will increase access opportunities by improving programs and services to better serve an increasingly diverse campus population.

Goal 5.  Technology - The College will integrate and utilize technology and provide quality technological training for the creation and delivery of instruction, support of programs and services, and the improvement of institutional effectiveness to enhance student learning.

Goal 6.  Learning Centered Resource Management - Through utilization of prudent fiscal policies and the proactive entrepreneurial pursuit of increased revenue, the college will work diligently to secure solid financial resources to meet current and future enrollment growth, community learning needs and learning outcomes.

B.  Identify and describe any important trends in the following areas which have an effect on department goals.

1.  Changes within the discipline of the department.

2.  Changes within the student population served by the department.

3.  Changes within the educational, social, or economic sector served by the

     department.

4.  Changes within the organizational structure and direction of the institution.

5.  Changes within California public higher education.

6.  Changes in federal or state laws that have an effect on department functions.  

C.  Educational Plan.  List new and revised goals and objectives for program 

improvement that were identified through the Department’s self-study for Program Review.  Include both short-term (1 year) and long-term (5 years) objectives.

1.  Overall Department Goals and Measurable Objectives  (Suggested Format)

· Goal 1

   Short-Term Objectives  (1 year)


1.  Objective 1


2.  Objective 2, etc.

   Long Term Objectives  (5 years)


1.  Objective 1


2.  Objective 2, etc.

· Goal 2, etc.

D.  Resource Needs:  For each category identify specific new and supplemental resources needed to maintain and improve program quality and to reach the Department’s goals and objectives.  For each item provide detail equivalent to that required for budget augmentation requests, for example, hours for part-time employees, amount of overtime, cost of remodeling, Associate Instructor hours.

1. Short Term (1 year):  

· Full-time Faculty

· Associate Faculty

· Permanent Classified Positions

· Part-time Temporary Employees

· Supplies, Mileage, Contracts, etc.

· Technology/Equipment/Furniture

· Remodeling of Facilities

· Overtime

· Software

· Other

2. Long Term (5 years):

· Full-time Faculty

· Associate Faculty

· Permanent Classified Positions

· Part-time Temporary Employees

· Supplies, Mileage, Contracts, etc.

· Technology/Equipment/Furniture

· Remodeling of Facilities

· Overtime

· Software

· Other

APPENDIX

A.  Program Review Assignment Schedule for Departments

B.  Recommended Minimum Data for Instructional Program Review

C.  Satisfaction Survey Process

D.  Faculty Satisfaction Survey

E.  Student Satisfaction Survey

F.  Program Review Evaluation Form

Appendix A

Program Review Assignment Schedule for Departments

Program review reports must be submitted to the Planning and Resource Development Office on November 15 in the year indicated below for each department.

2002

Office of the Dean, Academic Programs Office, Math & Science

Administration of Justice 

Admissions and Records

Chemistry

Computer Information Systems

Disabled Students Program and Services 

Distance Education Program

Electronics and Computer Technology

Fiscal Services

Information Technology

Library

Philosophy/Religious Studies

Political Science

Welding

2003

Campus Police

English as a Second Language

Education and Educational Technology

Fire Technology

Human Resources

Institutional Research

Instructional Media Services
Management Information Systems 

Psychology

Social Sciences

Vocational Programs Office

2004

Administrative Services

Allied Health (CAN, MA, EMT)

Auxiliary Services (Performing Arts Center, Associate Student Body, Bookstore)

CalWORKS

Cooperative Education

Developmental Studies

Foreign Languages

Instruction Office

Learning Center

Life Sciences

Mathematics

Office of the Dean, Academic Programs, Humanities and Social Sciences

Physical Education

Restaurant Management

Speech

Theatre Arts

Vice President of Student Services Office

2005

Agriculture and Natural Resources

Art & Design/Photography

Automotive Technology

Business Administration

Business Real Estate/Escrow

Career Center/Transfer Center/ Student Placement

Child Development Center

Construction and Manufacturing Technology

Facilities Construction

Financial Aid

Maintenance and Operations

Physical Science

Staff Development

Switchboard/Mail Room

Superintendent/President’s Office

2006

Computer Integrated Design and Graphics
Counseling and Advisement, Articulation

Office of the Dean, Student Services

English

Extended Opportunity Program and Services (EOPS)

