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Connecticut Community College System
A Program Review Model for the Assessment of Student Services

Background

Accountability represents a current and important topic of discussion and item for action on the agendas
of major public policy making bodies including the legislature. The mission and funding of the
Connecticut community colleges continue to undergo close scrutiny. All programs in community colleges
are vulnerable in a period of financial crisis, but student services’ programs seem particularly subject to
reduction or elimination. One of the reasons for that vulnerability is the lack of reliable, verifiable
information which describes and evaluates student services programs. The information that does exist is
often anecdotal or difficult to aggregate, and therefore, not usable as support for the continuation of
programs.

It is apparent that if student services programs are to continue to be supported as an essential part of the
mission and functions of Connecticut community colleges, an effort will have to be made to systematically
assess the programs’ contributions to student outcomes. In response, the Executive Planning Committee
of the Connecticut Community Colleges and the system’s Deans of Students have agreed that the
colleges must become active in evaluating student services and in using the results of these evaluations
to underscore successes and to modify services as necessary for improvement. It was further
determined that a common protocol for such a review should be developed for the twelve community
colleges. Such a model would begin with a common mission of student services for the system that is
flexible enough for colleges to develop their own vision, mission, goals, objectives, strategies, process
and development outcomes, and assessments. These assessments will provide evidence of where we
are, what direction we are taking and how we will know when we get there.

To develop concepts essential to the conduct of such a review and to begin the foundation work leading
to development of common evaluative criteria for the system, a student services assessment conference
was held on June 1, 2004. On that day conference participants identified criteria, methods and measures
for the assessment of various student services functions. The Office of Planning, Research and
Assessment for the Connecticut Community Colleges took the ideas generated and combined them with
other resources to provide a matrix of functional student services areas including Admissions and
Records, Assessment Services, Career/Life Planning, Counseling, Financial Aid, Job Placement, Student
Affairs, and Tutorial Services. Each matrix includes sample criteria, measures and methods for the
assessment of possible goals for each functional area represented. These are designed to be samples
for college;s to use in developing their own assessment matrices and can be found at Appendix A of this
document”.

Introduction to the Review Process

The mission of student services in the Connecticut Community College System is to provide
comprehensive programs and services which are an integral part of the educational process. These
programs and services promote student engagement, equal access and retention, and enable students to
identify and achieve their educational and career goals. This mission commits us to a periodic review of
all student affairs units within our system. The review, which is an essential part of ongoing strategic
planning, will include both self study and external peer review. The review will provide a means to
monitor the status and effectiveness of the student services division under review and to evaluate future
directions needed to achieve the overall mission of the system and college.

!Substantial portions of each matrix are borrowed from the Student Services Program Review Project, Final Report,
“They Said it Couldn’t be Done”, Volume I, Santa Anna, California, October 1986.



The review schedule will be coordinated with the Chief Academic Officer of the community college system
on a five-year basis and will be coordinated with other reviews which may be required by agencies
external to the system and college.

The primary responsibility for overseeing the reviews rests with the Dean responsible for the student
services function at the various colleges. The Dean, in conjunction with the system’s Chief Academic
Officer, will provide guidance and oversight for the review process.

The Self Study

The self study is designed to be an assessment of the mission, organization, resources, policies and
procedures, personnel, administration, professional development, fiscal management, strategic planning,
general management, and relationships to other units and customers, of student services. Throughout
the self-study the relationship of student affairs to the overall mission of the college and the system is to
be assessed. A central question to be addressed is: How does this student services division support the
mission of XXCC and the system? A corollary question is: How do units within the student services
division serve the goals of that particular division?

Self Study Format

l. Introduction
A. Organization of the division/unit
B. Brief history of the division/unit
C. Brief description of the self study process

Il. Mission
A. Mission of the division/unit
B. Relationship of the division mission to the missions of the college/system
C. Relationship of unit missions to the mission of the division

Il. Description of the Division/Unit

A. Programs and service activities [Identify “customers”, policies, brief history, relationships to
other programs.]

B. Personnel resources [Identify personnel for each program, by ethnicity and highest degree.]

C. Financial resources

D. Facilities [Identify both those within Division/unit and available campus-wide.]

E. Number of students served in most recent fiscal year. [Articulate means of assessment
relevant to Division/unit.]

F. Goals, objectives, and strategies of the Division/unit.

V. Self-Study Assessment
A. Quality assurance [Identification of developmental and process outcomes, as appropriate, for
the division/unit; criteria, measures and methods of assessment; the results of these
assessments; what these assessments mean; and how they will be used by the division/unit
for program improvement.]
1. Program and services as reported in student evaluations, outcome assessment studies
and/or service records.
2. Personnel
a Educational qualifications, related work experience, and productivity
b Teaching, research and/or service activities
¢ Honors and awards
3. Personnel Administration
a Professional development activities
b Performance evaluation program
c Staffing levels



4. Organizational Quality
a Organizational climate (student perspective)
b Communications methods
B. Relationship to missions of the division and/or college: narrative statement not to exceed one
page
C. Need, Utilization and Outcomes
1. Need for programs from students and other units (on campus and in the community)
2. Unigueness compared to other programs (on campus and in the community)
3. Areas of cooperation and collaboration with other units (on campus and in the
community)
4. Student satisfaction
5. Student utilization
6. Student learning and development outcomes
D. Fiscal Management
1. Use of financial resources
a Planning
b Reporting and controls
¢ Allocations
Adequacy of financial resources
Costs, i.e., charges for services rendered and/or level of support for each “customer”
served
4. Comparative cost analysis
5. Generation of external funding, if appropriate
E. How Were the Results of the Last Review Used for Improvement?

2.
3.

V. Planning
A. Division/Unit Strategic plan (consistent with college plan) to achieve division/unit goals;
connecting the results of the self study to program improvement.
B. Relationship of plan to missions of the college/division
C. Timetable for implementation of the plan
D. Financial considerations of the plan

The External Review

The purpose of the external review is to provide an independent assessment and advice from peers
outside of the division/unit. The review team will be composed of a minimum of at one student and two
recognized peers from similar programs at other community colleges (in-state or out-of-state). The
primary responsibility for selecting the external review team lies with the Dean responsible for the student
services function at the various colleges. The Dean will solicit nominations from the staff of each unit
undergoing review as part of the process of identifying potential external reviewers.

Preliminaries to the Visit
At least 30 days in advance of the external review visit, the Dean will provide the team with:

A copy of the review guidelines

The self study

The final report from the most previous review

Specific questions from the Dean and/or unit

A time line for the review including the schedule for the visit and deadline for receipt of the final
external report

An itinerary for the visit

e Travel information



The External Review Visit

The external review team visits with staff and administrators in the Division/unit and in related units on
campus. The team should have a tour of the Division’s/unit’s facilities. Time should also be allotted for
meeting with students and/or customers who work for/or are served by the Division’s/unit’s programs.
The team should have time for entrance and exit interviews with the leadership of the Division/unit. In
addition, the team should be given time to work on its report during the campus visit. In most cases a one
and a half day visit should be the maximum length of time scheduled for the External Review.

External Review Report

The external review team should present its major findings and recommendations verbally during the exit
interviews. The final written report should be provided to the program review's Division/unit liaison by the
review team according to the agreed upon time table, usually within 30 days of their campus visit.

Follow-up on the External Review Team Report

The Division/unit undergoing review should respond internally to the findings and evaluations of the
External Review Report within 20 working days. This response may include suggested revisions to the
Planning section of the Self Study. The Dean and the program review liaisons will meet with the staff of
the Division/unit to discuss the External Review Report.

Final Acceptance of the Program Review

The Dean of the Division/unit will submit a final report, written as a plan for implementation based on the
final self study and external review report within 20 working days of the review meeting. This final report
will be prepared by the program review liaisons from the Division/units in consultation with the Dean and
be submitted to the President of the college so that agreement can be reached on the plans and
recommendations for the Division/unit that have resulted from the program review process. When the
President accepts the plan for implementation, the report will be forwarded to the Chief Academic Officer
of the community college system for discussion and dissemination as appropriate.

Ultimate responsibility for the final report's recommendations lies with the Dean of the Division.



Appendix A: Student Services Functional Area Matrices



Admissions and Records

GOAL 1: To Provide Clear and Concise Information to All Members of the Community
Criteria Measures Methods
a) Availability of 1. Evidence of each 11 Provide example or

information

Admissions & Records
information item (written and
non-written).

documentation of each.

b) Accessibility of
information

1. Evidence of distribution
to service area and target
groups.

1.1 List the distribution locations,
description of distribution method,
targeted group, and date of availability
of each item listed above.

2. Evidence of diverse
distribution locations.

2.2 Indicate hours of operation of
distribution centers.

Ease of obtaining information.
Level of community aware-ness
of information distributed.

Survey awareness and satisfaction

& (students and non-students)
4.4 Survey could include written
guestionnaire or interview of sample or
entire population.

C) Readability and
accuracy of information.

1. Evidence of clear,
concise, accurate, and complete
information.

1.1 Measure reading grade level of
all information provided.

2. Evidence of
appropriateness in reading

special target group populations.

Third party (selected individuals from
outside institutional A&R staff)
examination and analysis of
information to determine clarity,
accuracy, conciseness, and
completeness.

Indicate the appropriateness of
language for targeted groups.

d) Timeliness of
information distribution.

1. Evidence of appropriate
relationship between timing of
information distribution and
educational and student
services provided.

Demonstrate inter-relationship
between information provided and
services. (Indicate actual dates of
information distribution)

Survey users of information to
determine level of satisfaction with
timing.




Admissions and Records

GOAL 2: To Admit and Register All Students in a Timely and Accurate Manner
Criteria Measures Methods
a) Admit and 1. Amount of time required | Conduct test sample during

register students in a
timely manner.

to be admitted and/or registered.

admissions and registration
processes.

