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	Administrative Units 

	
	

	MJC Administrative Support Services Program Review

	President's Office
	Loewenstein

	Academic Senate Office
	Adams/Peek

	College Administrative Services Office
	Fernandez (Interim)

	Research Office
	Hart

	Public Relations Office
	Hoile

	MJC Foundation Office
	Boodrookas

	Duplicating
	Fernandez (Interim)

	VP Student Services
	Low (Interim)

	
	

	MJC Instructional Support Services Program Review

	VP Instruction 
	Walters Dunlap

	Early College
	Kroll; Walters Dunlap

	Fire Science Training Center
	Boodrookas; Sola

	Agriculture & Environmental Science
	Anglin

	Arts, Humanities & Communications
	Sundquist 

	Business
	Vacant

	Behavioral & Social Sciences
	Vacant

	Science, Mathematics & Engineering
	Sanders 

	Learning Resources
	Clarke

	Literature & Language Arts
	Bettencourt 

	Athletics
	Kaiser

	Physical, Recreation & Health Education
	Kaiser

	Allied Health
	McKinnon

	Family/Consumer Sciences
	McKinnon

	Technical Education
	Mendez

	Economic Development (WTC)
	Boodrookas

	Community Education
	Boodrookas

	Instructional Services
	Walters Dunlap

	Learning Support (Basic Skills)
	Bettencourt 

	Media Services
	Clarke

	Technology Services
	Clarke

	Distance Education
	Clarke

	Child Care Services
	McKinnon

	Great Valley Museum
	Sanders 


MJC’s Administrative Unit Goals for Implementing Institutional Effectiveness:

Program Review 

Program review processes are ongoing, systematic and used to assess and improve administrative unit effectiveness.

The institution reviews and refines its program review processes to improve institutional effectiveness.     

The results of program review are used to continually refine and improve administrative unit practices resulting in appropriate improvements.
Planning 

The institution uses ongoing and systematic evaluation and planning to refine its key processes and improve administrative unit effectiveness.

There is dialogue about institutional effectiveness that is ongoing, robust and pervasive; 
data and analyses are widely distributed and used throughout the institution.

There is ongoing review and adaptation of evaluation and planning processes.

There is consistent and continuous commitment to improving administrative unit effectiveness;
and is a demonstrable priority in all planning structures and processes.

Administrative Unit Outcomes

Administrative unit outcomes and assessment are ongoing, systematic and used for continuous quality improvement.

Dialogue about administrative unit outcomes is ongoing, pervasive and robust.

Evaluation and fine-tuning of organizational structures to administrative unit effectiveness is ongoing.

Administrative unit effectiveness improvement is a visible priority in all practices and structures across the college.

Administrative unit outcomes are specifically linked to program reviews.

* Adapted from the Accrediting Commission for Community and Junior Colleges Rubric for Evaluating Institutional Effectiveness

Suggested Instructions

Step 1: Organize for assessment. 
Before assessment can begin, the key players, committees and structures must be identified. One or more persons may lead the unit assessment process, but it is crucial for all staff to assume the responsibility for designing, implementing, and carrying out the assessment process. 

Step 2: Define the mission of the administrative unit. 
The mission is a broad statement of the administrative unit’s direction. The mission statement should reflect each administrative unit’s contribution to the educational and career paths of students who encounter the administrative unit specifically. 

Step 3: Define the goals of the administrative unit. 
The goals of an administrative unit align with the goals of the institution. Goals provide the basis for assessment and therefore should be defined adequately and clearly. 

Step 4: Define the Outcomes of the administrative unit. 
Goals tend to be general statements. Outcomes are more specific statements and reflect the broader goals. The Outcomes of an administrative unit, because of being more of a student support entity, usually focuses more on process and student development than on learning. The outcomes will primarily describe what the department is going to do and what its impact will be on students and other key stakeholders.  

Step 5: Identify performance criteria for each outcome. 
Determine what standards are expected from services provided by your administrative unit. For some outcomes, you may want to achieve a satisfaction level of “excellent” from the students who utilize the administrative unit’s services. However, for other outcomes, this expectation may be unrealistic because other factors may affect student perception (e.g., students’ satisfaction rating of the financial assistance office). 

Step 6: Inventory existing and needed assessment methods. 
Identify, list and describe all available approaches that can be used to conduct assessment. Referring back to the needs of the administrative unit, identify what additional methods need to be used to provide you with the necessary information needed for assessing what is going on within your unit. 

Step 7: Determine how assessment results will be used for administrative unit improvement. 
No matter how well assessment activities are planned and conducted, they are worthless to an administrative unit unless the plan incorporates a timely feedback mechanism. The results and information gained should be distributed to the appropriate parties to achieve continuous improvement. 
Step 8: Establish a schedule for the above steps. 
Step 9: Implement the assessment plan, collect data, review data at appropriate intervals and continue to update where needed. 
Step 10: Provide feedback to key members of the administrative unit so that data driven improvements can be made on a continuous basis. 
* Adapted from the University of Central Florida UCF Administrative Assessment Handbook



Administrative Unit Name: ______________________ Academic Year__________
Administrator: ______________________
Names of those contributing to in the report: ____________________________

_______________________________________________________________
Report written by: _________________________________________________

I. Program Overview
1. Administrative unit mission:
2.  Administrative unit goals:

3. How does the administrative unit mission tie-in to the institution’s mission?
4. Briefly describe the administrative unit and the services it provides.
5. List all permanent staff members in the administrative unit.  Include their names, titles, FTE equivalents, and funding source.  *Please delete unused rows*
	Name

(Last, First)
	Title
	FTE
	Percent of Funding and Source(s)
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II. Program Effectiveness and Efficiency
1. Did your unit meet its goals during the last review cycle? 

