


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) Unit Review Title and Part Numbers and Titles in Bold

7) NO Table of Contents

8) NO Appendices

9) NO Pictures

10)
Avoid Headers/Footers (if needed, bottom-left footers only)(0.5)

11) Title Page: see Template

12) Unit Review page length: approx. 8 pages w/out Budget sheets;

Submission:
Submit one electronic copy to the CERC Chair, suggest PDF format, if possible.

Part I:  Insert Annual Unit Review

Part II: Complete Attached Comprehensive Unit Review Template
HAWAI`I COMMUNITY COLLEGE

COMPREHENSIVE UNIT REVIEW REPORT

NAME OF UNIT

November 18, 2011
Assessment Period: July 1, 2008 to June 30, 2011
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 Unit 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

COMPREHENSIVE UNIT REVIEW REPORT

UNIT NAME

Part I:  Insert Annual Unit Review, if applicable.
Part II: 

A.
Unit Effectiveness

1.
Write a brief narrative describing the unit and how it supports the College’s mission and Institutional Learning Outcomes (ILOs).
2.
Facilities, Equipment and Staffing—Use Table 3 to indicate Repair and Maintenance, if appropriate.  Include an organizational and staffing chart as Attachment A, if available.
            a.
Review your past Action Plan and report on its status

            b.         Describe any additional Unit changes not included elsewhere

            c.
List the Unit Outcomes

d.
State the assessment method for each outcome

e.
Summarize assessment data collected

                        f.          Describe changes made and future issues identified based on 
                                     unit assessment

         3.       Unit Strengths and Weaknesses

a.
Briefly describe the unit’s top 3 strengths and 3 weaknesses to include:

1)
An analysis of data elements—demand, efficiency & effectiveness (See Table 4—data may be determined by UHCC System Units or campus units)

2)
Other pertinent information
b.
Unit Strengths and Weaknesses (3 only of each), enumerated. For example:

S1 (strength 1)…

S2 (strength 2)…

S3 (strength 3)…

W1 (weakness 1)…

W2 (weakness 2)…

W3 (weakness 3)…
4.
List the Unit’s top 3 goals/plans for the next Comprehensive Review period. Briefly describe evidence that supports these goals/plans.
B.
Other Relevant Data Analysis 

	
	
	
	Justifications

	Task:
	Academic yr.
	Who is responsible
	How does it improve unit effectiveness?
	Addresses which strength or  weakness*

	1.Automate advising appt schedule
	2011-12
	Director
	 
	W3

	2. Survey graduates
	Spring 2012
	Director
	
	S1

	3.Use survey results to Improve Service
	Fall 2013
	Vice Chancellor
	
	S1


1. Describe trends noted over the review period, comparisons to any applicable standards, such as college, program, or national standards from accrediting associations, etc. Include, if relevant, a summary of Satisfaction Survey Results and any external factors affecting the program, special studies and/or instruments used, i.e. CCSSE, etc.

C.
Action Plan for Unit Improvement

Complete Tables 1-4 to provide justification for Unit budget requests

Table 1—Prioritized Top 3 Non-Cost Items 

(examples are given in italics; delete & replace with Unit’s items)

*Strengths/Weaknesses are numbered (S1, S2, S3; W1, W2, W3) and taken from A.4.b
Table 2—Prioritized Top 3 Cost Items (“G” funded requests only)

	
	
	Justifications
	

	Priority
	$ amount & budget category*

Except R/M
	Best fits which Action Strategies in the Strategic Plan and how?  If it doesn’t match to any of the existing Action Strategies, you may write a new one for recommendation.
	Addresses which 

strength or weakness?
	If currently grant funded, please explain: put date when funding ends and indicate HawCC commitment to support, if any

	1.hire 1 FTE-Faculty
	$38k, P
	 
	W1
	

	2.hire 1 FTE-APT
	$52k, P
	
	W2
	

	3.purchase 3 color printers
	$3.6k, Eq
	
	S3
	


(examples given in italics; delete & replace with Unit’s items)
*Budget Categories: P=Personnel; S1x=Program Review Special Fund; SE=Supplies Enhanced; Eq=Equipment (>= $5K)
**Strategic Outcomes Goals and Performance Measures are: A1.1, B4., C1., D3., E2., etc.

Table 3—Repair and Maintenance

	Nature of Problem
	Describe Location: eg. building(s) & Room(s)

	
	

	
	


Table 3 will be given to the Vice Chancellor for Administrator Affairs
Table 4—Unit Data Elements

(insert data elements provided by UHCC system or unit generated)
Attachment A:  Unit Organizational Chart

April 2011
April 2011