Survey students to determine whether
they were admitted and registered in
a timely manner.

2. Hours and modes of
Admissions & Records service.

Review and analyze hours of
operation and hours of services
available.

Provide evidence of alternative
methods of admissions and
registration.

b) Coordination,
admissions and
registration of students
with other campus service
units.

1. Evidence of
coordination efforts between
campus service units.

Interview representatives from
campus service units.

Provide and review formed plan for
coordination efforts.

c) Ease of
application and
registration process

1. Evidence of simple and
efficient forms and process

Third party review of forms and
processes.

Staff/student survey to determine
simplicity and efficiency

students’ schedules of
classes

students’ class schedule and roll
sheet.

d) Accuracy of data | 1. Level of accuracy of Internal audit
collected registration and enrollment data. | Third party review
e) Accuracy of 1. Consistency between 1.1 Test sample for consistency

2. Existence of errors due
to Admissions & Records
processing

Monitor number and type of
student/staff/faculty complaint
Identify and analyze errors to
determine cause and remedy.
Survey staff/faculty and students to
determine level of accuracy.




Admissions and Records

GOAL 3: To Store, Maintain, and Retrieve Records in an Efficient, Accurate, and Secure Manner
Criteria Measures Methods
a) Effective and Evidence of: Third party review by knowledgeable
efficient design of Completeness source.
records collection Ease of use Survey users.

instruments (Forms).

Utility for efficient integration into
the information system

b) Effective and
efficient storage of A&R
records

1. Evidence of adequate
capacity for present and future
records.

1.1 Provide or demonstrate a plan
and procedures.

2. Evidence of backup 2.1 Document back-up system.
system for records.
3. Evidence of security Analysis of current and projected

measures including other areas
having access to computer data
base.

storage use in relationship to capacity.
Review and assess adequacy of
records contingency plan.

Visual inspection of storage system.
Field test back-up system.

Review and assess policy and
regulations to verify compliance
requests.

Field test security.

Review and assess security protection
of student confidentiality.

C) Efficient and
effective maintenance of
A&R records.

1. Evidence of updating
records in a timely and accurate
manner.

Conduct test sample to test accuracy
and timeliness of record updates.
Audit computerized record system for
timely updating of records.

Survey of A&R staff by third party to
determine whether records are updated
in a timely and accurate fashion.
Analyze time taken for required record
changes.

Review and analyze policy and
regulations in regard to purging
(retirement) of A&R records and
compliance requirements.

10




Admissions and Records

GOAL 3: To Store, Maintain, and Retrieve Records in an Efficient, Accurate, and Secure Manner
(continued)

Criteria Measures Methods
d) Effective and 1. Evidence that records Review and analyze policies and
efficient retrieval of are secure in accordance with regulations for compliance requests.
student and instructor stated policy and regulations. Field test security system.
records. Analyze time to retrieve student and
instructor records.
2. Evidence of timely and Survey A&R staff and other users of
easy access to and retrieval of system.
student records. Field test ease and timeliness of
access.

Indicates which methods are essential (“E”) for program review and which provide additional (“A”)
information and/or insight.

11



Admissions and Records

GOAL 4: To Evaluate and Distribute Student Records in a Timely and Accurate Manner
Criteria Measures Methods
a) Efficient, Evidence of efficient, accurate, Test sample of each to determine

accurate, and regular
evaluation.

and timely evaluation of:
transcripts

graduation

residency

certification

degree or certificate
requirements

time taken and accuracy.
Third party review.
Survey students and staff users.

b) Efficient and
timely distribution of
student records.

1. The length of time taken
for the recipient to receive
document.

Conduct test sample of the time
taken.

Survey recipients to determine how
long it took them to receive
documents and how accurate the
records were.

Indicates which methods are essential (“E”) for program review and which provide additional (“A”)

information and/or insight.

12




Admissions and Records

GOAL 5: To Certify and Report Attendance Data to Appropriate Agencies
Criteria Measures Methods
a) Submission of 1. Extent of compliance 11 Review and analyze
attendance data in an with agency requirements. agency audit.
accurate and timely 2. Extent of compliance Review and analyze college audit.
manner. with agency timeliness. Comparison of each report deadline

with each report submission data.
Review and analyze any
discrepancies and reasons.

13



Admissions and Records

GOAL 6: Report Student Characteristics and Enroliment Data as Requested or Required
Criteria Measures Methods
a) Availability of 1. Evidence of the List data elements available.

adequate and efficient
characteristics and
enrollment data.

existence of student
characteristics and enrollment
information.

List all information reports.

Survey data users to determine
satisfaction and accuracy of
information provided.

Document ease of retrieval of data
elements and information
accessibility of users.

b) Coordination of
collect-ion and
dissemination of student
characteristics and
enrollment data with
other campus units.

1. Evidence of the
existence of a plan for
coordination of collection and
dissemination of information.

Provide a plan for defining
responsibilities and outlining
coordination for the collection and
reporting of data.

Survey of information producers
and users to determine the
efficiency and timeliness of the
coordination.

14




Admissions and Records

GOAL 7: To Ensure that A&R Functions are Performed in an Efficient and Effective Manner
Criteria Measures Methods
a) Existence of 1. Examination of Manuals | 1.1 Review of Systems

A&R systems
(operations) Manual.

for Operations and Procedures.

(operation) Manual for: Recency;
Completeness; Back-up System
(contingency plan).

b) Cost effective. 1. Evidence of on-going 1.1 Determine cost per
analysis for cost effective-ness. | student and make comparisons
internally and externally (other
comparable colleges), (e.g., year
to year, system to system, etc.).
C) Competent and 1. Evidence of 1.1 List of events and dates

trained staff.

implementation of plan for in-
service and staff development.

for each activity.

d) Effective
coordination of A&R
functions with other
campus service units.

Evidence of a plan or formal
procedure/activities for
coordination between A&R and
other service units.

11 Survey campus service
units to determine extent and
quality of coordination.

15




Assessment Services

GOAL 1: To Coordinate Assessment Services with other Student and Instructional Services,
Feeder High Schools, and Four-Year Institutions

Criteria Measures Methods

a) Are assessment | 1. Evidence of 1.1 Review documentation

services coordinated with
appropriate instructional
staff, departments, and

communication structure for the
purpose of assessment and
placement planning.

regarding existence of communication
structure (e.g., minutes, membership
lists, and meeting schedule).

programs? 2. Satisfaction with above | 2.1 Survey appropriate staff and
communication structure. departments to assess satisfaction.
b) Are assessment | 1. Evidence of 1.1 Review documentation

services coordinated with
appropriate student
personnel services and

communication structure for
purpose of assessment and
placement planning.

regarding existence of communication
structure.

special programs? 2. Satisfaction with above | 2.1 Survey appropriate staff and
communication structure. departments.
C) Are assessment | 1. Evidence of a 1.1 Review documentation

services coordinated with
appropriate
administrative support

communication structure for the
purpose of assessment and
placement planning?

regarding existence of communication
structure.

services (e.g., data 2. Satisfaction with above | 2.1 Survey appropriate staff and
processing, scheduling)? | communication structure. departments.
d) Is there college- | 1. Evidence of an 1.1 Review documentation

wide organizational
structure (steering
committee) and
designated individual(s)
responsible for the
development of the
assessment and
placement program?

organizational structure and/or
designated responsible
individual(s).

regarding existence of organizational
structure (e.g., membership lists,
minutes, etc.).

2. Satisfaction with
organizational structure.

2.1 Survey appropriate staff and
departments.

e) Are assessment
services coordinated with
feeder high schools,
four-year institutions, and
other regional post-
secondary institutions?

1. Evidence of
communication structure for
purpose of assessment &
planning.

1.1 Review documentation
regarding existence of communication
structure.

2. Satisfaction with above
communication structure.

2.1 Survey appropriate staff of
feeder high schools, four-year
institutions, and other post-secondary
institutions.

16




Assessment Services

GOAL 2: To Provide a Comprehensive and Systematic Assessment Program Including
Identification of Student Skills, Needs, Interests, Goals, and Abilities
Criteria Measures Methods
a) Is there an 1. Evidence of institutional | 1.1 Review policy.
institutional policy policy.
regarding assessment?
b) Is the policy 1. Evidence of consistent 1.1 Comparison of actual

consistently
implemented?

implementation.

number of students tested versus
number of students in testing group

(by policy).

C) Is there an 1. Evidence of availability 1.1 Review testing schedules.
adequate delivery of frequent testing.
system for administering | 2. Evidence of appropriate | 2.1 Observe testing
assessment? testing environment. environment.
3. Evidence of adequate 3.1 Observe security and
security and confidentiality. confidentiality safeguards.
4. Evidence of qualified Review qualifications of staff.
testing personnel. Survey students to determine
satisfaction of assessment delivery.
d) Is individual 1. Evidence of 11 Examine testing inventory
assessment available for | individualized assessment and availability of staff to administer
specific interests and capabilities. and interpret tests.
needs of students? 2. Evidence of adequate 2.1 Review referral system.
referral.
e) Are the 1. Validity and reliability of | 1.1 Review norms of test used.
assessment instruments | assessment instruments.
valid and reliable in
deter-mining students’
skills, aptitudes, and
goals?
f) Does the 1. Evidence of 1.1 Review competency/-
assessment system competency testing. proficiency testing.
provide 2. Satisfaction with 2.1 Survey staff/departments to

competency/proficiency
testing (e.g. course

competency/proficiency testing
availability.

determine level of satisfaction.

s)] Is there 1. Evidence of publicity 11 Review inventory of
adequate publicity to materials. materials.

inform students about 2. Dissemination of Review dissemination schedule.
the assessment materials. Survey students to determine

process?

adequacy of materials.

