SAN DIEGO MESA COLLEGE
GUIDELINES AND RESPONSE SHEET FOR COMPLETION OF
PROGRAM REVIEW
Academic Year: 				 

Program/Service Area Name: 															

Name of Lead Writer(s): 																


INSTRUCTIONS:
This document is designed to provide programs/service areas with guidance while completing the Program Review Guidelines and Response Sheet and Goals Matrix.  Please respond as completely as possible in the spaces provided.  These spaces are designed to automatically increase in size as responses are typed in.  

These questions provide an opportunity to evaluate the program or service area’s current status, and to shape and implement its future.  The report is also an opportunity to enumerate any obstacles the program or service area may be facing, as well as identification of needs.  Formulation of goals occurs as this assessment is done.  Place these goals on the included Program Review Goal Matrix.

Program or Service Area Description:  Questions 1 - 3 
Provide a complete description of the program or service area.  When responding, the following information should be reported.  

1.	Provide the program or service area mission 
	Criteria

	
· Provide the link to or a copy of the program/service area mission statement.  




	Response

	
· Please indicate if the statement has been updated within the last year and why.











2. 	Provide degrees and certificates that are offered by the program (for Instructional Programs)
	Criteria

	
· Attach curriculum grid and provide the link to the catalog pages and website.  


	Response

	
· Are all course outlines in the program/department current? YES   NO   If not, please address any courses that are not current in their review cycle. 




· Please indicate changes if any have occurred to course offerings and/or the degrees/certificates within the last year.








3.	Provide service area description (for Service Areas)
	Criteria

	
· Provide the link to the catalog service area pages and website. 



	Response

	
· Please indicate if any changes or deletions to services provided within the last year.








Program or Service Area Assessment: Questions 4- 6
Utilizing program/service area faculty and staff knowledge, advisory committees’ input, internal and external research, changes in the program/service area, please respond to the following three questions.  It is recommended that responses to questions 4, 5 and 6 be limited to no more than 5 pages.


4.   Describe the current state of the program/service area.  How does the program/service area address the following at Mesa?
	Criteria

	
· Review the College’s Vision, Mission, Values and Goals at http://www.sdmesa.edu/mission-statement/index.cfm. 

· The annual objectives/ priorities and performance indicators are located at http://www.sdmesa.edu/strategic-planning/manual.cfm.

· Analyze the program/service area’s Strengths, Challenges, and External Influences


	Response

	
· Identify the College-level Vision, Mission, Values, Goals related to the program/service area.







· Describe how the College’s Annual Objectives/Priorities and Performance Indicators relate to the program/service area.











· In the analysis, consider how your program/service area serves students, the College, and the community.
· Through different lenses including but not limited to access, diversity, equity, basic skills, general education, career-technical education and transfer.



· Factors that may influence your analysis include issues such as changes in curriculum, current and projected labor market indicators, changes in high school to community college pipeline, and changes in four-year transfer practices.




· Examples of information used to support your analysis include professional program evaluation; program/service area data (provided by the Office of Instructional Services, Resource Development and Research) including diversity data, outcomes data, enrollment/productivity data, Point of Service Survey data; program/service area SLO/AUO assessment results; internally-collected data; external data; and, other information relative to the college and/or the program/service area.








5.	What does the program envision for itself in the next five years? 
	Criteria

	
· Describe what the program/service area will look like in the next five years.


	Response

	
Suggestion:  Bulleted descriptions are acceptable.






6. What are the missing program/service area needs necessary to accomplish the five year vision? 
	Criteria

	
· Identify the missing program/service area needs necessary for the next five years.


	Response

	
Suggestion:  The needs in question six (6) can correlate to the descriptions in question five (5).








