FORMAT FOR ALL UNIT REVIEWS

1)    Font:  New Times Roman Font, 12 cpi

2)     Margins: 1” top, bottom, left, right             

3)    Text Spacing: Single Spaced

4)    Paragraph spacing: Double Spaced, no indentations

5)    Page numbers:  bottom/center

6)    PR Title and Part Numbers and Titles in Bold
7)    NO Table of Contents

8)    NO Appendices

9)    NO Pictures

10)   NO Attachments

11)   Avoid Headers/Footers (if needed, bottom-left footers only)(0.5)

12)   Title Page: see Template

13)    PR page length: approx. 12 pages w/out Budget sheets;

         Follow section recommendations as much as possible

14)   Submission:  

a. Submit one hard copy (stapled) to the CERC Chair.

b.   Submit one electronic copy to the CERC Chair, suggest PDF      



format, if possible.

HAWAI`I COMMUNITY COLLEGE

UNIT REVIEW REPORT

NAME OF UNIT

December 2, 2009
Assessment Period: July 1, 2006 to June 30, 2009
Initiator: Name

Writer(s): Name(s)

 Unit Review at Hawai’i Community College is a shared governance responsibility related to strategic planning and quality assurance.  It is an important planning tool for the college budget process.  Achievement of Student Learning Outcomes is embedded in this ongoing systematic assessment.  Reviewed by a college- wide process, the Unit Reviews are available to the college and community at large to enhance communication and public accountability.

HAWAI`I COMMUNITY COLLEGE

UNIT REVIEW REPORT

UNIT NAME

Assessment Period: July 1, 2006 – June 30 2009
Part I.  Report Summary – ½ page (or 300 words)-including mission


Begin by inserting program mission

            State Unit Mission


Include a brief relevant history.

           Include an organizational chart for the unit;

Organizational chart of ALL student services with the specific unit under review highlighted, i.e. counseling for example

Part II. Program – 2-4 pages – We recommend bullets and lists be used when possible.

· Services provided by the Unit:

· UNIT  Goals-Top three (3) – (__ ) goals for this review period


Note:  UH System is defining a specific program review for student services, for administrative services, for OCET, etc. and the areas will utilize these developed system-wide processes for collection of data.

· Faculty and Staff listing, full time, part time, permanent and temporary personnel

· Note funding source if faculty/staff are on federal funds.  Identify the specific grant or funding source.  i.e. Title III, Perkins funds, etc.

     EXAMPLE BELOW

Jane Doe, Associate Professor, Discipline

· Brief Description of Facilities and Equipment

Briefly describe dedicated classrooms, laboratories, offices, program specific equipment, and vehicles. 

If additional or upgrading of facilities and equipment is needed in the next review period, provide a brief justification and cost in Part IX-Budget Implications.

Part III. Quantitative Trend Data Table – 1 page

Each unit would need to identify what specific data is appropriate to its function.

Note here that the system wide requirements will be followed for quantitative data.
Part IV. Quantitative Data Analysis – 1 page

 
Trends noted over the review period, comparisons to any applicable standards, such as college, program, or national standards.

Part V.  Other Data - 1 page
              e.g., Satisfaction Survey Results and any external factors affecting the program. 

Special studies and/or instruments used, i.e. NCHEMS New and Continuing Student Surveys, etc.
Part VI.  UNIT SLO’s- 1 page


 Ruth Stiehl Program Map – include it here

*Note that for all Student Services, all Administrative Services, for UH Center, WH and all OCET, a comprehensive Ruth Stiehl Program map will be developed; 


List UNIT SLO’s

Write SLO’s for the unit as a task to get launched


How are the UNIT SLO’s assessed?

Refer to the system wide request for data to consider assessment data.

Matrix if appropriate

Changes considered and/or made and recommendations for improving outcomes.  All based on data...qualitative/quantitative

 *If data not currently collected, then recommendation may be to collect relevant data in the next review cycle. 

Part VII. Unit Summary – 2 pages 

· Alignment with college mission

· Alignment with HawCC ADP
*     Did your Unit meet the goals set in your last PR?         Include a brief explanation.

· Top three (3) Unit Strengths during this 

      review period

· Three (3) main Unit Areas for improvement/ Weaknesses during this review period

· What are the unit goals/plans for the next review period?  

· Create an action plan including a timeline and who is responsible.  (A table might work well for this-example below-expand as needed)

EXAMPLE BELOW

	Action Plan Tasks
	Year
	Responsible Party

	· Complete  

· 
	2008
	

	· Explore 

· 
	2008-2009
	


        *Write grant for

    Additional federal funds

Part VIII.  Budget Implications – 1 page

Does the unit have sufficient resources (include faculty/staff here) and are they being used efficiently?

What does the program need in order to meet its goals over the next review period?

CHART 1:   FACILITIES ASSIGNED TO PROGRAM
	List Bdng/Rm/Lab/Shop
	 Describe Renovation/Repair Needed
	Estimated Cost

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


CHART 2:   INVENTORY LIST: EQUIPMENT and CONTROLLED PROPERTY

	Program Assigned Equipment (E) and

Controlled Property (CP)

(List in order of chronological

depreciation date)
	Category:

E =item value > than $5K

CP =item value $1K - $5K
	Expected Depreciation

Date
	Estimated Replacement Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CHART 3:  BUDGET REQUESTS

	Describe Item
	Biennium

Request – 1st Yr.
	Biennium

 Request – 2nd Yr.
	Reallocation of Funds

 and/or Positions
	X Amt. Line Item
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