ADMINISTRATIVE COMPREHENSIVE PROGRAM REVIEW
ADMINISTRATIVE COMPREHENSIVE PROGRAM REVIEW
A comprehensive review is a thorough assessment of the purpose, quality, and effectiveness of our programs and/or services. In this review, you will:
· Provide information about your program and identify objectives in our strategic plan that your program helps support.
· Review data to determine your progress toward past goals and then reaffirm, revise, and/or create new goals for the future.
· Request resources (if needed) to perform activities involved in accomplishing your goals.
We encourage you to involve all team members in this review so it’s an inclusive, collaborative process that invites diversity in ideas and unites the team on future goals.
[bookmark: _heading=h.30j0zll]This template is a resource for the creation of your comprehensive program review.  Actual submission will be through the Program Review Application (App). Information typed into this form can be copied and pasted to the app.
Please contact Angela Cardenas (acardenas@swccd.edu) if you need assistance while completing this form.


Section 1 – Identification
1.1 Program Review Level (1, 2, or 3):		     
1.2 Program or Unit Name:			     
1.3 Designator:					     
1.4 Name of Program Review Lead:		     
1.5 Program Review Lead Email Address:	     
1.6 Names of Program Review Contributors:	     
1.7 School/Unit:					     
1.8 Name of Dean or Direct Supervisor:	     
1.9 Division:					     


Section 2 – Information about the Program
2.1	Briefly describe the services offered and/or functions performed by your unit.
     
2.2	Who are the customers/recipients of the work you do?
     
2.3	Does your work help the District address any major statutory, regulatory, or compliance requirements and if so, which ones?
For example:
· Admissions and Records helps the district meet regulatory enrollment reporting requirements
· Office of Student Equity Programs and Services helps the district meet the statutory requirement for developing and implementing a Student Equity Plan
· Finance department helps the district meet regulatory requirements to develop and report on the district's budget and expenses
     


Section 3 – Alignment with the District's Mission, Strategic Plan, and Student Equity Plan
3.1	Review the District's Mission, Strategic Plan, and Student Equity Plan. Discuss with your team and briefly describe how your program or unit helps the district achieve its mission and the goals/objectives of the Strategic and Student Equity Plans. 
[bookmark: Text1]     
3.2	Check the box next to any goals/objective in the Strategic Plan and/or Student Equity Plan you feel your program contributes to:
Strategic Plan
 ☐	1A - Enhance CE dual enrollment pathways
 ☐ 	1B - Improve persistence and completion in career programs
 ☐ 	1C - Expand integrated work-based learning opportunities
 ☐ 	1D - Develop pathways to living-wage careers
 ☐ 	1E - Support transitions between pathway options
 ☐ 	2A - Optimize program maps for timely completion and transfer
 ☐	2B - Align early college with transfer pathways
 ☐	2C - Increase completion and transfer via milestone-based support
 ☐ 	2D - Expand relevant bachelor’s degree programs 
 ☐ 	2E - Strengthen partnerships for efficient transfer
 ☐ 	3A - Align divisional resources for inclusive student success
 ☐ 	3B - Ensure digital equity and literacy access
 ☐ 	3C - Eliminate equity gaps in student outcomes
 ☐ 	3D - Expand zero-cost and open resources
 ☐ 	3E - Advance inclusive, data-informed teaching practices
 ☐ 	3F - Broaden programs for readiness and sustainability
 ☐ 	4A - Expand competency-based flexible learning options
 ☐	4B - Increase credit for prior learning
 ☐ 	4C - Build capacity to support diverse learners
 ☐ 	4D - Use data to guide program planning
 ☐ 	5A - Align budget with equity and success
 ☐ 	5B - Modernize facilities for community needs
 ☐ 	5C - Strengthen technology, cybersecurity, and AI integration
 ☐ 	5D - Enhance workforce development and retention systems
 ☐ 	5E - Expand research and data-informed planning
Student Equity Plan
 ☐ 	1 - Closing equity gaps in the rate of students who apply and then enroll at SWC
 ☐ 	2 - Closing equity gaps in the rate of students who complete a transfer-level English and a transfer-level math course in their first academic year
 ☐ 	3 - Closing equity gaps in the rate of students who persistent from their first primary academic term (Fall or Spring) to their second primary term
 ☐ 	4 - Closing equity gaps in the rate of transfer to a Four-Year Institution within three years
 ☐ 	5 - Closing equity gaps in the rate of students who attain the Vision for Success Definition of Completion within three years

3.3	Does your program or unit have its own mission statement?  If so, enter it.  If not, consider developing one with your team to help focus and align your work to the district’s mission.
     