	Goal
	Completed

	Partially

Completed
	Not complete
	Ongoing
	No Longer  Relevant
	Comments (what was done, what happened, how was it measured)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2. Did the administrative unit consider the recommendations/data from the last accreditation self-study, last accreditation team visit, or the last internal/external administrative unit review?  Please describe and explain. 

III. Evaluation

1. What changes were made to the administrative unit as a result of the last review cycle?
2. What barriers/constraints did the administrative unit face while implementing those changes?
3. How effective were the changes?
4. What was learned from these changes that would facilitate future administrative unit improvements?
IV. Planning Agenda

1. Based on the information from sections I, II, and III, what changes or new initiatives should be enacted (resources, timelines, partnerships) to improve the administrative unit?
2. Is there sufficient staff for the administrative unit to continue, improve, and/or enhance the services it provides?  Explain.

3. Does the administrative unit possess sufficient operational resources, facilities and equipment to continue, improve and/or enhance the effectiveness of its unit and services?  Explain.

	 ADMINISTRATIVE UNIT…

1. Staff and/or Students:

will have access to offices through hours of operation that meet staff/student needs.

will be served in a timely manner with minimal wait time.

will be provided with clear and easy to understand operational procedures.

will be served by helpful and friendly staff.

will be provided with clear program materials and information. 
will be served by trained and knowledgeable staff.

 … AS MEASURED BY THE ADMINISTRATIVE UNIT SATISFACTION SURVEY.   





Please indicate the percentage of students who rated each aspect as “strongly agree” or “agree” (separately and combined) from the administrative unit satisfaction survey.  The Modesto Junior College standard is met whenever 75% or more of responses fall in the “strongly agree” or “agree” categories (combined).
	Student satisfaction with:
	% Responding

“Strongly Agree”
	% Responding

“Agree”


	% Responding

“Strongly Agree”/

“Agree” (Combined %)
	College Standard

	Office hours
	
	
	
	75%

	Timely services
	
	
	
	75%

	Clear/easy procedures
	
	
	
	75%

	Helpful/friendly staff
	
	
	
	75%

	Clear materials
	
	
	
	75%

	Trained/knowledgeable staff
	
	
	
	75%


Summary of Comments from Survey:
Student Demographics
Students’ Current Status


[image: image1]  New Student     
[image: image2]   Continuing Student    
[image: image3]   Re-entry Student      
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Units Currently Enrolled
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[image: image7] .5-5.5 units
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Class Time
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Class Meeting Place
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Please indicate the percentage of faculty, staff, or administrator who rated each aspect as “strongly agree” or “agree” (separately and combined) from the faculty/staff/administration satisfaction survey.  The Modesto Junior College standard is met whenever 75% or more of responses fall in the “strongly agree” or “agree” categories (combined).
	Faculty/Staff/Administration satisfaction with:
	% Responding

“Strongly Agree”
	% Responding

“Agree”


	% Responding

“Strongly Agree”/

“Agree” (Combined %)
	College Standard

	Office hours
	
	
	
	75%

	Timely services
	
	
	
	75%

	Clear/easy procedures
	
	
	
	75%

	Helpful/friendly staff
	
	
	
	75%

	Clear materials
	
	
	
	75%

	Trained/knowledgeable staff
	
	
	
	75%


Summary of Comments from Survey:
Faculty/Staff/Administration Demographics
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Standards Met – Reflect upon the major accomplishments for those standards that have been met.
Standards Not Met – Please provide any insight into significant challenges or obstacles that may have contributed to low student/faculty/staff/administration satisfaction.  Identify the types of changes necessary for improvement.

In the following section, identify general goals and specific, measurable objectives your area plans to achieve within the next four years.  Programs should identify 4-6 goals, with at least one goal per year.  Goals set for next year that require fiscal resources must also include a budget request.
1.
Goal: 

Supports strategic plan goal number and name_____________________

A.
Objective: 

Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________


B.
Objective: 

Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________

2.
Goal: 

Supports strategic plan goal number and name_____________________

A. Objective: 



Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________


B.
Objective: 

Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________
3.
Goal: 

Supports strategic plan goal number and name_____________________

A. Objective: 

Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________


B.
Objective: 



Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________

4.
Goal: 

Supports strategic plan goal number and name_____________________

A. Objective: 

Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________


B.
Objective: 



Staff responsible: _______________________________________



Timeframe: ____________________________________________



Fiscal resources needed: _________________________________

Use this outline format to add additional goals or objectives as necessary.
Name_________________________________ Title_______________________
Signature_______________________________Date_____________________
Narrative: Reflect on standards met and any standards not met.
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(Sample)  Student Satisfaction with Administrative Units:





(Sample) 
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Goals and Objectives





The following is a sample of AUO’s, satisfaction results from a survey, demographics for students and faculty/staff.  





(Sample) Administrative Unit Objectives/Outcomes-AUO’s 
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