[bookmark: _heading=h.30j0zll]This Annual Update template is a resource for the creation of your program review.  Actual submission will be through the Program Review Application (App) in the MySWC portal. Information typed into this form can be copied and pasted to the app.

Section I: Program Identification
	Program/Administrative Unit Level: 
	[Enter your level either 3 or 2]

	Program/Administrative Unit Name:  
	[Enter your unit’s name]

	Program/Administrative Unit Designator: 
See Program Review Designator List 
	[Enter the designator for your unit from the appropriate designator list for your division]

	Name of Program Review Lead: 
	

	Email Address of Program Review Lead: 
	

	Names of Program Review Contributors: 
	

	School: 
	

	Name of School Dean or Level 2 Director: 
	[Enter the name of the Administrator that oversees your unit]

	Date of School Program Review Meeting: Scheduled by School Dean 
	[If you know it, enter the date in Fall 2021 or early Spring 2022 when Level 2 conducted a unit wide meeting to discuss Level 2 priorities and how they may relate to Level 3 units]

	Division:
(VPAA, VPSA, VPHR, SP/PRES) 
	[Enter the applicable VP or if your unit is under the Superintended/President’s Office, enter S/P]






Section 2: Add or Edit Goals and Activities
[bookmark: _Hlk116481510]This Annual Update anticipates being a follow-up to a previous year’s Comprehensive Program Review or Annual Update.  It’s intended to provide updates until your next Comprehensive Review.  Through the Annual Update you can edit the goals established by your unit previously, add new goals if needed, discontinue unneeded goals, or mark goals completed.  For new or continuing goals, you can list the activities you will pursue to achieve each goal and submit resource requests needed to pursue those activities.   
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time you’ve submitted a program review and there is no prior submission to update or the prior submissions are too outdated, then enter the three (3) most important goals your unit currently has.  These goals should align with any goals established by your division leadership and contribute to achievement of the District’s Mission and Strategic Plan goals and objectives.  [Full plan at Strategic Plan].  If your unit does not have current goals, establish up to three (3) goals in collaboration with your unit team members and supervisor.  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 that would be helpful in determining if you are doing well. 

NOTE:  Whether you serve students or do not, each unit will in the future establish outcomes they expect to accomplish in their work and a way to track those outcomes.  For example, in Student Services, a possible Student Services Outcome might be that a student who receives a Student Education Plan (SEP) when working with a counselor understands the SEP and knows how to use it to plan what courses they will take after when the counseling session is over.  They may setup a short survey at the end of each counseling session for the student to provide feedback.  Not all units currently have established outcomes for self-assessment purposes and currently the IR team is working with Student Affairs to develop these for various units.  The District plans to deliver training/workshops to other administrative areas to develop appropriate outcomes as well.  For now, use the most relevant data you have access to at this time to complete this annual update.

The remainder of this Annual Update asks you to identify up to three (3) goals for your unit and for each, indicate (a) what type of goal it is (per list of selections), (b) what institutional goal your goal aligns with (per list of institutional goals available last Fall/early Spring), (c) at least one activity you will pursue to accomplish the goal, (d) a justification for why you believe the activity will help you achieve your goal, and (e) how the activity will be assessed to determine if you it is helping you achieve your goal.   



Goal #1
1. What type of goal are you entering or editing?		Circle one
a. New
b. Continuing
c. Modified
d. Discontinued

Is this a Continuing Education goal? (If you selected “Yes” your goal will be shared with the Director of Continuing Education & Special Projects)
Yes	No

2. What strategic plan objective does your goal align with?  See Strategic Plan goals and objectives

	



3. [bookmark: _Hlk116637832]Enter a goal (i.e. department/program/unit goal) 	(300 character limit)
	



4. Enter an activity to accomplish your goal 	(1200 character limit)
	




5. Enter the activity explanation/justification 	(1200 character limit)
	



6. Describe how this activity will be assessed 	(700 character limit)
	



[bookmark: _Hlk116637852]If you would like to add or edit an additional goal (up to three (3)), please click on arrow next to Goal # below.  If you would like to add more than three (3) goals, please copy and paste questions 1-6 above into a new document.
Goal #2
1. What type of goal are you entering or editing?		Circle one
a. New
b. Continuing
c. Modified
d. Discontinued

Is this a Continuing Education goal? (If you selected “Yes” your goal will be shared with the Director of Continuing Education & Special Projects)
Yes	No



2. [bookmark: _Hlk126749845]What strategic plan objective does your goal align with?  See Strategic Plan goals and objectives
	[Ex: 2A-Support student success initiatives in the Vision for Success, Jaguar Pathways and Student Equity Plan, with a focus on groups experiencing disproportionate impact in retention, completion, or transfer]




3. Enter a goal (i.e. department/program/unit goal)
	[Ex: By 2023-24, increase the number of student applications collected for the Board of Governors Fee Waiver (BOGFW) by 20%]