Section 4 – Data Analysis
Note: To respond to questions in this section, please review the data available in the Program Review Dashboard and the SWC Data for Program Review document.  Please note that some questions may also include links to additional resources, such as the Student Services Dashboard, for further reference.
4.1	Student/Customer Trend
(e.g., Program enrollment/Students or Customers served/Tickets or transactions completed/Count of appts)
     
(a) How has the trend in the number of students/customers served by your unit changed over time (e.g., increasing, decreasing, or constant)?  If you serve students, how does this trend compare to institution's enrollment trend?
Note: Comparing your enrollment trend to the institutions could consist of comparing percentage increase/decreases or simply comparing the general pattern of increases/decreases in enrollment counts.
     
4.2	General Outcomes
(a) 		Using two general outcomes you have for your unit, describe how the performance of those outcomes has changed over time (e.g., increased, decreased, constant)
Note that you may have short-term outcomes, long-term outcomes, or both.  Examples are included below.  Consider selecting outcomes related to the goals you set in your prior program review as this will assist you in identifying the progress you’ve made toward your existing goals in Section 5.
Short-Term Outcome Examples:
· Institutional Research (website impressions – count of visits to dashboard websites)
· Maintenance (time to resolved tickets)
· Human Resources (recruitment volume, etc.)
· Student Engagement and Completion (ENGL-115 success rates within learning communities)
· EOPS (Transfer-level math and English completion)
· Financial Aid (increase number of students receiving aid)
· Admissions & Records (conversion rate from application to enrollment)
Long-Term Outcome Examples: 
· Institutional Research (increase % of employees who feel comfortable engaging with district/program data)
· Facilities (increase % of green buildings)
· College Police (increase % of students who feel very safe on campus)
· Finance (increase # of years operating in a budget surplus)
· Student Engagement and Completion (FYE graduation rate)
· EOPS (Transfer rate)
· Admissions & Records (decrease time to process external transcript)
     
b) 	If data is available, please write 1-2 sentences describing how each of these two trends may be positive or negative for the people served or the district overall?
     
4.3	Student Services Outcomes (SSO) / Administrative Unit Outcomes (AUO)
Note: To respond to questions in this section, please review data provided in the Student Services Dashboard.
(a)	Which of your SSO/AUOs, if any, fell below the satisfactory performance threshold (85%) for two or more consecutive years? 
     
(b)  	How do your SSO/AUO performance rates vary across modalities, if applicable and available (e.g. face to face, online, hybrid, etc.)? 
     
(c)  	How do your SSO/AUO performance rates vary across localities, if applicable and available (e.g. Chula Vista campus, HECs)?
     


(d)  	Student Services Only: 
If available, which race/ethnicity subgroups are experiencing disproportionate impact for two or more consecutive years in SSO performance? Explain any trends that you notice (e.g. gaps closing, gaps emerging, etc.)  Do these trends in SSO performance align with trends in our Student Equity Plan metrics?
     
4.4	Overall Findings/Conclusions
Based on the above data analyses, please identify:
(a) Three (3) strengths within your unit
     
(b)	Potential opportunities for improvement within your unit and, if applicable, plans to address those opportunities.  Specifically consider any equity concerns identified when you reviewed disaggregated data.  You will use these opportunities and plans to create new goals or revise your unit’s existing goals in Section 9.
     

Section 5 – Goal Review and Progress Assessment
Note: In this section, you’ll review the goals set in your most recent program review and assess progress.  We’ll ask about new goals or how you’d like to revise your previous goals, if needed, later in Section 9.
The Program Review App will automatically populate the goals from your last program review submission.
5.1	Goal Progress Review
Goal 1:  
(a)	Check the box that applies to your current progress toward achieving this goal:
                ☐ Met	☐ In-Progress	☐ Not Started	☐ Discontinued
(b)	Explain your reasons for checking the box you selected.  If applicable, refer to your data analysis in Section 4 above to support your response.
     
