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Mission Statement: 

Mt. San Jacinto College


Mt. San Jacinto College, a California Community College, offers accessible, innovative, comprehensive and quality educational programs and services to diverse, dynamic and growing communities both within and beyond traditional geographic boundaries. We support life-long learning and student success by utilizing proven educational methodologies as determined by collaborative institutional planning and assessment. To meet economic and workforce development needs, MSJC provides students with basic skills, general and career education that lead to transfer, associate degrees and certificates. Our commitment to student learning empowers students with the skills and knowledge needed to effect positive change and enhance the world in which we live.








2010 - 2011

Program Review and assessment is the cornerstone of planning. The Board of Trustees has adopted the following Institutional goals that embrace the following concepts:

1. Student Success
1. Systematic Planning and Assessment
1. Fiscally Sound Position
1. Institutional Pride and Organizational Culture
1. Community  Partnerships and Service

Program Review provides a means through which each college division (sector) set goals and objectives that support the Board Adopted Institutional Goals, through focusing on the student as a learner. All student services areas are expected to reference the Institutional goals as reports are prepared.
















Student Services Goals for 2010-2011 (linked to Board Adopted Institutional Goals)

1.  Student Success 
a. Introduce Counselor Apprentice
b. Expansion of Dual Enrollment Program
c. Expansion of the Veterans Program
d. Develop and implement a comprehensive Career Program
e. Implement a Debit Card system for financial aid disbursements
f. Refocus responsibilities of Student Success Coordinator to reflect the better representation of Assessment of benchmarks set in Student Services with an enhanced and the connection with Instruction
g. Identify a process of identifying new, first semester MSJC students in developmental courses work and provide “Active Support”
h. Early Alert implementation to increase student term to term persistence
i. Increase early Outreach efforts to high schools
j. Restore Matriculation Committee
k. Implement and execute Priority Registration for Athletes
l. Tutoring Facility upgrades (through Community Partnerships)
m. Exploration of additional Learning Communities that serve Student-Athletes
n. Curriculum Development for Intercollegiate Physical Education classes
o. Implementation and training related to JAMS software
p. Provide Students with greater capabilities to obtain required information through phone tree
q. Expansion of the International Distance Education Program position and space location
r. Continued development of an electronic and paper repository to document procedures and practices
s. Evaluate and implement better functionality of the online admission application and registration process using Web Advisor to determine improvements

2. Systematic Planning & Assessment
a. Evaluate the development of a leadership certificate
b. Assess current department organization and job description for greater efficiency
c. Complete the Student Equity Plan

3. Fiscally Sound Position
a. Develop a Student Assistance Program within DSPS
b. Implement Judicial Management System (JAMS)

4. Institutional Pride and Organizational Culture
a. SGA/MSJC Beautiful Legacy Project
b. Install and manage message boards and other SGA controlled postings
c. Creation of the Mt. San Jacinto Hall of Fame
d. Complete the Smoking Policy
e. Continue to prepare the Student Handbook for student consumption

5. Community Partnership and Service
a. Provide information to the Menifee Valley Chamber about the College and continue to offer the Multicultural Festival
b. Continue to partner with Temecula Valley AAUW to offer Campaign College
c. Modify Student Recognition Banquet and work with MV Rotary Community Service Scholarships

















Program Review Content

Student Services Program Review contains the following sections:

I. Student Services Area Overview(contains brief, succinct narrative for each area); 
a. Executive Summary (Area Overview) 
b. Mission Statement
c. Philosophy Statement
d. Program Requirements, Title 5
e. External Mandates
f. Accreditation Concerns
g. Staffing Level (organizational chart)
h. Summary ( of Area Functions)
i. Objectives
j. Strengths
k. Improvement Areas
l. Students Served
m. Report on 2008-2009 Assessment Plan (1 page historical reference)
n. 2009-2010 Assessment Plan 

II. Area Needs Assessment
a. Staffing
b. Five-Year Program Staffing Profile
c. New or Replacement Faculty Needs
d. New or Replacement Classified Staff Needs
e. Equipment Needs (Replacement or New)
f. Facilities Needs
g. Professional Development Needs
h. Library Needs
i. Technology Needs
j. Instructional Needs
k. Other Miscellaneous Needs












 STUDENT SERVICES PROGRAM REVIEW WORKSHEET

	Student Services Area:
	     



	Prepared By:
	     



	Academic Year:
	     




I. Student Services Area Overview

The Area Overview should reflect the consensus of the staff within the student services area.  It is meant to provide a broad understanding of the area, current trends related to the area’s mission, and how the area serves to meet the overall mission or goals of Mt. San Jacinto College District and its campuses. The following reflects the general guidelines followed by the service areas in completing their area overview.
   