Program Review Goal Matrix: The development of S.M.A.R.T. goals will assist the program/service area in reaching their desired improvements/changes.  These goals address the gaps identified by the program/service area.  The goals should cover any aspect of the program or service area including but not limited to program and service area initiatives, development of course/section offerings and services/workshops/events offerings, enrollment management, and professional as well as staff development.  S.M.A.R.T goals are:
	
	Component
	Description
	Questions to Answer

	S
	Specific
	Specific goals are clear and unambiguous; they explain exactly what is expected.
	Who? What? Where? What are the requirements?

	M
	Measurable
	Measurable goals require you to establish concrete criteria for measuring progress toward attainment of each goal you set.
	How much? How many? 
How will we know it is accomplished?

	A
	Attainable
	Attainable goals are realistic and attainable in the current environment. They best goals require that you stretch a bit to achieve them.
	Can the objectives of this goal be carried out?  If so, in what manner will they be carried out?

	R
	Results-based
	Results-based goals represent an objective toward which you are willing and able to work. 
	What is the result you are trying to achieve?

	T
	Time-bound
	Time-bound goals have starting points, ending points and fixed durations. There is a clear target date.
	When will the goal be completed?



Directions for Completion of the Goal Matrix Form: (Note – the form will automatically expand to the length of the response.)
Status:  Specify the academic year in which the goal is being reported; then, indicate whether the status of it is new, progress made, obstacles encountered, changes made, completed, and/or deleted (more than one may apply).
SMART Goal:  State the specific, measureable, attainable, results-based, and time-bound goal.
Rationale:  Describe the reason for the goal based upon the gap analysis.
Plan/Activity:  List the explicit actions to be taken.
Time Frame:  Specify the timeline for action to accomplish the goal.
Person(s) Assigned:  Identify the person(s) responsible for the goal.
Non-Budgetary Needs:  List any non-budgetary needs/items required to accomplish this goal.
Funding Source(s) Type:  Select all funding sources that are requested for this goal.  In order to be considered for funding, separate sheet(s) must be attached addressing the corresponding criteria listed in Table 1, Criteria for Funding Sources at: http://www.sdmesa.edu/instruction/prog-rev/lead-writer.cfm. 
Resources:  
· Description – be as specific as possible in describing the personnel (classified or faculty), supplies/materials, equipment, and facilities.
· Estimated cost – estimate dollar amounts for the resources listed; see Resource Allocation FAQs for personnel and computer costs.
· Cost to sustain – estimate any costs to sustain resources.  Indicate if cost is annual or within another timeframe.
Total:   Total cost for this goal.
Current Assessment of Goal:  Describe the reasons for the current status of the existing goal, i.e., progress made, obstacles encountered, changes made, completed and/or deleted; and, discuss the implications of this status.  If the goal is new, no response is required.
Related SLOs/AUOs:  Select the Institutional Learning Outcome(s) AND indicate the program/course/service area SLOs/AUOs that support this goal.




Related College Goal:  Select the College-level goal(s) that support this goal. http://www.sdmesa.edu/mission-statement/index.cfm 
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Program Review Goal Matrix

STATUS:   Academic Year 			|_| New  |_| Progress Made  |_| Obstacles Encountered  |_| Changes Made |_| Completed |_| Deleted

	SMART Goal
	

	Rationale
	

	Plan/Activity
	

	Time Frame
	

	Person(s) Assigned
	

	Non-Budgetary Needs
	

	Funding Source(s): Select any and all that apply. http://www.sdmesa.edu/instruction/prog-rev/lead-writer.cfm 

	|_|
Classified Staff
Attach sheet addressing criteria in Table 1
	|_|
Faculty Position
Attach sheet addressing criteria in Table 1
	|_|
Equipment
Attach sheet addressing criteria in Table 1
	|_|
Facilities
Attach sheet addressing criteria in Table 1
	|_|
Perkins
Attach sheet addressing criteria in Table 1
	|_|
Supplies Materials
Attach sheet addressing criteria in Table 1

	Resources
	Description
	Estimated Cost
	Cost to Sustain

	Human
1000/2000/3000
	
	
	