[bookmark: _Hlk189042330]Note: Questions above will repeat for additional goals from the most recent program review. Questions below will not be repeated by goal and are only asked once. 
For questions 5.2-5.7 below, please respond considering the time frame since completion of your last Program Review.
5.2	Was the qualitative and/or quantitative data you have access to adequate to assess how you are doing?  What might strengthen it (e.g., further disaggregation, timing/frequency, format)?
     
5.3 	Did your program or unit receive any resources requested in the past 2-3 program reviews related to your goals and how did that make a difference?
     
5.4	What future trends or anticipated changes in your field are likely to have an impact on your program or unit’s ability to accomplish its goals?  What support might you need to address them?
     
5.5	Optional:  To help achieve your goals, did your program or unit undertake any efforts that were particularly effective?  Were any particularly ineffective?
     
5.6	Optional: What effects have changes or improvements (e.g., AB 91, AETA, course scheduling/phased rollout) throughout the district had on your program or unit accomplishing its goals?
     
5.7	Optional: What effects do external factors, such as safety requirements (e.g., pandemic) and state laws (e.g., AB 705), have on the ability of your program or unit to accomplish its goals?
     


Section 6 – Collaboration
6.1	Please describe the processes or approaches your program or unit uses to collaborate internally.
For example, does your program or unit:
· Conduct regular discussions and take actions that support program improvements?
· Create an environment that embraces equity, diversity, inclusion, and belonging/welcoming (EDIB)?
· Actively build trusting relationships with each other?
· Have a process for decision-making that is open to collaborative input from the team?
     
6.2	Please describe the processes or approaches your program or unit uses to collaborate externally.
For example, does your program or unit:
· Collaborate effectively with other District programs or units as needed to do your work?
· Regularly incorporate student perspectives as a key strategy for improving your work?
· Collaborate with the community-at-large when appropriate?
     
6.3	What are your most important next step(s) following the discussion and responses in this section?
     


Section 7 – Professional Development
7.1	Explain how your program or unit provides appropriate opportunities for continued professional learning and growth?
	For example, how does your program or unit:
· Define appropriate opportunities for continued professional learning and growth
· Identify and make these opportunities available to your members
· Support member participation in appropriate professional development and become a resource to others (e.g., teach skills, help problem solve, etc.)
     
7.2	What professional learning is needed to help your program or unit achieve its goals?
     
7.3	What are your most important next step(s) following the discussion and responses in this section?
     


Section 8 – Operations
8.1	Does your program or unit have enough employees to support and sustain educational services and improve student success?  If not, please explain.
     
8.2	Does your program or unit have adequate physical resources (e.g., equipment, facilities, etc.) to sustain educational services and operational functions?  If not, please explain.
Note: If there is a safety concern regarding physical resources, please immediately submit a General Maintenance Request in ServiceNow under Facilities, Operations, and Planning and specifically identify the concern as safety related.
     
8.3	Does your program or unit have adequate technology resources to sustain educational services and operational functions?  If not, please explain.
     