Note: Provide a brief, succinct narrative for your area; should be no more than 2 pages in length)

a. Executive Summary
Note:  Please provide an overview of your area (e.g., program background, program focus, target population, services provided, etc.)
Suggestion:  Please be succinct and limit to two paragraphs

     


b. Mission Statement
Note: Area mission statements must be directly aligned with those of the College District. This statement should be brief, easy to remember and include the name of the department, its primary functions, modes of delivery, and target audience.
Suggestion: This statement should be about 25 words.

	     




c. Philosophy Statement
Note: Identify or outline how your area serves the mission of the institution. 
Suggestion: Please limit to a single, brief paragraph.

	     




d. Program Requirements, Title 5
Note: If applicable, identify all related requirements applicable to Title 5 requirements.  

	     




e. External Mandates
Note: Note all other mandated requirements identified by the state, federal, and/or local level.

	     




f. Accreditation Concerns
Note: Compare comments related to Accreditation and how your area addresses targeted concerns.

	     




g. Staffing Level (organizational chart)
Note: Provide a very brief description of your current staffing level and attach an organizational chart that includes positions only.

	     




h. Summary (of Area Functions)
Note: Please provide a very brief summary of how your area functions.

	     




i. Objectives
Note: List about 5 of your service area or departmental learning objectives. Your objectives must be related to the district goals, student services goal, or campus goal AND have one or more measurable outcome. Your objectives must also be addressed in your Assessment Plan for Student Services Areas and Assessment Plan Findings/Data Analysis & Improvement Recommendations.

1.  
2.
3. 
4.
5.	

j. Strengths
Note: Briefly describe about five of your area’s greatest strengths. Strengths substantiated through data are preferred.
 
1.  
2.
3. 
4.
5.	

k. Improvement Areas
Note: Identify specific issues and/or needs that are affecting the efficiency or effectiveness of your area.    

1.  
2.
3. 
4.
5.	


l. Students Served
Note: Briefly report the number of students served and/or provide a general description of the student population(s) you serve. When reporting numbers, please specify the timeframe you are reporting.     
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m.   Report on 2008-2009 Assessment Plan for Student Services Area: (specify)
      (Please provide a 1 page historical reference of last year’s outcomes)

	
	Mission Statement:

	Institutional Goals
	Objective
	Service Area
Outcome (SAO) or Unit Learning Outcome (ULO)
	Linked to Student Institutional Learning Outcome

(check all that apply)
	Assessment Criteria (Specify Target Performance Level)
	Assessment Measure 
	 Completion (or anticipate completion)/
Findings*
	Improvement Recommendations (next step)*

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	









n.   2009-2010 Assessment Plan for Student Services Area: (specify)
Report on outcomes from your service area. Please detail findings and improvement recommendations on following page.
	
	Mission Statement:

	

Institutional Goals
	Objective

(from Program Review)

	Service Area
Outcome (SAO) or Department Learning Outcome (DLO)
	Linked to Student Institutional Learning Outcome

(check all that apply)
	Assessment Criteria (Specify Target Performance Level)
	Assessment Measure 
(Measurement tool)**
	 Completion (or anticipate completion)
Findings*

	Improvement Recommendations (next step)*

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	

	
    1
    2
    3
    4
    5

	
	
	
    Communication
    Critical Thinking
    Aesthetic Awareness
    Social Awareness
    Responsibility
    Scientific Awareness
	
	
	
	




*Please provide specific details in the following pages.

**Please provide evidence after development of measurement tool.  The measurement tool may include:  In-house survey/assessment/evaluation or other validated or established tool(s) that can be used in your area.
Mt. San Jacinto College
Student Learning Outcomes (SLO)
Final Report – Unit Review
(Student Services)
Findings and Results

Directions: Please complete a form for each assessed objective in your department. 

1) Date:

2) Name:

3) Unit Name:

4) Objective:

5) Services Provided:

6) Service Area Outcome (SAO) or Unit Learning Outcome (ULO):
      Which unit learning outcomes or service area outcomes is central to your unit?