17




Assessment Services

GOAL 2: To Provide a Comprehensive and Systematic Assessment Program Including
Identification of Student Skills, Needs, Interests, Goals, and Abilities (continued)

retrievable evidence.

assessment records accessibility.

Criteria Measures Methods E/A*
Are adequate records Evidence of accurate and Review system for information E
maintained on complete record keeping. storage.
assessment results?

2. Evidence of easily 2.1 Conduct test sample of E

18




Assessment Services

GOAL 3: Using Assessment Information to Provide Interpretation and Advisement Regarding
Assessment Results, Appropriate Course Selection, Education and/or Career Planning, and Referral
Services to Students

Criteria

Measures

Methods

a) Is assessment
information disseminated
in a timely and efficient
way to users?

1. Evidence of timely
dissemination of assessment
information to users.

1.1 Survey counselors,
instructors, and students to
determine efficiency and timelines.

b) Are clear and
concise assessment
results provided to

1. Evidence of clear and
concise assessment results.

Staff or third party review degree of
clarity and conciseness.
Survey students to determine

students? satisfaction with clarity and
conciseness.

C) Are assessment 1. Evidence of referrals. 11 Review sources of student

results used to refer enrollment in special support

students to appropriate services.

special student services

(e.g. handicapped,

EOPS)?

d) Are assessment 1. Evidence of results Staff or third party review.

results used for career being used. Review advisement procedures.

planning advisement? Survey counseling/advisement staff.

e) Are student 1. Evidence of existence of | 1.1 Review student goal

career, educational and
personal goals considered

goal information collected from
students and used for

information collection instruments
and related advisement procedures.

in the advisement.

assessment/advisement

process?

f) Are enough 1. Comparison of 11 Review same.

qualified staff available for
interpretation and
advisement regarding
course selection,
educational and/or career
planning and referral
services?

requirements and staff
qualifications.

19




Assessment Services

GOAL 4: To Place Students in Courses for Which They are Prepared
Criteria Measures Methods
a) Are assessment | 1. Evidence of course 11 Review procedures for course

results used to place
students in appropriate

placement advisement using
assessment results.

placement advisement.

classes? 2. Comparison of students’ | 2.1 Random review of correlation
assessment results and course between scores and placement.
placement.

b) Do course 1. Comparison of 1.1 Review statistics for

offerings and curriculum | aggregated assessment scores | congruence.

match students’ needs with enrollments in courses.

identified in the 2. Evidence of sequential 2.1 Review same.

assessment process? courses to accommodate
students’ basic skills needs.

C) Are students’ 1. Comparison of students’ | 1.1 Review random sample of

test scores matched with
course enrollment
prerequisites?

course and program enrollments
with their assessment score and
advisement.

assessed students’ records.

20




Assessment Services

GOAL 5: To Provide Assessment Information to Staff and Administration for the Purpose of
Planning, Research, and Evaluation
Criteria Measures Methods
a) Do you monitor 1. Evidence of a system 1.1 Review student follow-up
the progress of those monitoring student progress and | system.
students who were performance.
assessed (e.g., for 2. Comparison of retention | 2.1 Review statistics.

retention rates,

and completion rates of

disseminate summarized
assessment program

dissemination to appropriate
staff.

performance)? assessed and non-assessed
students.
b) Do you 1. Evidence of 1.1 Review dissemination process.

curriculum?

student services personnel and
instructional staff in developing
new programs and services.

results (e.g., skill levels, 2. Satisfaction of accuracy | 2.1 Survey appropriate staff.
aggregate student and completeness of

performance)? information.

C) Is assessment 1. Evidence of 11 Review procedures and
information used for interpretation of information for activities.

planning of student use in planning.

services programs and 2. Evidence of use of 2.1 Review procedures and

activities.

21




Career/Life Services

GOAL 1: To Develop a District-Wide (College-Wide) Philosophy to Support and Implement a
Career Life Program(s)

Criteria Measures Methods

a) Is a Career/Life 1. Evidence of philosophy | 1.1 Check college literature (e.g.,

Program philosophy
written and available to
the public?

written in college-wide literature.

catalog, brochures).

b) Was the
philosophy developed
and updated with wide
participation?

1. Evidence of wide
participation and input into
developing philosophy.

Review minutes and membership of
related meetings.

Interview staff to determine level of
awareness of philosophy statement.
Demonstrate evidence of wide
participation and dissemination.

C) Do you have an
annual operational plan
which includes goals and
objectives?

1. Evidence of operational
plan.

List annual goals and objectives.
Review year-end report.

22




Career/Life Services

GOAL 2: To Assist Students in Developing Career/Life Planning Skills Including Areas Such as
Self Assessment, Occupational Search, Decision-Making, Goal Determination
Criteria Measures Methods
a) Is a complete 1. Evidence of all services | 1.1 Inventory of all services.
range of services available.
available (e.g., career
orientation, assessment,
goal setting, skill
development)?
b) Do students 1. Level of service 1.1 Count numbers of clients
avail themselves of utilization. using each type of service.
Career/ Life Services?
C) Are adequate 1. Evidence of Record staff currently available.

professional staff and
budget available?

professional staff available.

Compare adequacy of staffing to
client demand.

2. Evidence of adequate
budget available.

Review budget allocation.
Compare adequacy of budget to that
required by client demand.

d) Are Career/Life
Services located in an
easily accessible
appropriate facility?

1. Accessibility of services | 1.1 Review campus traffic flow

to clients. to assess accessibility.

2. Proximity to related 2.1 Review site facilities plans to

services. determine proximity to related
services.

3. Adequacy and quality of | Determine if space is sufficient to

space. meet client demand.

Survey opinions of staff and clients
to determine satisfaction with space
allotment.

Determine if relationship of materials
to facilities is appropriate.

23




Career/Life Services

GOAL 3: To Assist the Client in Developing a Process for Career/Life Decision-Making and Serve
as a Clearing House for Information
Criteria Measures Methods
a) Are skill 1. Evidence of skill 1.1 Inventory skill development
development development experience. activities.
experiences provided?
b) Do students 1. Number of students 1.1 Count number of clients

participate in skill
development
experiences?

utilizing service.

involved in skill development
experiences.

C) Are skill
development
experiences delivered in
a variety of formats?

1. Evidence of a variety of
delivery modes.

1.1 Inventory formats for
presentations (e.g., classes,
seminars, individual contacts).

d) Do skill
development
experiences meet
student need?

1. Evidence of adequacy
of skill development experiences
to meet student need.

11 Survey clients to determine
relevancy of skill development
experiences.

e) Are Career/Life
materials available,
relevant, comprehensive,
and current?

1. Evidence that
Career/Life materials meet the
educational career/ occupational
and other personal needs of
students.

Survey clients, staff, and advisory
committees, and other experts in the
field.

Inventory client self-assessment
instruments, (e.g., placement tests,
interest inventories, value
clarification).

Evaluate materials in terms of:
industry professional publications
business and industry visitations
copyright dates of materials
gender equity

labor market statistics

other relevant measures

2. Evidence that
Career/Life materials are
provided to other services.

2.1 Interview staff to determine
whether appropriate materials
provided.

3. Evidence of state of the
art hardware and software.

3.1 Inventory computerized
equipment and software library.
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Career/Life Services

GOAL 3: To Assist the Client in Developing a Process for Career/Life Decision-Making
and Serve as a Clearing House for Information (continued)
Criteria Measures Methods
f) Is the community | 1. Evidence of developing | Inventory public information
aware of your awareness of Career/Life resources regarding Career/Life
Career/Life Services? Services. Services.

List all activities relating to services
(e.g., Career days, college days,
guest speakers, seminars).

Count number of non-students
(community members) who use
career assessment services.
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Career/Life Services

GOAL 4: To Coordinate Career/Life Services with Other Student Services/Instructional Programs
Criteria Measures Methods
a) Are there 1. Evidence of cooperative | Document organizational structure
cooperative activities activities. that facilitates coordination.
with other services and Review master calendar of all
departments? coordinated activities and scheduled
meetings.

Review publicity regarding activities
(e.g., classroom visits, joint projects,
division meetings).

Review coordination and referral
efforts regarding job placement and
work experience.

b) Are advisory 1. Evidence of broadly List composition of occupational
committees broadly based committee involvement. planning committees.
based? Demonstrate representation from

faculty, community practitioners,
student services, and students.
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Career/Life Services

GOAL 5: To Provide Career/Life Services for Special Populations (i.e., Older Adults, EOPS,
Disabled and Re-Entry)
Criteria Measures Methods
a) Are information 1. Evidence of availability Inventory material for special
and materials for special | and accessibility of information population.
populations available and materials. Survey special groups regarding
and accessible? availability and accessibility.
b) Are there 1. Evidence of special Review master calendar of planned
Career/Life Services activities. activities for special populations.
activities avail-able for Record number of participants.
special populations?
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Career/Life Services

GOAL 6: To Provide Staff In-Service and Educational Upgrading Opportunities for Skills and
Knowledge in Career/Life Areas
Criteria Measures Methods
a) Do in-service 1. Evidence of staff needs | Complete staff needs assessment.
training activities meet assessment. Review planned in-service activities
staff needs? and agendas.
List participants in in-service activities.
Identify changes which resulted as a
result of the in-service.
b) Are educational 1. Evidence of educational | Identify programs available (e.g.,

upgrading opportunities
provided?

upgrading opportunities.

conferences, seminars, workshops, on
and off campus classes, skill training).
Survey satisfaction with in-service
activities.
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Counseling

GOAL 1: To Conduct Student Orientation About College Curricula and Services
Criteria Measures Methods
a) Orientation 1. Orientation script and 1.1 Read/observe script.
includes complete materials
information on curricula
and services.
b) Availability of 1. Evidence of appropriate | 1.1 Interview services
orientation. orientation for all students personnel.
(printed schedules, etc.)
2. Frequency of orientation | 2.1 Read printed materials.
times (day/eve/other) &
locations.
C) Student 1. Percent of students 1.1 Count total number of
participation participating. student & compare to total
enrollment
2. Demographic 2.1 Count students (or sample)
information on participating. by sex, age, ethnicity, status.
d) Effectiveness of | 1. Use of student services. | 1.1 Survey of participants.
student orientation 2. Retention of orientation | 2.1 Survey students completing
program. information. orientation (population or sample).
e) Degree of 1. Evidence of student 1.1 Survey students at end of
student satisfaction with | satisfaction. orientation and end of semester.

orientation.
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Counseling

college programs and
services.

population indicating awareness
of programs.