4. Enter an activity to accomplish your goal
	



5. Enter the activity explanation/justification
	



6. Describe how this activity will be assessed
	



If you would like to add or edit an additional goal please click on arrow next to Goal #3 below
Goal #3
1. What type of goal are you entering or editing?		Circle one
a. New
b. Continuing
c. Modified
d. Discontinued

Is this a Continuing Education goal? (If you selected “Yes” your goal will be shared with the Director of Continuing Education & Special Projects)
Yes	No


2. What strategic plan objective does your goal align with?  See Strategic Plan goals and objectives
	[Ex: 2A-Support student success initiatives in the Vision for Success, Jaguar Pathways and Student Equity Plan, with a focus on groups experiencing disproportionate impact in retention, completion, or transfer]



3. Enter a goal (i.e. department/program/unit goal)
	



4. Enter an activity to accomplish your goal
	



5. Enter the activity explanation/justification
	



6. Describe how this activity will be assessed
	



Section 3: Add or Edit Resources 
Add Resource Request to Goal #1
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. [bookmark: _Hlk116637706]Enter the rationale for this resource request	(1000 character limit)
	 



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory) **
	



8. Enter the estimated on-going cost of this resource **
	



Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.
If you would like to add an additional resource, please click on arrow next Add Resource Request to Goal #1 below
Add Resource Request to Goal #1
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. Enter the rationale for this resource request
	



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory)**
	



8. Enter the estimated on-going cost of this resource**
	


Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.

Add Resource Request to Goal #2
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. Enter the rationale for this resource request
	



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory)**
	



8. Enter the estimated on-going cost of this resource**
	


Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.

Add Resource Request to Goal #2
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. Enter the rationale for this resource request
	



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory)**
	



8. Enter the estimated on-going cost of this resource**
	


Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.

If possible provide a quote or link to price of resource request.
Add Resource Request to Goal #3
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. Enter the rationale for this resource request
	



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory)**
	



8. Enter the estimated on-going cost of this resource**
	


Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.

Add Resource Request to Goal #3
1. What if the name of this resource request?
	



2. What category does this request belong in?		Please click here to see list of categories
	



3. Enter the resource request contact
	



4. Enter the rationale for this resource request
	



5. Is this resource instructional or non-instructional?
	



6. Will this resource request be on-going or one time?
	



7. Enter the estimated cost of this resource (mandatory)**
	



8. Enter the estimated on-going cost of this resource**
	


Cost estimates in the form of a written quote, electronic shopping cart, or other firm cost documentation will be required to be attached and must include accurate shipping and sales tax amounts in order for funding to be accurate.  Insufficient budgeted amounts that are the result of an inaccurate quote or failure to include shipping and sales tax will need to be backfilled by the area budget manager.










[bookmark: _Category_Definitions]Category Definitions
Major Equipment
Any one item with an estimated cost of $5,000 or more. Example: a forklift, a vehicle, etc. You may also submit as a Major Equipment resource request any one item with an estimated cost of $5,000 or more AND any minor equipment items ($4,999 or less) essential to the operation of the Major Equipment. All items should be bundled as one resource request. Example: a piece of specialized furniture and supporting equipment. Do not include technology items. Items that do not have an estimated cost will be prioritized as Minor Equipment.
Minor Equipment (for budget development only)
An item, or a bundle of two or more of the same item, of instructional or operational equipment that costs a total of $4,999 or less. Do not include technology items. Examples of Minor Equipment (under $5,000): Lights, Power Tools
Facilities
A renovation of an existing facility, classroom, office space or other area or furniture for a space. Do not include technology items. (A smart podium is furniture; the computer in it is technology.)
New Academic Technology
Academic technology includes computers, servers, software, databases, printers, networks, network applications, storage devices, video projectors, and the like. Academic technology includes other peripherals, but only if they need a computer, software, or network to connect to the internet. This includes an item that connects to a computer or tablet through a cord or wireless technology. This includes online subscriptions. Technology Bundles may include necessary accessories related to the technology item.
Examples of Academic Technology:
· 
· Audio Recording Equipment
· CNC Routers and Mills
· Headsets
· Microscopes that connect to computers
· Online Journals
· Films On Demand
· Artstor
· Video Recording Equipment

New Institutional Technology
An item of operational technology that will not replace an item you currently use (new computers, new software, new servers). New technology items may be bundled together as one item if all items in the bundle depend on each other to work. Technology Bundles may include necessary accessories related to the technology item.
Replacement Technology (for budget development only)
An item of instructional or operational technology that replaces an outdated or no longer useful piece of technology you currently use. Replacement technology items may be bundled together as one item if all items in the bundle depend on each other to work.

Human Resources (for budget development only):
Currently unfunded. New Classified Staff/Administrators
Human Resources (for budget development only): Faculty
Uncategorized Needs:
Any one item that does not fit into the other categories.
Technology Bundles:
An item of instructional or operational technology that will not replace an item you currently use (new computers, new software, new servers) PLUS any resources from other categories that the item will depend on to work. New Technology items may be bundled together as one item if all items in the bundle depend on each other to work.
Examples of Technology Bundles:
Video recording equipment: headsets, adapters, microphones, camera with tripod