7) Institutional Learning Outcome Alignment:
      Which institutional outcomes are central to your SAO/ULO?
· Communication:  The student will communicate effectively, expressing thoughts, goals and needs through use of appropriate modes and technologies. 
· Critical Thinking:  The student will reason and think critically.
· Aesthetic Awareness:  The student will possess aesthetic awareness. 
· Social Awareness: The student will demonstrate societal awareness.  
· Responsibility: The student will display personal and civic responsibility. 
· Scientific Awareness:  The student will possess an awareness of the physical and biological principles related to science. 

8) Assessment and/or Instruments: 
Which Assessment criteria (specify Target performance) were used
	· Use of department forms (e.g. Action Plan, Educational Plan, etc.)
· Documentation of student interaction (e.g. student file, SARS, Datatel, etc.)
· Assessment based on checklists for each student
· Continued follow up on students (based on required contacts)

	· Student self-assessments (e.g. SLO surveys)
· Student Intervention (e.g. early alert form, progress report, etc.)
· Pre-test and post test are developed to determine student growth and learning
· Other (please describe)




9) Assessment Results/ Findings:
Did the assessment work, and if not, what needs to be revised?






10) Action Plan/Recommendations:
Based on the assessment results, what changes, if any, are planned to increase student success? When will they be implemented? Please check any appropriate boxes and provide a brief description. 

· Conduct further assessment related to the issue and outcome
· Use new or revised teaching/counseling methods (i.e., express counseling, information booth, etc.) 
· Develop new methods of evaluating student progress and performance
· Plan purchase of new equipment or supplies needed for modified student activities
· Make changes in staffing plans (i.e., modified job descriptions, requests for new positions, etc.)
· Engage in or attend professional development about best practices related to student learning and learning outcome
· More aggressive follow ups with students especially students who are on probation or not doing well
· Revise the scope of the department to meet or align with the college’s mission statement and department objectives
· Continue meeting as a department to analyze/discuss data outcome to improve service deliveries
· Unable to determine what should be done
· No changes necessary
· Other:


11) Archive:
 Where is the evidence (documentation / assessment materials, tests, essays, etc.) stored? Be specific.

A) If the evidence is in electronic form, where is it located (Blackboard, P drive, network. etc.)?
B)  If the evidence is in paper or other form, where is it located (room, department file cabinet, department chair’s office, etc.)?

Area Needs Assessment

a. Staffing Needs: does the staffing structure meet the area’s needs? (Please list/summarize the needs of your area.)
b. Five-Year Program Staffing Profile: Show staffing levels in each category according to the table provided. 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

	
	2005
	2006
	2007

	2008
	2009
	% Change 
from
Year 1 to
Year 5
	2010 -
2011
	2011-
2012

	Administration (Certificated Management)
	
	
	
	
	
	
	
	

	Classified Staff FT (Including Classified Management)
	
	
	
	
	
	
	
	

	Classified Staff PT
	
	
	
	
	
	
	
	

	Confidential Staff FT
	
	
	
	
	
	
	
	

	Hourly Staff (by 1000 hour equivalent = .5)
	
	
	
	
	
	
	
	

	Student Workers
	
	
	
	
	
	
	
	

	Faculty Reassigned
FTE Full time
	
	
	
	
	
	
	
	

	Faculty Reassigned
FTE Part time
	
	
	
	
	
	
	
	

	Professional Expert
	
	
	
	
	
	
	
	

	Total Full Time
Equivalent Work
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c. New or Replacement Faculty Needs
	List Faculty Positions Needed for Academic Year 2010-2011
	     Annual TCP*

	Please be as specific and as brief as possible when offering a reason for the position (e.g. retirement replacement, increased demand for subject, growth in overall student population). Be certain to mark the position as new or replacement.  Place titles on list in order (rank) or importance.
	                 TCP for employee

	1.
Reason:
	

	
	

	2.
Reason: 

	

	
	

	3.
Reason:
	

	
	

	4. 
Reason:
	

	
	

	5.
Reason:
	

	
	



*TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also require space and equipment.  Please speak with the College Business Office to obtain accurate cost estimates.  Please be sure to add related office space, equipment and other needs for new positions to the appropriate form and be sure to mention the link to the position.  
d. New or Replacement Classified Staff Needs
	List Classified Positions Needed for Academic Year 2010-2011
	Annual TCP*