GOAL 2: To Articulate with Schools, Business, Industry, and Appropriate Agencies for the Purpose
of Identifying Potential Students and Assisting Them to Enter the College
Criteria Measures Methods
a) Counselor visits | 1. Number of visits. 1.1 Count number of visits.
to appropriate/locations
(schools, businesses,
etc.).
b) Distribution and 1. Evidence of distribution | 1.1 Determine number and
use of written material of materials. location of distributed materials.
about college and 2. Evidence of utilization of | 2.1 Survey population or sample
programs. materials. of high schools, businesses, or
industries to determine extent of use.
C) Awareness of 1. Percentage of 1.1 Survey population or sample

of high schools, businesses,
industries, etc.

d) Reason for 1. Percent of students for 1.1 Survey (sample) students
selecting college. each reason. enrolling.
e) Satisfaction with | 1. Percentage of 11 Survey personnel who are

articulation activities.

respondents indicating
satisfaction with activities and

part of articulation process.

agreements.
2. Suggestions from 2.1 Survey personnel who are
respondents. part of articulation process.
f) Similarity of 1. Census data. 1.1 Examine latest census.
demo-graphics of service | 2. Feeder high school 2.1 College/high school
area and student demographics. documents.
population. 3. Student data base 3.1 Procure information.
(Chancellor’'s Office).
4, Chamber of Commerce | 4.1 Procure information.
data.
5. College/district student Use data base or survey sample of
demographics. students.
Compare student profile information
to district service area demographics.
0) College 1. Percentage of most 1.1 Count size of feeder high

enroliment rates from
feeder high schools.

recent college enrollees from
high school graduating classes.

school graduating class. Count
number of those who entered college
directly.
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Counseling

GOAL 2: To Articulate with Schools, Business, Industry, and Appropriate Agencies for the Purpose
of Identifying Potential Students and Assisting Them to Enter the College (continued)
Criteria Measures Methods
h) Establish 1. List of reasons for non- | Sample a list of high school graduates
reasons for non- enroliment. who did not enroll.
enrollment. Have high schools conduct exit
surveys of their students.
)] Enrollment rates | 1. Percentage of enrollees | Establish target populations.

from targeted
businesses, industries,
and social agencies.

compared to potential enrollees.

Determine potential enrollment.
Determine percentage of enrollment.

)] Extent of 1. Evidence of difficulties. 1.1 Survey in-coming students
difficulties in transferring after transcript/experience evaluations
coursework into this have been made.
institution. 2. Evidence of procedures | 2.1 Check policy and procedure
for evaluation of prior learning. manuals and other documents.
3. Evidence of procedure Check policy and procedure manuals
for alleviating problems/ and other documents.
grievances. Survey students with problems/

grievances.
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GOAL 3:

Counseling

To Provide Academic, Career, and Personal Counseling to Assist Students with

Course and Program Selection, Career Selection, and the Identification of
Personal and Special Needs

service delivery

available for each service.

Criteria Measures Methods

a) Availability of 1. Official list. 1.1 Review list of counseling
counseling services. services and validate by interviews.
b) Variety of 1. List of methods 1.1 Validate by

interview/observation or survey.

satisfaction with
counseling services.

satisfaction with counseling
services.

methods.

C) Student 1. Number of duplicated 1.1 Count counseling contacts.
utilization of counseling and unduplicated counseling

services. contacts.

d) Student 1. Degree of student 1.1 Survey of participating and

non-participating students.

e) Student course
completion.

Student course pass rates.
Percent of students with
educational plan.

General knowledge of
requirements to meet
educational goals.

Number of program changes.
Evidence of assisting in the
resolution of personal problems.
Use of referral services.
Degree of student satisfaction
with counseling.

1-7 Sample to obtain equivalent
groups of students who took
guidance course(s) and those who
did not.

f) Availability of
services for students with
special needs.

1. Published listings of
counseling services for students
with special needs.

1.1 Review listings of counseling
services and validate by interviews/
surveys.

0) Sufficient
number of credentialed
counselors.

1. Evidence of students to
counselor appropriate ratios.

Calculate student to counselor ratio.
Compare ratio to accepted standards
(e.g., - APGA)
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GOAL 4:

Counseling

To Provide Students with Information About Their Skills and Abilities and About Program

and Course Expectations to Assist Them in Achieving Their Academic Goals

Criteria

Measures

Methods

a) Relationship
between course success
rates and assessment
scores.

1. Letter grades,
assessment scores.

11 Determine rate of course
success among qualified vs. under-
qualified students.

b) Availability of
assessment program.

Evidence of appropriate
assessment program for all
students (printed schedule, etc.)

1.1 Interview Student Services
personnel and read printed material.

Frequency of assessment
program day/eve/other location.

2.1 Interview Student Services
personnel and read printed material.

C) Student
participation.

1. Percent of students 1.1 Count number of participating
participating in assessment. students, compare total enrolled.
2. Demographic 2.1 Count students (or sample) by

information on participating and
non-participating students.

sex, age, ethnicity, status and compare
to those enrolled.

d) Student
satisfaction with
assessment/placement
procedure.

1. Degree of student
satisfaction in assessment/
placement procedure.

1.1 Survey students at the end of
session/year.

e) Instructor
satisfaction with
assessment/ placement
procedure.

1. Degree of instructor
satisfaction in assessment/
placement procedure.

1.1 Survey instructors at the end
of session/year.

f) Demonstrate 1. Reliability and validity 1.1 Compute reliability and validity

reliability and validity of coefficients. coefficients.

assessment instrument.

0) Distribution of 1. Published aggregated 1.1 Review final product.

aggregated results from results.

assessment. 2. Extent of distribution. 2.1 List of recipients of these
results.
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Counseling

GOAL 5: To Provide Students with Information Which Will Assist Them to Identify and Achieve
Their Career Goals

Criteria Measures Methods

a) Availability of Evidence of descriptive written 1-3 Interview staff, examine

career information

material.

literature and materials.

program. Availability of career inventories.
Evidence of computerized
information system.
b) Utilization of 1. Amount of use. 1.1 Examine records.
career information.
C) Degree to which | 1. Evidence of increase in | Post or pre/post survey of participants.

students identify career
goals.

clarity of career goals.

Compare career assessed students
with non-assessed students.

d) Distribution of 1. Evidence of analytical 1.1 Examine records.

analysis of career reports.

results. 2. Evidence of distribution. | 2.1 Examine list of distribution
locations. Note distribution methods
and frequency.

e) Student 1. Percent of respondents | 1.1 Survey students (population or

satisfaction with career
services.

indicating satisfaction.

sample).
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Counseling

GOAL 6: To Articulate with Education Institutions, Business, Industry and Appropriate Agencies for
the Purpose of Providing Necessary Planning Information to Students
Criteria Measures Methods
a) Currency and 1. Evidence of articulation | Examine documents; note dates.
accuracy of articulation agreements. Verify with appropriate institutions/
agreements with organizations/etc.
education and industry.
b) Accessibility of 1. Number and location of | 1.1 Determine number and
agreements. articulation agreements. location.
2. Counselor and student 2.2 Interview, survey counselors
knowledge of articulation and students.
documents.
C) Degree of 1. Percentage of 1.1 Interviews with appropriate
satisfaction with respondents indicating personnel.
articulation agreements. | satisfaction.
d) On and off 1. Nature and number of 1.1 Interview college and business
campus contacts with contacts. personnel.
business and industry.
e) College and 1. Nature and number of 1.1 Review advisory committee
business participation of | meetings. minutes.
vocational advisory 2. Attendance reports. 2.1 Check attendance.
committees.
f) Evidence of joint | 1. Nature and number of 1.1 Review published documents.
college/community/ joint functions.
business activities (i.e., 2. Attendance at joint 2.1 Count attendance.
Career Day, Transfer functions.

Day)
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Counseling

counseling-related
courses.

indicating satisfaction.

GOAL 7: To Provide Needed Instruction In Counseling-Related Courses
Criteria Measures Methods
a) Provision of Report of student needs. 1&3 Students needs assessment;
counseling related Evidence of courses. compare needs assessment to
courses. List of unmet needs. courses offered.
b) Student course 1. Achievement of student | 1.1 Tests, interviews, surveys, and
success. and course objectives. longitudinal information.
2. Course completion 2.1 Examine grade records.
rates.
C) Satisfaction with | Percentage of respondents 1.1 Survey students and

personnel who are part of counseling
related courses.

Suggestions from respondents.

2.1 Survey students and
personnel.
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Counseling

GOAL 8: To Coordinate Counseling Services with Other Student Services and Instructional
Programs
Criteria Measures Methods
Nature and frequency of | Records of meetings. 1-4 Examine records and
cooperative activity Memos. interview personnel.
between counseling and: | Reports.

Instructional areas,
Counseling aspects of
special programs,

All other student
services.

Counselor agreement.