Cooperative Agencies Resources for Education (CARE)

Music

Nursing







Paramedic

Planning and Resource Development
Public Information Office

Purchasing
Print Shop

Respiratory Therapy

Student Support Services (Title IV)

Supplemental Instruction/Tutoring

2007

Office of the Dean, Academic Programs, Math & Science

Administration of Justice 

Admissions and Records

Chemistry

Computer Information Systems

Disabled Students Program and Services 

Distance Education Program

Electronics and Computer Technology

Fiscal Services

Information Technology

Library

Philosophy/Religious Studies

Political Science

Welding

2008

Campus Police

English as a Second Language

Education and Educational Technology

Fire Technology

Human Resources

Institutional Research

Instructional Media Services
Learning Center

Management Information Systems 

Physical Education

Psychology

Social Sciences

Speech

Student Learning Office

Theatre Arts

Vocational Programs Office

2009

Administrative Services

Allied Health (CAN, MA, EMT)

Auxiliary Services (Performing Arts Center, Associate Student Body, Bookstore)

CalWORKS

Cooperative Education

Developmental Studies

Foreign Languages

Life Sciences

Mathematics

Office of the Dean, Academic Programs, Humanities and Social Sciences

Restaurant Management

Student Learning Office

Vice President of Student Services Office

2010 - Reserved for Accreditation Self-Study

2011

Agriculture and Natural Resources

Art & Design/Photography

Automotive Technology

Business Administration

Business Real Estate/Escrow

Career Center/Transfer Center/ Student Placement

Child Development Center

Construction and Manufacturing Technology

Facilities Construction

Financial Aid

Maintenance and Operations

Physical Science

Staff Development

Switchboard/Mail Room

Superintendent/President’s Office

2012

Child Development






Computer Integrated Design and Graphics
Counseling and Advisement, Articulation

Office of the Dean, Student Services

English

Extended Opportunity Program and Services (EOPS)

Cooperative Agencies Resources for Education (CARE)

Music

Nursing







Paramedic

Planning and Resource Development
Public Information Office

Purchasing
Print Shop

Respiratory Therapy

Student Support Services (Title IV)

Supplemental Instruction/Tutoring

Appendix B

Required Minimum Data for Instructional Program Review

(Data Can Be Accessed Through the Decision Support System)

A. Enrollment:  

1. 
Total Department/Discipline Enrollment per Semester (5 years)

2. 
Total Number of Courses and Sections Offered per Semester (5 Years)

3. 
Limit Counts by Section to Compare with Enrollment by Section. Having this data, one could then calculate average fill rate for the classes in the department/discipline using the DSS (5 years) 

4. 
Total Department/Discipline FTES per Semester (5 years)

5. 
Comparative Total Enrollment Rate of Growth/Decline:  Department/Discipline vs. Institution (5 years) 

Optional: 
Enrollment by days, weeks, time of day, gender, age or age group, ethnicity, payment, instruction method, transferability (5 years)

B. Success:

1.
Comparative Overall Retention Rate per Semester (5 years): Department/Discipline, Institution, and Overall system (Obtained from the Chancellor’s Office Datamart).

http://www.cccco.edu/divisions/tris/mis/reports.htm

2.
Comparative Overall Success Rate per Semester (5 years): Department/Discipline, Institution, and Overall system (Obtained from the Chancellor’s Office Datamart). 


http://www.cccco.edu/divisions/tris/mis/reports.htm

3. 
Total Program Completions (Degree, Certificate) per Semester (5 years). This information can be requested through the Institutional Research Office.

4. 
Total Successful Program Placements, if available (transfers, employment) per Semester (5 years) 

Optional: 1. Success & Retention by course, days, weeks, time of day, gender, age or age group, ethnicity, payment, section, instruction method, grade distribution, transferability (5 years)

                
2.
The number of students that have taken 5 or more different courses within a department/discipline 

Appendix C

Satisfaction Survey Process

Guidelines for Instructional Programs

1. Overall suggestions

· Avoid surveying during intensive testing times.

· Responses may be selected using pen or pencil. 