	Supplies
4000/5000
	
	
	

	Equipment
6000
	
	
	

	Facilities
	
	
	

	TOTAL
	
	
	

	Current Assessment of Goal
	

	Related SLOs/AUOs: Select all that apply.

	|_| Institutional ILO(s)
	|_| Critical Thinking				|_| Communication		|_| Self-Awareness  & Interpersonal Skills     
	|_| Personal Actions & Civic Responsibility	|_| Global Awareness		|_| Technological Awareness

	|_| Program SLO(s): If selected, please specify:

	|_| Course SLO(s): If selected, please specify:

	|_| Service Area SLOs or Administrative Unit Outcomes (AUOs):If selected, please specify:

	Related College Goals: Select all that apply. (Link to College Goals: http://www.sdmesa.edu/mission-statement/index.cfm)
	|_| Goal 1	|_| Goal 2	|_| Goal 3	|_| Goal 4
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Program Review Goal Matrix

STATUS:   Academic Year 			|_| New  |_| Progress Made  |_| Obstacles Encountered  |_| Changes Made |_| Completed |_| Deleted

	SMART Goal
	

	Rationale
	

	Plan/Activity
	

	Time Frame
	

	Person(s) Assigned
	

	Non-Budgetary Needs
	

	Funding Source(s): Select any and all that apply. http://www.sdmesa.edu/instruction/prog-rev/lead-writer.cfm 

	|_|
Classified Staff
Attach sheet addressing criteria in Table 1
	|_|
Faculty Position
Attach sheet addressing criteria in Table 1
	|_|
Equipment
Attach sheet addressing criteria in Table 1
	|_|
Facilities
Attach sheet addressing criteria in Table 1
	|_|
Perkins
Attach sheet addressing criteria in Table 1
	|_|
Supplies Materials
Attach sheet addressing criteria in Table 1

	Resources
	Description
	Estimated Cost
	Cost to Sustain

	Human
1000/2000/3000
	
	
	

	Supplies
4000/5000
	
	
	

	Equipment
6000
	
	
	

	Facilities
	
	
	

	TOTAL
	
	
	

	Current Assessment of Goal
	

	Related SLOs/AUOs: Select all that apply.

	|_| Institutional ILO(s)
	|_| Critical Thinking				|_| Communication		|_| Self-Awareness  & Interpersonal Skills     
	|_| Personal Actions & Civic Responsibility	|_| Global Awareness		|_| Technological Awareness

	|_| Program SLO(s): If selected, please specify:

	|_| Course SLO(s): If selected, please specify:

	|_| Service Area SLOs or Administrative Unit Outcomes (AUOs):If selected, please specify:

	Related College Goals: Select all that apply. (Link to College Goals: http://www.sdmesa.edu/mission-statement/index.cfm)
	|_| Goal 1	|_| Goal 2	|_| Goal 3	|_| Goal 4



05/31/11
Program Review Goal Matrix

STATUS:   Academic Year 			|_| New  |_| Progress Made  |_| Obstacles Encountered  |_| Changes Made |_| Completed |_| Deleted

	SMART Goal
	

	Rationale
	

	Plan/Activity
	

	Time Frame
	

	Person(s) Assigned
	

	Non-Budgetary Needs
	

	Funding Source(s): Select any and all that apply. http://www.sdmesa.edu/instruction/prog-rev/lead-writer.cfm 

	|_|
Classified Staff
Attach sheet addressing criteria in Table 1
	|_|
Faculty Position
Attach sheet addressing criteria in Table 1
	|_|
Equipment
Attach sheet addressing criteria in Table 1
	|_|
Facilities
Attach sheet addressing criteria in Table 1
	|_|
Perkins
Attach sheet addressing criteria in Table 1
	|_|
Supplies Materials
Attach sheet addressing criteria in Table 1

	Resources
	Description
	Estimated Cost
	Cost to Sustain

	Human
1000/2000/3000
	
	
	