Satisfaction with and 1. Nature and number of 11 Examine records.
effectiveness of joint joint programs and activities.

activities. 2. Expressed satisfaction. | 2.1 Interview staff.

c) Student intra- 1. Number of referrals. 1.1 Check referral records.
institutional referrals.

d) Counselor 1. Records of counselor Interview appropriate personnel.

participants in
instructional planning.

participation, e.g., membership
on instructional committees.

Review minutes and records.
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Counseling

GOAL 9: To Monitor Student Progress for the Purpose of Assisting Students to Achieve Their
Goals
Criteria Measures Methods
a) Plan for 1. Evidence of written 1.1 Examine document.
monitoring student document.
progress.
b) Utilization of 1. Number of student 1.1 Examine records.
monitoring process. contacts attributable to
monitoring process.
2. Records of actions 2.1 Examine records.
(interventions).
3. Number of referrals to 3.1 Examine records.
other agencies, services, etc.
C) Effectiveness of | 1. G.P.A., retention, Analysis of student records.
monitoring process. academic progress toward goal. | Comparison of students receiving
intervention with those needing but
not receiving intervention.
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Counseling

GOAL 10: To Prepare Students for a Successful Transition Beyond the Community College
Criteria Measures Methods
Identification of: 1. Evidence of written 1.1 Examine written definition.
transfer students operational definition of transfer
vocational students student.
2. Evidence of written 2.1 Examine written definition.

operational definition of
vocational student.

3. Identify numbers of 3.1 Count students so identified.
transfer and vocational students.
Transition activities for: 1. Evidence of transition Examine documents.
transfer students activities (including on-campus Interview staff.
vocational students visits, etc.).
Effectiveness of 1. Transfer rate and 1.1 Examine transfer institutions’
transition activities. student success at transfer records.
institutions.
2. Vocational placement 21 Examine community college
and success. records.
3. Evidence of student Interviews
articulation problems. Students

Community College staff
Transfer institutions staff
Business — Industry supervisors,
personnel, officers, etc.
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Counseling

GOAL 11: To Provide In-Service Training and Other Opportunities for Staff Development
Criteria Measures Methods
a) Determination of | 1. List of such needs. 11 Survey staff, management,
in-service training and etc.
professional growth
needs.
b) Provisions of in- | 1. Funding. 1.1 Examine budget allocations.
service programs. 2. List of programs. 21 Examine program records.
Note number, types, etc.
3. Availability of resource 3.1 Examine program records.
personnel. Note number, types, etc.
C) Effectiveness of | 1. Attainment of 1.1 Survey of participants.
in-service programs. objectives.
2. Participant satisfaction. | 2.1 Survey of participants.
3. Evidence of institutional | 3.1 Examine documents (e.qg.,

change as a function of in-
service training.

staff evaluations, planning
documents, etc.).
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Financial Aid

GOAL 1: To Seek Financial Aid Funding From All Available Sources
Criteria Measures Methods
a) Division of 1. Institutional policy 1.1 Examine written institutional
funding among grants, regarding financial aid. policy or interview panel.
work and loan resources. | 2. Evidence of applications | 2.1 Check financial aid office for

for funding at federal, state, and
local levels.

applications and program participation
agreement.

b) Proportion of 1. Established student Examine reports.

applications funded. financial need as documented in | Track number of applications denied
applications. for lack of funding.
2. Level of funding 2.1 Review allocation letters;

awarded from federal, state,
local, and other sources.

compare awards to application
requests.

C) Scholarship
program development.

1. Number of scholarships | Count scholarships.

available. Review the number and quality of
contacts with donors (including follow-
up reports).

2. Dollar amounts 2.1 Count dollars received.

available.

3. Number of students 3.1 Count number of student

applying. applications.

4, Number & type of Count the number & type of awards.

students awarded scholarships.

Compare donor criteria to potential
applicant pool.

d) Extent of
lobbying/ political efforts
to obtain funding.

1. Evidence of contacts
made and time spent at local,
state, and federal levels.

1.1 Examine the nature and
number of contacts made.

2. Level of involvement. 21 Check records or interview
staff for information. Review the
types of contacts made.

e) Extent of work 1. Evidence of time spent 1.1 Interview staff to determine

professional working with organizations. time spent.

organizations. 2. Level of involvement. 2.1 Review quality of involvement
(e.g., office holder, active participant,
etc.).

f) Level of 1. Number and scope of Count number of programs.

participation. programs. Review types of programs.
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Financial Aid

GOAL 2: To Award Funds in a Manner Appropriate to Student Needs and in Accordance with
Institutional Policy
Criteria Measures Methods
a) Written 1. Evidence of written 1.1 Examine college
institutional awarding policies adopted by Board. publications for statements of
policies. financial aid policies.
b) Advisory group 1. Evidence of advisory Count number of meetings.
participation. committee meetings. Review the minutes regarding the

nature of issues addressed.
Review minutes for decisions made,
actions taken.

2. Number of participants. | Count number of participants.
Review participant’s attendance at
meetings.
3. Breadth of advisory 3.1 Review list of members to
group. ascertain representation.
4. Evidence of formal Examine FAO advisory group
charge to committee. records.
Survey staff and committee
members.
C) Financial aid 1. Degree to which Examine formal and/or informal
recipient demographics. | recipient demographics conform | policies.
to institutional policy or goals. Compare recipient demographics

with policy statements.
Review recipient demographics for
income levels, etc.

d) Nature of Number and frequency of 1.1 Count number and
disbursements. disbursements. frequency.
Timeliness of disbursements. Measure turnaround time.

Random survey of students to
determine timelines.

Proportion of eligible students Compare recipient numbers with
served. eligible student numbers.
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Financial Aid

GOAL 2: To Award Funds in a Manner Appropriate to Student Needs and in Accordance with
Institutional Policy (continued)
Criteria Measures Methods
e) Effectiveness of | 1. Percentage of recipients | 1.1 Compare total enrollment to
awarding policies. in the total enroliment. recipient’s records.
2. Retention, GPA of 2.1 Compare retention rates
recipients. and GPA of recipients to non-
recipients.
3. ADA generated by aid 3.1 Count ADA generated by
recipients. aid recipients.
4, Number of applicants Compare number of applicants to
compared to number of number of recipients.
recipients. Identify reasons/categories of

applicants not funded.
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Financial Aid

GOAL 3: To Develop and Disseminate Information to Targeted Segments of the Community About
Financial Aid Programs and Services

Criteria Measures Methods
a) Informing 1. Evidence of institutional | 1.1 Review policy statement or
targeted segments of policy. interview staff.
community. 2. Evidence of list of 2.1 Review FAO records.
targeted segments.
3. Evidence of awareness | 3.1 Survey community to
of financial aid services. determine awareness.
b) Provision of 1. Number of workshops. 1.1 Count workshops.

financial aid workshops.

2. Quality of workshops. Review participants’ evaluations of
workshops.
Review content of workshops.
3. Location, time, and 3.1 Review records.
attendance.
C) Extent of media | 1. Number and scope of 1.1 Evaluation of the quantity
coverage. new items prepared for and quality of media coverage;
publication. develop survey.
d) Extent of student | 1. Composition of student | 1.1 Review records and/or
contacts. contracts (with whom, when, interview financial aid staff.
where, and how).
e) Applications 1. Number of applications | Review records and/or interview
distributed. (with whom, when, where, and financial aid staff and students.
how). Annual comparison of number of
applicants.
f) Nature of 1. Quality of publication in | Review publications for compliance
financial aids terms of content and readability. | with local, state, and federal
publications. regulations.

Review publications for readability/
assess reading level required.

2. Availability of Check numbers and types of
publications. publications available.

Check distribution locations.
3. Budget available to FAO | 3.1 Review FAQO publications
to produce publications. budget.
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Financial Aid

GOAL 4: To Provide Assistance in the Financial Aid Application and Awarding Process
Criteria Measures Methods
a) Financial aid 1. Number of workshops. 1.1 Count workshops.
workshops. 2. Number attending 2.1 Review records.
workshops.
3. Timelines of workshops. | 3.1 Review schedule.
4. Availability of 4.1 Review
workshops. geographic/demographic
considerations.
b) Quality of 1. Completeness of 1.1 Review student files.
application. applications.
2. Types of assistance. 2.1 Interview students and
staff.
3. Quality of assistance. 3.1 Survey students.
4, Number of students 4.1 Interview staff and
complaints. students.
5. Availability of financial 5.1 Examine staffing

aid counseling services.

(numbers, bilingual) and office
hours.

6. Evidence of cycles,
deadlines, priorities for awarding
grants.

6.1 Review published policies
and procedures.
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Financial Aid

GOAL 5: To Provide Counseling and Referrals in Matters related to Financial Aid
Criteria Measures Methods
a) Extent of 1. Availability. 11 Examine staffing and office
counseling service. hours.
2. Number of contacts, 2.1 Examine records for count,

establish referral tracking
system.

average length, content.

counseling services.

instructional activities.

3. Types of contacts (e.g., | 3.1 Interview staff and
group, individuals). students.
4, Number of student 4.1 Interview staff and
referrals. students.
5. Number of staff. 5.1 Examine personnel
records.
b) Effectiveness of | 1. Debt management Interview staff and students.

List types of activities.
Examine exit/entry interview
records.

2. Retention rates. 2.1 Examine student records.

3. Number and nature of 3.1 Examine student records.

award revisions.

4. Results of referrals. 4.1 Interview other services
providers and students.

5. Confidentiality. Examine facilities.

Interview staff and students.
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Financial Aid

GOAL 6: To Monitor the Academic Progress or Financial Aid Recipients to Comply with
Federal, State, and Institutional Guidelines
Criteria Measures Methods
a) Academic 1. Evidence of an Review policy and procedures for

progress policy.

academic progress policy and
follow-up.

adherence to federal and state
guidelines.

Compare procedures with established
policy.