Section 9 – Goals, Activities, and Resource Requests
Note: In this section, you may revise your unit’s existing goals, add new goals, and/or choose to continue with the same goals you currently have. Whether to add new goals or revise your unit’s existing goals should be based on the analysis you’ve done so far.
For example, you may choose to revise or add goals based on the opportunities and plans you identified after reviewing your data in Section 4. You may choose to revise or add goals based on your assessment of your progress toward your existing goals in Section 5. Similarly, you may choose to revise or add goals based on the analysis of how you collaborate in Section 6, your needs for professional development from Section 7, or the operational needs you listed in Section 8.
If this is the first time you've submitted a program review and there is no prior submission to update or the prior submissions are too outdated, then enter the three (3) most important goals your unit currently has. 
Remember that your goals should align with any goals established by your division leadership and contribute to achievement of the District's Mission and Strategic Plan.
Review relevant data to assess the current performance of your unit and then establish goals for improvement. If you serve students, relevant data may include trends in the number of students receiving your services, course success rates for those students, and whether they obtain an award or transfer. If you don't serve students, relevant data may include trends in work processing times, number of requests completed or work products delivered, timelines met, or any items you track in your area.
When reviewing or creating a goal, consider the following questions:
· Is the goal aligned with SWC's mission and institutional goals?
· Does the goal describe a desired outcome?
· Is the goal clear, achievable, and measurable?
· What progress has been made toward achieving the goal?
· What challenges are limiting progress toward the goal?
· What actions could expedite achievement of the goal?
Following consideration of the above questions, determine the status of each existing goal and whether any new goals need to be added in order to improve the quality and effectiveness of the program or unit, as well as its viability, and relevancy to the District's Mission and Strategic Plan.
9.1	Goals
a)	What type of goal are you entering or updating?
	 ☐ New     ☐Completed     ☐ Discontinued     ☐ Continuing     ☐ Modified
b)	Is it a goal related to Continuing Education?	☐ Yes	☐ No
Note: (If "Yes" your goal will be shared with the Director of Continuing Education & Special Projects)
c)	What strategic plan objective does it align with?  (Choose one)
 ☐	1A - Enhance CE dual enrollment pathways
 ☐ 	1B - Improve persistence and completion in career programs
 ☐ 	1C - Expand integrated work-based learning opportunities
 ☐ 	1D - Develop pathways to living-wage careers
 ☐ 	1E - Support transitions between pathway options
 ☐ 	2A - Optimize program maps for timely completion and transfer
 ☐	2B - Align early college with transfer pathways
 ☐	2C - Increase completion and transfer via milestone-based support
 ☐ 	2D - Expand relevant bachelor’s degree programs 
 ☐ 	2E - Strengthen partnerships for efficient transfer
 ☐ 	3A - Align divisional resources for inclusive student success
 ☐ 	3B - Ensure digital equity and literacy access
 ☐ 	3C - Eliminate equity gaps in student outcomes
 ☐ 	3D - Expand zero-cost and open resources
 ☐ 	3E - Advance inclusive, data-informed teaching practices
 ☐ 	3F - Broaden programs for readiness and sustainability
 ☐ 	4A - Expand competency-based flexible learning options
 ☐	4B - Increase credit for prior learning
 ☐ 	4C - Build capacity to support diverse learners
 ☐ 	4D - Use data to guide program planning
 ☐ 	5A - Align budget with equity and success
 ☐ 	5B - Modernize facilities for community needs
 ☐ 	5C - Strengthen technology, cybersecurity, and AI integration
 ☐ 	5D - Enhance workforce development and retention systems
 ☐ 	5E - Expand research and data-informed planning
d)	Enter a goal for your program or unit, or update an existing goal:
(300 character limit)
Note: Create a SMART Goal. Defining these parameters helps ensure your objectives are attainable within a certain time frame. This approach eliminates generalities, sets a clear timeline, and makes it easier to track progress.
     
9.2	Activities 
a)	Enter an activity you plan to pursue to accomplish your goal:
(1,200 character limit)
Note: For each program or unit goal, at least one activity to achieve the goal must be identified.
     
b)	Explain how this activity will support accomplishing your goal:
(1,200 character limit)
Note: For each activity, develop a justification to demonstrate its efficacy in accomplishing the goal using data, studies, or analysis. Be sure the justification is a precise explanation and avoid unnecessary or extraneous information.
     
c)	How will the activity be assessed to determine if it was successful?
(700 character limit)
     