· Avoid surveying during the first 3-4 weeks of the semester.

· Surveys should be disseminated during class and returned to the instructor that same class session. Do not let the student take the survey out of the classroom.   

2. 
Sampling for Instructional Surveys
· Primarily, the sample size must be considered. This would be based upon a 95% confidence interval and a ( .05 margin of error. 

Example: Following the aforementioned criteria, if Political Science had 200 students currently enrolled, 132 would be surveyed. If there are only a few sections offered, then all may be selected. However, for other departments only some sections would need to be selected.

· After the sample size is determined, a random sample of sections can be selected. However, this sample may not sufficiently represent the characteristics of courses in the department. Therefore, the sample population must be matched on various characteristics such as: course type (PHILOS 7, PHILOS 9), full-time or part time instruction (Please list the full name of all full-time instructors with your work order), day or evening courses, and day of the week. Upon this evaluation, I will select the appropriate sections. The department chair will then disseminate the surveys to the instructor teaching the selected sections. 

3.

Care in delivery of surveys 

· Because the surveys may change hands many times, it is important to make sure that they return to the researcher in good condition.

· Surveys that are folded or torn will not scan.   

4.
Analysis

· The researcher will perform data aggregation and reporting of all quantitative material. This report will consist of tables and charts for easy viewing but will not include qualitative information (e.g. comments). Report format will be consistent for all disciplines/departments.  

5.
How to get started
· Please fill out the request form located on the IR website (http://www.vvc.edu/offices/research/Irwebsite04/). Print out the form, provide a complete description of your request along with the full names of all full-time faculty, and send it intercampus mail.    

· The surveys will be printed in the institutional research office and delivered to the department chair.                          

Guidelines for Non-instructional Programs

The Non-instructional survey process will be determined by correspondence between the researcher and the director of that department. For more information, please contact Mark Clair, Research Office, at ext. 2648.    
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[image: image2.png]<
C _hgi¢,  PROGRAM REVIEW
> = = = Faculty Satisfaction Survey
Ooh"ﬂo‘o Ty TEoNT [ S[ |N[())t Applicable
trongly Disagree
LL% - =B A oD | Disagree
r Neutral
| Agree
ﬁtrongly Agree

1. All faculty have the opportunity to participate in curriculum development and revision
for this department.

2. All faculty have the opportunity to participate in departmental planning.

3. Faculty in this department are concerned about student success.

4. The variety of faculty expertise is sufficient to provide effective instruction within
this department/discipline.

5. Faculty in this department are given the opportunity to participate in the program
review process.

6. The program review process is effective in evaluating the strengths and weaknesses
of this department/discipline.

7. Information gathered during program review is integrated into the department's
planning process.

8. Communication among faculty in the department is frequent, interactive and effective.

9. | am satisfied with the quality of educational planning in this department/discipline.

10. The required textbook(s) are selected by all faculty teaching a particular course in
this department/discipline.

11. The department's courses conform in content, textbooks, and instructional methods
to current disciplinary standards.

12. Associate faculty communicate with the department full-time faculty regarding
grading policies.

13. Faculty in this department both assess and base grades and course credit on student
achievement of learning outcomes.

14. The faculty in this department are sufficient in number to provide effective instruction
within the discipline.

15. Faculty in this department stay current in their area of expertise.

16. The faculty in this department are actively involved in staff development activities.

17. The availability of classroom supplies is sufficient to maintain the effectiveness of this
department's courses.

18. Class schedules for this department conform to student's demand and educational
needs.

19. Facuity in this department distinguish between personal conviction and
professionally accepted views in the discipline.

20. Faculty in this department are committed to high standards of teaching.

21. Adequate facilities and equipment are available to maintain the effectiveness of this
department's courses.

22. Library services and collections are adequate to maintain the effectiveness of this ) N R
department’s courses. N





[image: image3.png]| Not Applicable

Faculty Satisfaction Survey [ Strongly Disagree
Continued | Disagree
| Neutral

| Agree
| Strongly Agree

23. Tutoring and Learning Center facilities are adequate to maintain the effectiveness of
this department's courses.

24. Clerical support is available and adequate to maintain the effectiveness of this
department's courses.

25. | have been provided a copy of the District Code of Professional Ethics.