Check records or interview financial
aid personnel and students for
information.

2. Evidence that program
participation agreement is
enforced.

2.1 Check FAO records for follow-
up contacts, student agreements,
provision for follow-up, counseling, etc.

b) Recipients on 1. Number of recipientson | 1.1 Examine student records.
probation or disqualified. | probation who remain enrolled.
C) Recipients on 1. Number of recipientson | 1.1 Examine student records.
probation who remain probation who remain enrolled.
enrolled. 2. Number of recipients 2.1 Examine student records.
who graduate, transfer, obtain
honors, etc.
d) GPA and units 1. Number of units 1.1 Examine student records.

attempted/completed by
recipients.

attempted/ completed, and GPA
of recipients.
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Financial Aid

GOAL 7: To Certify and Report Financial Aid Date to Appropriate Agencies
Criteria Measures Methods
a) Evidence of 1. Accuracy 1.1 Audit and records review.
completion of required 2. Timelines. 2.1 Audit and records review.
reports. 3. Audit trail. 3.1 Interview auditors.
4. Evidence of conformity | 4.1 Review reports according to
with Institutional Guide for Guide.

Financial Aid Self-Evaluation.

b) Audit exceptions. | 1. Number of audit Review annual audit and response to
exceptions. resolution of audit citings.
Exit interview with auditors.
C) Overawards. 1. Number of overawards. | Review student files.
d) Defaults. 1. Number of defaults. 1.1 Review student files.
e) Collections. 1. Number of collections. 1.1 Review student files.
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Financial Aid

GOAL 8: To Report Student Data to the College Community and to Outside Organizations

Criteria Measures Methods
a) Nature of 1. Number and content of 1.1 Check files and/or interview
publicity. newspaper articles and other public information officer.

media prepared for publication.
b) Informational 1. Timeliness, number, 1.1 Review reports and interview
reports generated. and accuracy of reports. staff.

2. Circulation (to whom, 2.1 Interview staff and those

how, when, and where).

receiving reports and check distribution
list.

3. Evidence of responses
to inquiries.

3.1 Compare number of requests
to number of responses.
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Financial Aid

GOAL 9: To Work with Other College Officers to Ensure that All Financial Aid Functions are
Performed in an Efficient and Effective Manner
Criteria Measures Methods
a) Inter-related 1. Evidence of inter-related | 1.1 Interview personnel and
activities with other activities. examine records.
college offices. 2. Number of meetings 2.1 Count number of meetings.
held between offices.
3. Number of informal 3.1 Interview personnel.
contacts.
4, Timeliness of inter- 4.1 Examine records of activities
related activities. relative to college calendar.
5. Nature and frequency of | 5.1 Interview staff in financial aid

meetings and informal contacts
(include in-service meetings).

and other offices.

funding services.

coordination.

6. Degree of cooperation 6.1 Interview staff in FAO and
with other offices. other offices.
b) Effectiveness of | 1. Appraisal of financial aid | 1.1 Interview and survey staff in
inter-related activities. by other college staff. other college offices.
C) Inter-office 1. Evidence of inter-office | 1.1 Review records and
functions and functions and procedures. procedures.
procedures.
d) Coordination of 1. Evidence of 1.1 Review records.
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Financial Aid

GOAL 10: To Administer Programs in Compliance with Appropriate Program Regulations
Criteria Measures Methods
a) Compliance with | 1. Evidence of compliance. | Review audit reports.
all regulations. Review program review results.
Review data validations-EOPS.
Review accreditation report.
b) Loan billingand | 1. Evidence of procedures. | Review default rate.
collection. Review audit exception.
C) Security. 1. Evidence of security Inspection of facilities.
and retention of files. Interview staff re: procedures
2. Evidence of policy of Review written policy.

student rights and
responsibilities.

Interview students.
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Financial Aid

GOAL 11: To Conduct On-Going Evaluation of Financial Aid Programs and Services
Criteria Measures Methods
a) Extent of self- 1. Use of self-evaluation Review files.
evaluation. guide. Check records.
2. Number and scope of 2.1 Review results of evaluation
self-evaluation activities. activities.
3. Evidence of FAO goals | Review FAO records.
and objectives for improvement | Interview FAO office and staff.
of service.
b) Effectiveness of | 1. Uses of evaluation. Examine number of changes in
self-evaluation. policies and procedures as a result of
evaluation.
Interview staff re: evaluation results.

52




Job Placement

GOAL 1: To Develop or Identify Employment Opportunities Which are Appropriate to Student
Needs and to the College’s Programs
Criteria Measures Methods
a) Availability of job | 1. Evidence of listings 1.1 Weekly review of job listings to
listings. initiated by college staff. determine number.
2. How often listings are 2.1 Check job listings for recency
updated and currency of listings. | of dates.
3. Accuracy of listings. 3.1 Check with employers
(random).
4. Types of job listings and | 4.1 Check job listings for types of
sources of listings. jobs and sources for each type.
b) Extent of 1. Number of unduplicated | 1.1 Unduplicated number of
employer participation. employers represented on employers on listings.
listings.
2. Number of employers 2.1 Count number of employers
brought on campus (job fairs, brought on campus.
etc.).
3. Types of employersvs. | 3.1 Count number of employers in

community employment base.

each category vs. number in
employment base.

4.

Frequency and timing of
employer participation.

4.1 Count how often and note
when employers participate.

Number of contacts with
Job Placement Office.

1.1 Count number of contacts
within a specified time interval.

Frequency and timing.

2.1 Count how often and note
when contacts are made.

C) Extent of 1.

employer initiated

contacts. 2.
3.

Types of employers
making contacts.

3.1 Count number in each
occupational category vs. number in
employment base.

d) Staff contacts 1.
with employers.

phone, letter, involvement in
professional organizations).

Number of staff contacts | 1.1 Review records to count
with employers. number of contacts.
2. Types of contacts (e.g., | 2.1 Review of records to count

types of contacts within a specified
interval.

3.

Frequency and timing of
contacts.

3.1 Count how often and note
when contacts are made.

4.

Types of employers
(industry) contacted.

4.1 Define employment base to be
used (i.e., corporate guide).
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Job Placement

GOAL 1: To Develop or Identify Employment Opportunities Which are Appropriate to Student
Needs and to the College’s Programs (continued)
Criteria Measures Methods
e) Degree of 1. Level of satisfaction with | 1.1 Employer survey.
employer satisfaction. program.
2. Level of satisfaction with | 2.1 Employer survey.
contacts.
3. Continuing employer 3.1 Count number of repeated

requests for student employees.

employer requests.
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Job Placement

GOAL 2: To Develop and Disseminate Information About Employment Trends and Job
Opportunities to Students and College Program Staff
Criteria Measures Methods
a) Availability of 1. Evidence of types of 1.1 List and provide examples of
information. information (written and non- each.
written, on-campus/off-campus
coverage, etc.).
b) Accessibility of Evidence of distribution to 1&2 For each item listed, list

information.

students, staff, and community.
Evidence of diverse distribution
locations.

distribution locations, description of
distribution method and indication of
targeted group; indicate when each is
available.

Ease of obtaining information.

3.1 Consumer satisfaction survey
(students and non-students).

Evidence of reaching targeted
group population.

4.1 Survey of targeted groups.

C) Readability, 1. Evidence of clear, Measure reading grade level of all
accuracy, and complete- | concise, and complete information provided and compare to
ness of information. information. population reading level.
Review by independent observers
(media experts).
d) Recipient 1. Evidence of how the 1.1 Ask the question on student

awareness of
employment trends and
job opportunities.

student learned about job
opportunities.

intake form.

2. Evidence of how staff
learned about employment
trends and job opportunities.

2.1 Staff survey.

e) Degree of
recipient satisfaction.

1. Level of satisfaction with | 1.1 Survey recipients.
materials.
2. Continuing requests 2.1 Count number of service

from recipients for services.

requests from recipient groups.

55




Job Placement

GOAL 3: To Disseminate Information About Student Employment Services to Students, Staff, and
Community
Criteria Measures Methods
a) Availability of 1. Evidence of types of 1.1 List and provide example of
information. information (written and non- each.
written)

b) Accessibility of
information.

Evidence of distribution to
students, staff, and community.
Evidence of diverse distribution
locations.

1&2 For each example list
distribution locations, description of
distribution method, and indication of
targeted group; indicate when
available.

Ease of obtaining information.

3.1 Consumer satisfaction survey
(students and non-students)

Evidence of reaching targeted
group population.

4.1 Survey of targeted groups.

C) Readability and

accuracy of information.

1. Evidence of clear,
concise and complete
information.

Measure reading grade level of all
information provided and compare to
population reading level.

Review by independent observers
(media experts).

Compare number of service requests
from targeted groups to representation
of targeted groups in the community.

d) Recipients’
aware-ness of student
employment services.

1. Evidence of how the
student learned about
employment services.

1.1 Ask the question on student
intake form.

2. Evidence of how staff
learned about employment
services.

2.1 Survey staff to determine
extent of knowledge of job placement
services.

3. Evidence of how
community learned about
employment services.

Count the number and types of
business, industries, community
agencies, churches, etc. receiving
information.

Compare the numbers and types
receiving the information to the
distribution of these groups in the
community.
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Job Placement

GOAL 3: To Disseminate Information About Student Employment Services to Students, Staff, and
Community (continued)
Criteria Measures Methods
e) Degree of 1. Level of satisfaction with | 1.1 Survey/interview recipients.
recipient satisfaction. materials.
2. Level of satisfaction with | 2.1 Survey/interview recipients.
distribution methods.
3. Continuing recipient 3.1 Count number of service
requests for services. requests from recipient groups.
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Job Placement

demographics of participants.

