Five Year Service Department Review Guidelines
The primary purpose of a comprehensive, five-year service department review process is to improve services to students, faculty and staff for institutional effectiveness.  The review process involves a self-study of the service unit by the department director in consultation with the divisional dean or vice-president.  The review process is accomplished by discussing information about the background of the department, identifying key operational goals of the department and providing evidence the goals are being achieved, conducting demand and SWOT analyses and analyzing budget and resources related to the department.  The information provided by the department review influences strategic planning and budgeting processes as well as providing a focus on the future directions for the College.

The comprehensive program review process is cyclical and on-going.  The five year review cycle is listed on the College’s assessment web site (http://www.worwic.edu/assessment) and the review is due to the divisional dean or vice-president by July 31st of the designated year.  Data for many of the sections will be provided by Institutional Research and Planning.  In addition, historical information related to goals and outcomes may also be found in prior annual department reviews and in the assessment management system, TracDat.  Given the diverse nature of service units at the college, not every criterion identified below will be equally relevant to each unit.  In addition, the focus of the comprehensive review is on the quality and efficiency of the services provided by the service department, not on the individuals who provide the services. 
The following guidelines are provided to assist the reviewer with writing the review:

I.
Unit Profile-This section will provide a brief description of the major components of the department including the primary function of the unit, the organizational structure, facilities and to whom the unit provides its services.

A.
Purpose



1.
What is the purpose/mission of the unit?



2.
What are the unit’s primary goals?



3.
How do the unit’s goals support the strategic goals/objectives/mission or vision 



of WWCC?



4.
What local, state or federal mandates does the unit follow or comply with?


B.
Personnel


1.
List the administrative and support staff positions and major duties



2.
 Describe any professional development activities in which administrator(s) and 



staff participated over the past five years.


3.
Describe any service activities in which administrator(s) and staff participated 



over the past five years including college committees, charitable activities, 



student organizations, community events


C.
Facilities-What are the physical resources (space and equipment) available to the unit


D.
Customer or Client Served-Who are the primary recipients of the department’s services? 


Identify key constituents that use the output of the unit.


II.
Unit Outcomes-based on the department’s goals, means of assessment and benchmarks, discuss 

trends that have occurred with the unit’s assessment results.  Refer to prior annual department 
review and TracDat.

A.
Does the department need to revise/add/delete goals?


B.
Are means of assessment appropriately measuring goals?  Does the information provide 


effective feedback on which the department may take action?


C.
Are benchmarks sufficiently rigorous and realistic?  Do benchmarks need to be adjusted 


to reflect trend data results?

D.
Overall, is the department meeting its goals?

III.
History/Vision-This section will provide the reader with important information on the history 
and background of the department and any aspirations the program has for its future since the last 
five-year program review. This should be an open-ended, broad perspective of what is the 
past accomplishment and the department’s future direction.  

A.
What major developments, activities, changes and/or projects have occurred in the 


department in the last five years?  Were there any new initiatives or innovations?

B.
Provide a statement of the long-range vision for the future of the department and how it 


might affect current department resources.

IV.
Demand for the unit’s services- Describe procedures currently in place to review the 
department’s currency and match with institutional interests and/or needs in the service region 
and/or how the 
department monitors changes in internal and external environments.  Show data 
if applicable, date and source of the data, and discuss the validity of the data used.  


A.
SWOT Analysis


Strengths: Identify program strengths (personnel, technology, quality measures, 


improvements in services/delivery, efficiency practices, cooperation/ 



collaboration activities within or outside the college)  


Weaknesses: Identify areas that need improvement, where the department can do better 
(may include issues such as under-staffing, under-budgeted, insufficient training, lack of 
technology).  See section VIII regarding action plans related to department weaknesses.

Opportunities: Identify opportunities occurring within the program, external trends 


occurring in the field/industry that may impact practices/delivery at WWCC 

Threats: Identify obstacles that have occurred, what barriers have hindered or prevented 


progress or accomplishment of goals such as sufficiency of personnel, 



technology, support

B.
Internal


1.
Student demand for services (usage rates), identify  any changes that have 


occurred in the last that years that impact student needs such as enrollment increases, 


trends in student demographics


2.
Institutional demand for services (service requests) identify any changes that 


have occurred in the last five years that impact the department’s services such as change 


of duties, projects delayed/advanced due to administration requirements
C.
External- Explain how any external groups have contributed to or have impacted the 
department and what external data evidences a continued need for the department’s 
services.  
· Professional groups 

· Employers 

· Community agencies and organizations

· Alumni
· Community members 

· Educational institutions
· Industry/Field standards

· National trends

· Local trends-community, employers

V.
Budget/Resource Needs 

A.
Describe use of/adequacy of financial resources and efficiency.


B.
Identify any possibilities for external funding to help provide services or to help the 


department achieve its goals (i.e. grants, income 
producing events)


C.
What support from the college is needed over the next five-year period to help the 


department achieve its vision and goals?  What are the anticipated major expenses for the 

department?

D.
Submit a draft of the budget requests for the next fiscal year using the request budget 


form. Also, attach the Wor-Wic Community College’s Equipment, Materials, and 


Personnel Plan for the next two fiscal years.

VI.
Executive Summary-This section is to summarize and reflect upon the review and to report on 
the overall status of the department and its viability for the future.  This section may also identify 
what will be the department’s major priorities based on the information provided in the review.
VII.
Other- Each department may have additional information to include and may choose to add to the format in order to accommodate the nature of the information.
VIII.
Action Plan(s)- Based on the department director’s assessment and interpretation of the information provided in this review, s/he should, in consultation with the dean or vice-president determine the need for any adjustments or improvement measures needed for the continued successful functioning of the department that haven’t already been addressed through the department assessment process in TracDat.  The department director should create an action plan(s) identifying how the review findings will be used for department modifications or improvements.  Also refer back to Section IV.A. to ensure any weaknesses identified for the department are addressed with an action plan.  Plans should focus on improvements that can be made utilizing existing resources. Any improvements and/or expansions requiring additional resources should be clearly specified and offer sound justification.
IX.
Department Review Response from Dean/Vice President-The appropriate dean and/or vice-
president will reply to the program review with program commendations and recommendations in 
writing
by September 30. 
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