	Please be as specific and as brief as possible when offering a reason for the position (e.g. retirement replacement, increased demand for subject, growth in overall student population). Be certain to mark the position as new or replacement.  Place titles on list in order (rank) or importance.
	TCP for employee

	1.
Reason:
	

	
	

	2.
Reason: 

	

	
	

	3.
Reason:
	

	
	

	4. 
Reason:
	

	
	

	5.
Reason:
	

	
	



*TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also require space and equipment.  Please speak with the College Business Office to obtain accurate cost estimates.  Please be sure to add related office space, equipment and other needs for new positions to the appropriate form and be sure to mention the link to the position.  
e. Equipment Needs

	List Equipment or Equipment Repair Needed for Academic Year 2010-2011.
Please list/summarize the needs of your unit on your campus below. Please be as specific and as brief as possible.
Place items on list in order (rank) or importance.
	Annual TCO*

	
	Cost per
item
	 Number Requested
	Total Cost of Request

	1. 
Reason: 
	
	
	

	
	
	
	

	 2. 
Reason:
	
	
	

	
	
	
	

	3. 
Reason: 
	
	
	

	
	
	
	

	4. 
Reason: 
	
	
	

	
	
	
	

	5. 
Reason: 
	
	
	

	
	
	
	



*It is recommended that you speak with the appropriate administrator to determine if your request can be met with the current budget. 
f.  Facilities Needs

	List Facility Needs for Academic Year 2010-2011.
	Annual TCO*

	(Remodels, Renovations or added new facilities) Place items on list in order (rank) or importance.
	Total Cost of
Request

	 1.
Reason:
	

	
	

	 2.
Reason:
	

	
	

	 3.
 Reason:
	

	
	

	 4.
 Reason:
	

	
	

	 5. 
 Reason:
	

	
	



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

g.  Professional Development Needs

	List Professional Development Needs for Academic Year 2010-2011.
Reasons might include in response to SLO assessment findings or the need to update curriculum. Please be as specific and as brief as possible. Some items may not have a cost per se, but reflect the need to spend current staff time differently.  Place items on list in order (rank) or
importance.
	Annual TCO*

	
	Cost per item
	Number Requested
	  Total
Cost of Request

	1. 
Reason:
	
	
	

	
	
	
	

	2.	
Reason:
	
	
	

	
	
	
	

	3. 
Reason:
	
	
	

	
	
	
	

	4.
Reason:
	
	
	

	
	
	
	

	5.
Reason:
	
	
	

	
	
	
	



h.  Library Needs

	List Library Needs for Academic Year 2010-2011.
	Annual TCO*

	Please list/summarize the needs of your unit on your campus below. Please be as specific and as brief as possible. Not all needs will have a cost, but may require a reallocation of current staff time.
	Cost per
item

	Number    Requested
	Total Cost of Request

	1. 
 Reason:
	
	
	

	
	
	
	

	 2.
 Reason: 
	
	
	

	
	
	
	

	 3.
 Reason:
	
	
	

	
	
	
	

	 4. 
Reason:
	
	
	

	
	
	
	

	 5.
Reason:
	
	
	

	
	
	
	



*It is recommended that you speak with your campus Dean of the Library to determine if your request can be met within the current budget, and to get an estimated cost if new funding is needed.
i.  Technology Needs

	List Technology Needs for Academic Year 2010-2011.
	Annual TCO*

	Please list/summarize the needs of your unit on your campus below. Please be as specific and as brief as possible. Not all needs will have a cost, but may require a reallocation of current staff time.
	Cost per
item

	Number    Requested
	Total Cost of Request

	1. 
 Reason:
	
	
	

	
	
	
	

	 2.
 Reason: 
	
	
	

	
	
	
	

	 3.
 Reason:
	
	
	

	
	
	
	

	 4. 
Reason:
	
	
	

	
	
	
	

	 5.
Reason:
	
	
	

	
	
	
	



*It is recommended that you speak with the appropriate campus administrator to determine if your request can be met within the current budget, and to acquire an estimated cost if new funding is needed.

j. Instructional Needs

	List Instructional Needs for Academic Year 2010-2011.
	Annual TCO*

	Please list/summarize the needs of your unit on your campus below. Please be as specific and as brief as possible. Not all needs will have a cost, but may require a reallocation of current staff time.
	Cost per
item

	Number    Requested
	Total Cost of Request

	1. 
 Reason:
	
	
	

	
	
	
	