GOAL 4: To Assist Students to Acquire Job Search and Job Retention Skills
Criteria Measures Methods
a) Availability of 1. Evidence of types of 11 List and provide examples of
activities. activities. each type.
b) Accessibility of 1. Location of activities. 1.1 For each activity, indicate list
activities. of locations.
2. Frequency of activities. | 2.1 For each activity indicate how
often offered.
3. Times activities are 3.1 For each activity, indicate
offered. when offered (e.g., days/eve).
4, Number and Record number and characteristics of

student participants.

Compare participants’ characteristics
to total student population
characteristics.

C) Degree of
student learning in work-
shops/classes/individual
sessions.

1. Evidence of skills
learned resulting from studies.

1.1 Pre/post evaluation
examination (e.g., written, oral, third

party).

d) Degree of 1. Level of employer 11 Surveyl/interview employers.
employer satisfaction satisfaction.

with students’ general

job skill preparation.

e) Degree of 1. Level of student 1.1 Survey/interview students who
student satisfaction with | satisfaction. were placed.

preparation.

f) Student job 1. Number of students 1.1 Count number of students
retention and retained in jobs. retained compared to number placed.
effectiveness at students’ | 2. Characteristics of 2.1 Surveyl/interview employers

job search skills.

students retained as compared
to students not retained.

and students to identify reasons for
leaving; i.e., technical/general job
skills, factors unrelated to skills.
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Job Placement

demographics of participants.

GOAL 5: To Assist Students to Acquire the Skills Needed for Professional Growth and
Transition
Criteria Measures Methods
a) Availability of 1. Evidence of types of 1.1 List and provide examples of
activities. activities. each type of activity.
b) Accessibility of 1. Location of activities. 1.1 For each activity, indicate list
activities. of locations.
2. Frequency of activities. 2.1 For each activity, indicate how
often offered.
3. Times activities are 3.1 For each activity, indicate
offered. when offered (e.g., day/eve).
4, Number and 4.1 Compare characteristics of

participants to characteristics of
targeted student populations.

C) Degree of
student learning in
workshops/classes.

1. Evidence of skills
learned.

1.1 Pre/post
evaluation/examination (e.g., written,
oral, third party).

d) Change in
student job status.

Number of students changing
jobs:

receiving promotions

lateral transfers within field
changing job fields

Surveyl/interview students and
employers to identify the number of
students changing jobs.

Compare the number of students
changing jobs to the number of
students served by the Program.

Characteristics of students
changing jobs, compared to
characteristics of students not
changing jobs.

Survey/interview students and
employers to identify characteristics of
students served by the Program who
changed jobs.

e) Degree of
student and employer
satisfaction with
preparation.

1, Level of student and
employer satisfaction.

1.1 Survey students and
employers to determine level of
satisfaction.
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Job Placement

GOAL 6: To Identify Qualified Applicants and Refer Them to Prospective Employers
Criteria Measures Methods
a) Availability of 1. Evidence of policies and | 1.1 Examine policy manuals,
policies and procedures. | procedures regarding applicant | procedure manuals, and other
identification and referral to documents.
employers.
b) Extent of student | 1. Number of students Count student referral:
referrals to employers. sent to employers for job total
interviews (including on- by job category
campus, off-campus). by employer category
C) Match between 1. Evidence of skills 1.1 Examine student qualifications
applicant qualification training and experience for the and compare to job requirements.
and job-hire jobs to which students are
requirements. referred.
2. Number of students Count student placements:
placed. total
by job category
by employer category
3. Characteristics of Use student applications to identify
students placed compared to characteristics of students placed and
characteristics of students not not placed
placed. total

by job category
by employer category

4, Employer evaluation of | Survey/interview employers to identify
qualification of referred characteristics of students placed and
students. not place

total

by job category

by employer category
5. Student evaluation of Survey/interview students to learn their
their qualification for the jobs to | perceptions about their preparation—
which they were referred. comparing students placed and not

placed

total

by job category
by employer category

d) Availability of 1. Evidence of Validate by interview of observation
employment counseling employment counseling services | students
services. in the Program. staff
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Job Placement

GOAL 7: To Gather Information About Job Performance and Satisfaction from Students and
Employers
Criteria Measures Methods
a) Availability of 1. Evidence of available 1.1 Examine the Program records
information on job information. to determine information collected.
performance and
satisfaction.
b) Degree of 1. Level of employer 1.1 Employer survey.
employer satisfaction. satisfaction with student job
performance (including potential
for promotion).
2. Level of employer 2.1 Employer survey.

satisfaction with student job
performance (including potential
for promotion).

satisfaction with job situation
and their performance on the
job.

3. Continuing employer 3.1 Count number of repeated
requests for students as requested from employers.
employees.

C) Degree of 1. Level of student 1.1 Student survey.

student satisfaction. satisfaction with preparation.
2. Level of student 2.1 Student survey.
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Job Placement

GOAL 8: To Report Student Employment Services Data to the College Community and Other
Appropriate Agencies

Criteria Measures Methods

a) Availability of 1. Evidence of policies and | 1.1 Examine policy/procedures

policies and procedures.

procedures regarding
dissemination of data.

manuals and other documents.

b) Availability of
needed data.

1. Evidence of availability
of needed data.

11

documents.

C) Extent of
requests for data and
responses to requests.

1. Evidence of requests.

Examine requests for data to
determine:

number

when received

when needed

types of data requested

who made request(s)

legality and appropriateness of
request(s)

2. Evidence of responses
to requests for data.

Examine responses to requests for
data to determine:

number of responses (compared to
number of requests)

deadline met

appropriateness of responses to
requests

d) Degree of
recipient satisfaction with
responses to data
reguests.

1. Level of recipient
satisfaction with responses to
data requests.

Number accepted by agency and
group compared to number sent.
Survey receiving agencies/ groups.
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Job Placement

GOAL 9: To Work Effectively with the College Community
Criteria Measures Methods
a) Cooperation with | 1. Evidence of cooperation | Document:

other college offices.

with other college offices (e.g.,
Career handling, Instructional
Dept./Division).

number of joint meetings.

number of positive responses to
requests for assistance or information
number of requests made by Program
for assistance/information

2. Evidence of results of
cooperative efforts.

For each item identified above
document:

who patrticipated

when and how

results of efforts

b) Degree of
satisfaction with
cooperative efforts.

1. Level of satisfaction
within the Program.

Survey student employment services
group.

Continuing requests for cooperative
efforts from student employment
services staff.

2. Level of satisfaction
within groups with which
cooperative efforts were made.

Survey groups.
Continuing requests for cooperative
efforts from outside groups.
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Job Placement

GOAL 10: To Conduct On-Going Evaluation of Student Employment Services
Criteria Measures Methods
a) Availability of an | 1. Evidence of appropriate | Examine documents for evidence of
evaluation plan. planning. planning:
program level
student services area level
college level
community level
b) Degree of on- 1. Evidence of on-going For each appropriate level identified,

going implementation of
plan.

implementation of plan.

document::

evaluation dates and content
evaluation report dates and content
who participates

when and how they participate
program and service notifications
resulting from evaluations (include
staffing and funding)
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Student Affairs

GOAL 1: To Provide Information About Student Activities, Programs, and Services
Criteria Measures Methods
a) Availability of 1. Number of informational | 1.1 Count number of various

information.

items available.

informational items available by
category.

2. Frequency location and
manner of distribution.

Check publication schedule.
Check location and manner of
distribution.

and responsibilities.

b) Effectiveness of | 1. Level of community 11 Community survey.
information. awareness.
Accuracy. Student and staff surveys.
Timeliness. 1-5 Third party review (person or
Appropriateness of publications | persons not involved in student affairs
to service population. program).
Level of student awareness.
C) Type of 1. Evidence of information | 1.1 Check Student Affairs or other
information. re: student due process rights publications.

2. Evidence of information
re: student affirmation action
and Title 1X.

2.1 Check Student Affairs or other
publications.
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Student Affairs

GOAL 2: To Provide for Student Involvement in Student Government and Institutional Governance
Criteria Measures Methods
a) Opportunity for 1. College commitmentto | 1.1 Check college/district policy
student participation in student involvement in statement.
institutional governance. | governance.
2. Variety of governance 2.1 Number of separate college
opportunities. committee with student members.
3. Number of student 3.1 For each committee, count

positions in governance.

number of committee memberships
allocated to students compared to total
number of committee members.

b) Effectiveness of | 1. Number attending and Count students attending.
student involvement on participating in committee Check committee minutes for student
governance. activities. participation.
2. Evidence of orientation Check record or survey students.
to governance. Enrollment in orientation program.
Check course outline and constitution
for unit credit of student affairs course.
C) Opportunities for | 1. Number and profile of 1.1 Check number and profile in

students to participate in
student governance.

students running for office (e.qg.,
day, evening).

election results.

2. Number and profile of
students applying for appointive
positions.

2.1 Check number and profile of
students applying.

3. Number and profile of
students voting in elections.

3.1 Count number and profile of
students voting compared to total
enrollment.

d) Institutional
support for student
government.

1. Number & type of 1.1 Check staff pattern.
staffing.

2. Nature & amount of 2.1 Examine SA budget (fees,
funding. expenses).

3. Adequacy of facilities. 3.1 Check facilities master plan

and/or interviews.
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Student Affairs

GOAL 2: To Provide for Student Involvement in Student Government and Institutional Governance
(continued)

Criteria Measures Methods

d) Institutional 4. Staff involvement in 4.1 Interview.
support for student encouraging student

government. (continued) | participation.

e) Student 1. Evidence of student 1.1 Student survey.
satisfaction with satisfaction with range and

opportunities for quality of opportunities.

participation in

governance.
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GOAL 3:

Student Affairs

To Provide Opportunities for Student Involvement in Campus and Community

Activities Which Foster Cultural and Citizenship Enrichment and Volunteer

Service

Criteria

Measures

Methods

a) Existence and
avail-ability of campus
and community activities
(e.g., student clubs).