Note: If you wish to attach additional documentation in reference to the questions above, please combine all pages as a single PDF file.
9.3	Resource Requests (if needed to perform activity) 
Note: Before submitting a resource request, you will be asked to select the category that best matches your request.
Only One-Time Purchase Requests move through the prioritization process. Requests in all other categories are reviewed separately from the prioritization process. 
Maintenance requests may be submitted at any time through ServiceNow.
a) Select the category that best describes your resource request:
☐ 1. One-Time Purchase Request
Definition: One-time purchases with no ongoing costs after the initial purchase.
Examples: Equipment without maintenance/replacement needs, software without annual renewals, one-time instructional materials, professional development fees.
Process: Moves through the program review prioritization process.
☐ 2. Budget Development Request
Definition: Requests requiring recurring or future annual funding (ongoing costs).
Examples: Annual software subscriptions, maintenance agreements, hourly employees, tutors, stipends/reassigned time.
Process: Forwarded to budget managers for budget development review. Tutor and stipend/reassigned time requests are forwarded to the VPAA. These requests do not move to prioritization.
☐ 3. Maintenance Request
Definition: Requests to repair, replace, or maintain existing furniture, equipment, classrooms, offices, or facilities.
Examples: Replacing broken furniture, repairing classroom equipment, routine maintenance, security repairs.
Process: Routed through existing ServiceNow processes and forwarded to the appropriate department. These requests do not move to prioritization.
☐ 4. Facilities Request
Definition: Requests for new facilities or major renovations/remodels.
Examples: New construction, significant renovations, remodels, major facility upgrades.
Process: Routed to Facilities for review. These requests do not move to prioritization.
☐ 5. Faculty Request
Definition: Requests for full-time faculty positions.
Process: Forwarded to the Faculty Hiring Process (FHP). An application must also be submitted to the FHP Committee for consideration. These requests do not move to prioritization.
☐ 6. Classified/Administrator Request
Definition: Requests for classified staff or administrator positions.
Process: Reviewed by the Executive Leadership Team (ELT). These requests do not move to prioritization.
[bookmark: _Hlk116637852]b) Add Resource Request:
1. One-Time Purchase Request
Note: If requesting a technology resource request, it is recommended that you complete the Technology Request questionnaire with the help of the IT representative for your area.
If there will be ongoing maintenance or replacement costs associated with this purchase, submit this as a Budget Development request instead of a One-Time Purchase request.
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Is this resource request instructional or non-instructional?
☐ Instructional		☐Non-instructional     
4. Enter the estimated cost of this resource (mandatory):
     
5. What budgeting category does this request belong in?
Note: Click to access the Budget Category Definitions
☐ 	Major Equipment
☐ 	Minor Equipment
☐ 	New Academic Technology
☐ 	New Institutional Technology
☐ 	Replacement Technology
☐ 	Uncategorized Needs
6. Attach a Cost Estimate PDF (Optional)
Note: If you have a cost estimate or supporting documentation, please attach it as a single PDF file.
7. Enter the resource request contact:
(100 character limit)
     
8. ☐ Confirm that this resource request will have no ongoing costs.


2. Budget Development Request
Note: If requesting a technology resource request, it is recommended that you complete the Technology Request questionnaire with the help of the IT representative for your area.
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Is this resource request instructional or non-instructional?
☐ Instructional		☐Non-instructional     
4. Enter the initial estimated cost of this resource (mandatory):
     
5. Enter the ongoing estimated cost of this resource (mandatory):
     
6. What budgeting category does this request belong in?
Note: Click to access the Budget Category Definitions
☐ 	Major Equipment
☐ 	Minor Equipment
☐ 	New Academic Technology
☐ 	New Institutional Technology
☐ 	Replacement Technology
☐ 	Uncategorized Needs
7. Attach a Cost Estimate PDF (Optional)
Note: If you have a cost estimate or supporting documentation, please attach it as a single PDF file.
8. Enter the resource request contact:
(100 character limit)
     


3. Maintenance Request
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Is this resource request instructional or non-instructional?
☐ Instructional		☐Non-instructional
4. Enter the resource request contact:
(100 character limit)
     


4. Facilities Request
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Is this resource request instructional or non-instructional?
☐ Instructional		☐Non-instructional
4. Enter the resource request contact:
(100 character limit)
     


5. Faculty Request
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Enter the resource request contact:
(100 character limit)
     


6. Classified/Administrator Request
1. Enter the resource request needed to perform the activity you plan to pursue:
(200 character limit)
     
2. Explain why this resource request is needed to perform the activity. Include any options you have pursued to obtain the needed resources from outside program review and the result:
(3,500 character limit)
Note: Provide a rationale explaining how it supports or enables completion of the associated activity. Where possible, include supporting data, research, or analysis. Please refer to and incorporate the  Prioritization Rubric  when developing your response.
     
3. Enter the resource request contact:
(100 character limit)
     


Note: If you would like to add or edit an additional goal, activity, or resource request, please copy and paste sections 9.1-9.3.
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