	 2.
 Reason: 
	
	
	

	
	
	
	

	 3.
 Reason:
	
	
	

	
	
	
	

	 4. 
Reason:
	
	
	

	
	
	
	

	 5.
Reason:
	
	
	

	
	
	
	



*It is recommended that you speak with the appropriate campus administrator to determine if your request can be met within the current budget, and to acquire an estimated cost if new funding is needed.
k.  Other Miscellaneous Needs

	List Other Needs for Academic Year 2010-2011.
	Annual TCO*

	Please list/summarize the needs of your unit on your campus below. Please be as specific and as brief as possible. Not all needs will have a cost, but may require a reallocation of current staff time.
	Cost per
item

	Number    Requested
	Total Cost of Request

	1. 
 Reason:
	
	
	

	
	
	
	

	 2.
 Reason: 
	
	
	

	
	
	
	

	 3.
 Reason:
	
	
	

	
	
	
	

	 4. 
Reason:
	
	
	

	
	
	
	

	 5.
Reason:
	
	
	

	
	
	
	



*It is recommended that you speak with the appropriate campus administrator to determine if your request can be met within the current budget, and to acquire an estimated cost if new funding is needed.
Appendix A
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. 

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.
Student Services Planning Timeline for Program Review and SLO


June 1, 2009			All 2008-09 program reviews completed

July – August 2009		Review outcomes of 08-09
· Review 08-09 objectives
· Review each SLO or SAO/DLO
· Review Assessment Criteria
· Review Assessment Measure
· Analyze and discuss data with staff
· Compare, reflect and review data to of previous year 
· Complete 08-09 Assessment Plan Findings & Improvement Recommendations (on Page 14)
· Determine if objectives are fulfilled, completed, ongoing, etc.
· Reassess/document/revise Area Needs Assessment (starting from Page 15)
· Use this to consider for next year’s Area Needs Assessment

				Submit revised 08-09 Program Review
· Must be reviewed and approved by Dean and VP
· Resubmitted to Alex
· Program review 08-09 is now closed (Deadline August 15th).  No more revision will take place.

Development of Student Services Division Report

September-December 2009	Initiate expansion of 08-09 Program Review for 09-10
· Develop/revise 2009-2010 unit plans, mission statements and SLOs/DLO’s
· 2009-10 Department Level assessment plans (compare notes to previous years assessment plans)
· Discuss SLO/DLO for implementation
· Survey
· Executive Summary (Area Overview) 
· Mission statement
· Philosophy Statement
· Program Requirements, Title 5
· External Mandates
· Accreditation Concerns
· Staffing level (organizational chart)
· Summary (of Area Functions)
· Objectives
· Previous year’s objective  may be included if objective is ongoing or not fulfilled
· Strengths
· Improvement Areas
· Student Served
· Initiate/discuss Assessment plan of action for 09-10
· Initiate/discuss SLO/DLO Assessment

January 2010			Begin evaluation procedures for program review and SLO cycle
· Evaluate Program Review to determine status of each objectives
· Re-evaluate and/or revise Assessment Plan (if necessary)
· Re-evaluate and/or revise Area Needs Assessment (if necessary)
· Includes SLO/DLO
· Create plan of action for Spring 2010 to meet objectives
· Discuss SLO survey and data collection (from fall semester)

February 2010			Discuss program review evaluation and assessment (status)
· Area Needs Assessment
· Assess areas already completed
· SLO/DLO Assessments
· Assess SLO(s) already completed
· Submit 09-10 Program Review and SLO/DLO 
· First deadline March 1st, 2010
· Continue to monitor and submit revisions 
· Final deadline June 1st, 2010

March 2010			(For VP and Deans Only)
Update unit plans—prioritization of unit goals
· Initiate Facilities Plan
· Initiate Technology Plan
· Initiate Staffing Plan
· Discuss prioritization of unit goals
· Decide unit goals for submission
· Initiate budget development process
· Initiate person responsible to complete BCP
· Establish goals for 10-11

Initiate collection of evidence for Program Review and SLO
· Need electronic copy of assessment
· Need summary of data collected and how they support your DLO/SAO and your objectives
· Need explanation of how your data collection is linked to ILO
· Final deadline June 1st, 2010
April 2010			Budget development –submission of BCPs

May 2010	IPC/budget committee/executive cabinet—prioritization of college wide goals and allocate funding 

June 2010	Unit summary (how did we do)
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