	Supplies
4000/5000
	
	
	

	Equipment
6000
	
	
	

	Facilities
	
	
	

	TOTAL
	
	
	

	Current Assessment of Goal
	

	Related SLOs/AUOs: Select all that apply.

	|_| Institutional ILO(s)
	|_| Critical Thinking				|_| Communication		|_| Self-Awareness  & Interpersonal Skills     
	|_| Personal Actions & Civic Responsibility	|_| Global Awareness		|_| Technological Awareness

	|_| Program SLO(s): If selected, please specify:

	|_| Course SLO(s): If selected, please specify:

	|_| Service Area SLOs or Administrative Unit Outcomes (AUOs):If selected, please specify:

	Related College Goals: Select all that apply. (Link to College Goals: http://www.sdmesa.edu/mission-statement/index.cfm)
	|_| Goal 1	|_| Goal 2	|_| Goal 3	|_| Goal 4



05/31/11
Program Review Goal Matrix

STATUS:   Academic Year 			|_| New  |_| Progress Made  |_| Obstacles Encountered  |_| Changes Made |_| Completed |_| Deleted

	SMART Goal
	

	Rationale
	

	Plan/Activity
	

	Time Frame
	

	Person(s) Assigned
	

	Non-Budgetary Needs
	

	Funding Source(s): Select any and all that apply. http://www.sdmesa.edu/instruction/prog-rev/lead-writer.cfm 

	|_|
Classified Staff
Attach sheet addressing criteria in Table 1
	|_|
Faculty Position
Attach sheet addressing criteria in Table 1
	|_|
Equipment
Attach sheet addressing criteria in Table 1
	|_|
Facilities
Attach sheet addressing criteria in Table 1
	|_|
Perkins
Attach sheet addressing criteria in Table 1
	|_|
Supplies Materials
Attach sheet addressing criteria in Table 1

	Resources
	Description
	Estimated Cost
	Cost to Sustain

	Human
1000/2000/3000
	
	
	

	Supplies
4000/5000
	
	
	

	Equipment
6000
	
	
	

	Facilities
	
	
	

	TOTAL
	
	
	

	Current Assessment of Goal
	

	Related SLOs/AUOs: Select all that apply.

	|_| Institutional ILO(s)
	|_| Critical Thinking				|_| Communication		|_| Self-Awareness  & Interpersonal Skills     
	|_| Personal Actions & Civic Responsibility	|_| Global Awareness		|_| Technological Awareness

	|_| Program SLO(s): If selected, please specify:

	|_| Course SLO(s): If selected, please specify:

	|_| Service Area SLOs or Administrative Unit Outcomes (AUOs):If selected, please specify:

	Related College Goals: Select all that apply. (Link to College Goals: http://www.sdmesa.edu/mission-statement/index.cfm)
	|_| Goal 1	|_| Goal 2	|_| Goal 3	|_| Goal 4
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Research and Other Documentation
	
Attach both hard and electronic copies of the research and any other documentation used in the program/service area report.  Examples of research and other types of documentation to support the responses include but are not limited to the following:

· Curriculum grid
· Program pages from the catalog 
· All research used when responding to the program review questions.
· SLO/AUO documentation cited in the program review responses.
· The sheet(s) addressing the criteria in Table 1

Signatures and Submissions

These signatures indicate the completion of this Program Review document. 

	
1. Lead Writer (Signature): 		Date: 	 
 After the lead writer has signed and dated this document, please forward electronic and hard copy to the Department Chair.


2. Department Chair/Supervisor (Signature): 	________Date: 	 
 After the Department Chair has signed and dated this document, please forward electronic and hard copy to the Manager.


3. Manager (Signature): 		Date: 	 
	After the Manager has signed and dated this document, please:
a. Forward this original hard copy and two additional copies to the Program Review Administrative Co-Chair in A-109.
b. E-mail the electronic copy to: cpalesti@sdccd.edu.


