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Academic Support & Student Service Departments

Guide - Annual Program Review 
Introduction
All administrative departments complete an annual program review process that culminates in a written report submitted to the College Committee on Assessment. Program review is one way that the College evaluates the impact of the department on student success. Through the program review process, departments align their mission with the College’s mission, build consensus around goals, provide meaningful assessment data, and develop improvement plans based on the analyses. 
Process

Typically a department completes the annual report in two stages. First, the department selects and gathers evidence on the extent to which it has achieved a goal that impacts student success (Sections 1-3). Then, upon completion of the assessment activity, the department discusses the results and develops an action plan (Sections 4-9).
Annual Program Review Report

This document describes the information contained in the report (due by June). 
1. Contact Information
2. Department Mission

3. Department Profile
4. Department Goal / Student Focus

5. Evidence

6. Analysis of Strengths & Weaknesses

7. Recommendations/Action Plan

8. Department’s Capacity to Support the Plan

9. Link to Next Program Review

10. Annual Program Review: Lessons Learned

11. Appendices

Stage 1: Assessing the Current Situation (Fall)

1. Contact Information 

Indicate the pertinent formation such as the date and department being reviewed, as well as the name of a contact person, his or her phone number and email address.

2. Department Mission

This section of the report includes the most recent department mission. 

3. Department Profile
In this section, please familiarize the reader with the department (e.g., explain its mission and it supports the College’s mission, include recent milestones, relevant statistics, progress made since the last review, etc.).

4. Department Goal / Student Focus
In the second section, identify a department goal that is the focus of this review and make explicit link between the goal and student success (if appropriate, use the most recent program review as the basis). If possible, state the goal not as what the department will do, but what students will do. Not, “we will offer such-and-such programs” but “students will be able to do X.”
5. Evidence
In this section, complete your description of the current situation by discussing the evidence that is available or that will be collected in order to complete the review. In other words, in order to better assess the department’s strengths and weaknesses, what actions will you take to gather evidence? What else do you need to know to answer the following two questions in the next section: (1) What is the department’s impact on student success, and (2) how do you know?
A. Evidence to be Gathered / Planned Assessment Activities
	Goals(s)
	Measure(s)
	Timeline

	
	
	


Stage 2: Planning for Change/Improvement (Spring)

6. Analysis of Strengths & Weaknesses
In this section, describe what you learned as a result of your assessment efforts. To what extent were the findings consistent with other existing measures? With whom did you discuss the results? What was learned? In other words, what is working and what is not working, and how do you know?
7. Recommendations / Action Plan

In this section, answer the question, “What do we want to work on to better achieve our program goals (and that may include building on strengths or addressing weaknesses)? Describe 1-3 actions the department plans to undertake.  For each action, indicate who is responsible, and give a timeline for action.

	Action
	Reason why you selected this action (link to evidence)
	Who is responsible?
	Timeline for action
	How will we know whether this action has achieved its intended goal?

	
	
	
	
	


8. Capacity of the Department to Support the Plan
What internal resources do you have available to achieve your goals? Give a realistic estimate of the additional, external resources needed to support the department’s plans.

9. Next Program Review

How will you link the results of this program review with your next review?
10. Process Evaluation 
Now that your annual program review process is over, what were the “lessons learned?” What will you do differently next time?
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