1. Evidence of a wide
range of activities designed to
reach the maximum number of
students.

1.1 Check records or activities
calendar.

information on participants.

2. Evidence of process for | 2.1 Check policy manual and
developing a new activity. department goals and objectives.
3. Evidence of location 3.1 Check facilities provided and
suitable for activities. facilities plan.
b) Student 1. Number of students 1.1 Count number in each activity.
participation in these participating.
activities. 2. Demographic 2.1 Count students by appropriate

categories and compare to
demographics of total enroliment.

community satisfaction
with activities.

with activities.

C) Student 1. Degree of student 1.1 Student survey.
satisfaction with satisfaction with existing
activities. activities.
2. Student satisfaction with | 2.1 Student survey.
range and quality of activities.
d) Staff and 1. Degree of satisfaction 1.1 College staff and community

surveys.

e) Existence of
activities recognizing
student contributions:
academic, service,
leadership.

1. Evidence of activities.

1.1 Review records or activity
calendar.
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Student Affairs

GOAL 4: To Provide Opportunities for Students to Participate in Intercollegiate and Intramural
Athletic Competition

Criteria Measures Methods

a) Existence of 1. Evidence of appropriate | 1.1 Check schedule and records.

inter-collegiate athletic level of intercollegiate program.

programs. 2. Compliance with state 2.1 Check compliance with

and federal regulations. regulations.
b) Campus and 1. Evidence of campus Records and minutes of meetings.

com-mutiny involvement
in planning and
evaluation of inter-
collegiate programs.

and community involvement in
planning and evaluation.

Interview students and other involved.
Examine campus policy.

C) Institutional 1. Number and type of 1.1 Check staffing patterns.
support for intercollegiate | staffing.
program. 2. Nature and amount of 2.1 Examine budget.

funding.

3. Adequacy of facilities. 3.1 Check facilities master plan

and/or interviews with students/ staff.

d) Existence of 1. Evidence of appropriate | 1.1 Schedules and records.
intramural athletic level intramural program.
programs. 2. Compliance with state 2.1 Check compliance with

and federal regulations. regulations.
e) Campus 1. Evidence of campus Records and minutes.
community involvement community involvement in Interviews.

in planning and
evaluation of intramural

planning and evaluation.

Examine campus policy.

programs.
f) Institutional 1. Number and type of Check staffing patterns.
support for intramural staffing.
program. 2. Nature and amount of 2.1 Examine budget to determine
funding. nature and amount of funding.
3. Adequacy of facilities 3.1 Check facilities master plan.

and/or interview.
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Student Affairs

GOAL 4: To Provide Opportunities for Students to Participate in Intercollegiate and Intramural
Athletic Competition (continued)

Criteria Measures Methods

0) Existence of pro- | 1. Evidence of such Interview.

grams and services that
enhance and support the
educational process for
student athletes.

programs and services.

Check student handbook and other
printer materials.

Identify services.

Check academic progress of student
athletes.

h) Student 1. Degree of student 1.1 Survey students.
satisfaction with satisfaction with program.
intercollegiate program.
2. Student satisfaction with | 2.1 Student survey.
educational support system.
i) 1. Total attendance. 1.1 Count those attending.

Student/commun
ity attendance at athlete
events.
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Student Affairs

GOAL 5: To Educate the Campus Community About the Value of Student Affairs Programs and
Services

Criteria Measures Methods

a) Awareness, 1. Degree of awareness, 1.1 Survey campus personnel.

under-standing, and
acceptance of the value

understanding, and acceptance
by college students and staff.

of student activity 2. Extent of staff 2.1 Number of staff involved
programs and services participation. compared to total number.
by the campus 3. Extent of student 3.1 Number of students involved
community. participation. compared to total number.
4, Degree of institutional 4.1 Check facilities, funding
support. history, and staffing pattern.
b) Campus- 1. Evidence of an Interview appropriate personnel.

community involvement
in student activities

planning and evaluation.

involvement process.

Examine appropriate records, policies,
and/or minutes.

2. Number of participants 2.1 Count number involved.
involved.
3. Demographic 3.1 Count by appropriate

information on participants.

categories and compare to
demographic of total enrollment and
community.

C) Interaction and
coordination between
curricular and co-
curricular programs.

1. Evidence of scheduled 1.1 Count number.
interactions.
2. Development of jointly Check appropriate records, count

sponsored programs.

number of programs.
Survey appropriate personnel.

d) Existence of
instruction available to
students involved in
student activity

1. Types of courses in
student leadership and
development.

1.1 Count number of classes in
schedules and catalog.

programs.
e) Long-range 1. Evidence of long-range | Longitudinal studies.

benefits to individuals benefits. 1.2 Post-hoc studies of former
participating in student students.

affairs.
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Tutorial Services

grades between tutored and
non-tutored students (who need
tutoring).

GOAL 1: To Promote Individual Student Success and Retention
Criteria Measures Methods
a) Do you develop 1. Evidence of written 1.1 Examine written definitions.
written definitions of definitions.
success for each
student?
b) Is there evidence | 1. Course grades. 1.1 Examine student transcripts
that tutored students are for improvement.
successful? 2. Pre-post changes in 2.1 Examine student performance.
relation to success definition.
3. Degree of student Exit interview.
satisfaction with their progress. Formal/informal survey.
4. Difference in course 4.1 Establish equivalent groups.

Give one group tutoring and compare
course grades of groups.

C) Do tutored
students complete
courses, programs, and
objectives?

1. Course completion 1.1 Examine transcripts.
rates.

2. Educational objectives 2.1 Follow-up interview/
completion rates. guestionnaire.

3. Continuation rates in 3.1 Evidence of enrollment in

program as per objective.

program per transcripts.
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Tutorial Services

GOAL 2: To Assure that Students and Community Receive Appropriate Information About Tutorial
Services
Criteria Measures Methods
a) Are students, 1. Evidence and source of | 1.1 Survey students, staff, and
staff and appropriate awareness. community (e.g., high school
community people aware students).
of tutorial services?
b) Is information 1. Amount of information 1.1 Count number.
about tutorial services available.
available and widely 2. Variety of types of 2.1 Count number of types.
distributed? information available.
3. Frequency of 3.1 Tally frequency of distribution.
distribution.
C) Is information 1. Opinion of staff and 1.1 Interview/survey appropriate
appropriate for intended | audience. audience and staff.

audience (e.g., read-
ability, language used)?
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Tutorial Services

GOAL 3: To Help Identify, Refer, and Determine Students’ Tutorial Needs
Criteria Measures Methods
a) Are effective 1. Scope of referral 11 Examine procedure and count

procedures in place
whereby students can be
identified and referred to
tutorial services?

network (e.g., referred by
counselors, self, instructors,
assessment center, peers, and
other support services, by
academic standing, etc.).

students by type of referral.

b) Are students’
tutorial needs accurately
identified?

1. Verification of students
needs with staff statements,
intake interview/referral forms
and assessment data.

Interview staff and students.
Compare student, staff, and
assessment information.
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Tutorial Services

GOAL 4: To Provide Effective Training for Tutors
Criteria Measures Methods
a) Are training 1. Evidence of types of 11 List activities.

activities provided for
tutors?

training activities.

satisfaction with training.

b) Are all tutors 1. Evidence of completion | 1.1 Count number of tutors and
provided training? of training activities. number of tutors trained.
C) Is tutor training 1. Degree of tutor 1.1 Survey trained tutors.
effective? satisfaction with training.

2. Degree of staff 2.1 Survey staff.
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Tutorial Services

GOAL 5: To Provide Tutorial Assistance to Students in Specific Areas.
Criteria Measures Methods
a) Is content 1. Evidence of broad 11 Compare listings of tutoring

tutoring provided in a
diverse scope of content
area?

scope of content available.

available to class schedule, student
requests, and faculty referrals.

b) Are an adequate
number of content tutors
available?

1. Evidence of adequate
number of tutors per subject.

1.1 List tutors by subject and
compare to need.

C) Is an adequate
budget for content
tutoring available?

1. Evidence of adequate
budget for tutor salaries.

1.1 Compare budget to student
request and faculty referral needs.

classroom performance.

d) Do students 1. Number of students 1.1 Count number of students.
avail themselves of served.
content tutoring.
e) Is content 1. Student satisfaction with | 1.1 Survey student opinion.
tutoring effective? content tutoring.

2. Improvement in Compare students’ course

performance before and after receiving
tutoring.
Survey faculty regarding improvement.
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Tutorial Services

GOAL 7: To Provide Specialized Tutorial Assistance to Targeted Groups
Criteria Measures Methods
a) Are specialized 1. Evidence of specialized | 1.1 List services by type/target
tutorial services provided | tutorial services. group.
for targeted groups? 2. Number of students 2.1 List and count number of
tutored from targeted groups. students from targeted groups.
b) Is funding 1. Evidence of budget 1.1 Examine budget and reports.

available for specialized
tutorial services for
targeted groups?

accounts and audit reports.

C) Is specialized
tutorial assistance
effective?

1. Difference in academic
performance between members
of targeted groups not receiving
special assistance.

Compare grade performance of
groups.

Compare “time of task” of groups.
Compare student interest levels of
groups.
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Tutorial Services

GOAL 8: To Coordinate Tutorial Services, Including Referrals, with other Student Services and

Instructional Programs

Criteria

Measures

Methods

a) Is an effective
coordinating network in
place which includes
tutorial services, student
services, and
instructional problems?

1. Evidence of an effective
coordination plan.

Review plan.
Check plan for inter-relationship of all
services.

2. Satisfaction with
existing coordinating network.

2.1 Survey concerned parties from
support services and instruction.
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