Background
Term
26. At VVC, are you: Full-time faculty Part-time faculty
Year
27. How many years have you taught at least one course in this department? Department/discipline
Less than 1 LD 4-6
1-3 ¢ More than 6

28. How many different courses per semester are you teaching in this department?
.1 2 courses 1 4 courses

3 courses I only teach one course per semester

29. How many units do you teach in this department?
5-3.0 1 9.0-115
-~ 35-8.5 . 12.0 or more

Comments on how to better serve our students are greatly encouraged.
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Background (Please select only ONE response)
1) What is the MAIN reason that you enrolled at Victor Valley College?
=+ Gonvenient to home and work 1 Courses are not available elsewhere

Inexpensive . Other

2) What is your PRIMARY reason for taking a course in this discipline/department?

© It is my major Fulfills a requirement for my certifiate/degree
i Personal interest i QOther

3) How many hours per week are you working?
1 - 20 hours i More than 30 hours
21 - 30 hours 1 | do not work

4) What is your current enroliment status?

First time student 1 Returning student
Continuing student ©5 QOther
5) Currently, how many courses are you actively enrolled in (VVC or elsewhere)?
' One course Three courses
Two courses Four or more courses

6) Your access to computers and the internet can be described as:

| own a computer and | am connected to the internet

| own a computer but | am not connected to the internet

| don't own a computer but | have access to one at school, work etc.
| don't own a computer and | do not have access to one

7) Your computer skills can best be described as:

Good (Extensive knowledge of office products, internet, email and downloading of information)
Fair (Moderate knowledge of office products, internet, email and downloading of information)
Weak (Minimal knowledge of office products, internet, email and downloading of information)

| do not have any computer skills

8) After completing my goals at VVC, 1 aspire to:

Transfer to a CSU campus 2 Work in my field of study
Transfer to a UC campus L Other

9) My current GPA is:

<2.00 3.01 -3.50
2.01-3.00 oo 3.561-4.00

10) How many courses have you taken in this department/discipline?
» One Three
Two o Four or more

DRAFT
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9) | prefer to take daytime classes in this discipline/department. YES :: NO
If yes, at what time?
6:00 - 9:00 am o 11:31 - 2:00 pm
9:01 -11:30 am e 2:01 - 4:29 pm
10) | prefer to take evening classes in this department/discipline.  YES NO
If yes, at what time?
4:30 - 6:00 pm 7:31 -10:00 pm
6:01 - 7:30 pm

11} In this department/discipline, | prefer classes that meet:

1 day a week 3 days a week
2 days a week 4 or more days a week

12) What length of course do you prefer in this department/discipline?

6 weeks : 12 weeks
9 weeks v 18 weeks
13) | prefer to take classes on Friday and Saturdays in this department/discipline. - YES

Instructions
Please use the following scale:
(Questions 14 - 26) B = Agree

C = Neither agree or disagree (Neutral)
14) There are a sufficient number of different courses in this department/discipline.

15) There are a sufficient number of class sections offered each semester in this
department/discipline.

16) This department offers an acceptable range of meeting times for most courses.

17) Courses in this department meet my learning needs.

18) Tutoring should be made available for this course.

19) If tutoring was available, did you find it beneficial for the class?

20)

21)
)

22) The required textbook(s) were at the appropriate level of difficulty for this course.

Clear learning objectives for this course have been distributed with the syllabus.
The library had sufficient resources to assist in completing assignments for this course.

23) | would consider taking an on-line course offered in this department.

24) Faculty in this discipline/department distinguish between personal conviction
and professionally acceptable views.
25) Assignments in this course call for critical thinking about the subject matter.

26) The methods of instruction used in this department's/discipline's courses are appropriate
for the subject matter.

27) Assignments for this course were beneficial in meeting the learning objectives.

28) Assignments for this course require at least two hours of study or class work outside of
class for every hour of class time.

29) Grades awarded in this department's/discipline's courses reflect students' achievement of
course objectives.

A = Strongly agree D = Disagree
E = Strongly disagree
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Comments regarding how to better serve our students are greatly encouraged.
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