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PREAMBLE: All areas of the College are subject to Program Review. For the purpose of the review process each program will be defined as an area of the college with a distinctive cost center. These areas are not restricted to the Academic Affairs Cluster but include Student Services, Administrative Services, and the President's clusters as well. 



All academic program and viability reviews will be guided by the Los Angeles District Board of Trustees rules 6708, 6709, 6710, and 6711, approved June 11, 2003, pursuant to Title 5, 5500 (b), "and will consider: Mission, Need, Quality, Feasibility, and Compliance."  
MISSION: 
The program review process provides all individual programs with an opportunity to formally review their goals and objectives in order to integrate these programs into the college master plan.

PURPOSE:    The purpose of the review is to assess a program to determine how closely it actually meets its stated goals and objectives. The program evaluation process is designed to enable department members and other stakeholders to identify and evaluate the effectiveness of a program. 



The purposes of educational program review include (Board Rule 6709.1):




a) Defining and affirming excellent academic programs;




b) Providing for a systematic program planning process;




c) Reviewing the quality of instructional programs and courses;




d) Fostering self-renewal and self-study of programs.



The purpose of viability review is to provide an opportunity for program modification, improvement, departmental reorganization, initiation, or discontinuance.  

OUTCOME:
The overall goal of the review process is to continually improve quality, as measured in context of the college’s educational mission. It provides a formal assessment of a program as currently being implemented. The result will be specific objectives, budgets, and timelines for implementation. 

Academic Program Review

DEFINITION OF AN ACADEMIC PROGRAM 


An academic program is identified by the State Taxonomy of Programs [TOP] Code, or is a group of courses leading to a major, a certificate, or a degree. Some programs must perform program review for state or agency mandated requirements. Those programs do not need to duplicate these efforts; however, they do need to update unit plans as necessary. 

PROGRAM INITIATION


There are many ways in which a new program may become an active component of the academic programs at Los Angeles Harbor College. New programs can be instituted by a department, or division, or by an inter-disciplinary team of faculty that may also include administrators, students, and community representatives. 


Any new academic course required by the program must be submitted to the Curriculum Committee and approved by the Academic Senate. These courses will be taught by an hourly instructor, full-time faculty's assignment, or overload. At the end of the second year as documented by unit plans and a new program evaluation, a Proposed New Program Request (PNPR) may be submitted to the college Curriculum Committee and approved by the Academic Senate. Until this time, no new permanent instructor or classified personnel can be hired exclusively for this program. 


These procedures apply to stand alone academic programs as well as those incorporated in grants and specially funded programs.


Before becoming institutionalized, all programs must be approved by the Academic Senate and the College President. 

PROGRAM REVITALIZATION OR DISCONTINUANCE


The program review process may indicate that a program no longer successfully serves the purpose for which it was intended. In such cases a program revitalization process will begin. This process is designed to modify, enhance, or modernize the program in order to allow it to continue.


A Program Revitalization Committee will be charged with the assignment of analyzing, evaluating, and recommending necessary changes to the program. The committee will be composed of all full-time and adjunct personnel in the program, division or department chair, the Vice President of Academic Affairs, the dean responsible for the program, a faculty member appointed by the Academic Senate, a representative from the AFT (Instructional unit for academic programs), and a student representative appointed by the ASO. 


This Committee is responsible for devising a plan to modify the program including expenses so that it meets the academic community needs and its budgetary constraints. Revitalization plans for academic needs will be submitted to the Academic Senate and President of the College for approval. 


Program review and revitalization may determine that a program no longer fulfills the college mission and goals or is prohibitively expensive to revitalize (see Board Rules 6711 and 6711.10, and Education Code 78016, Title 5, CCR, 51022 (a). In such a case, the review committee may recommend to the Academic Senate that the program be discontinued. 

If the Senate does not concur with the Program Review Committee's recommendation for discontinuance, the Senate President will call a joint meeting of the Program Review Committee and the Senate in order to reach consensus.  However, if the Senate concurs, its recommendation and the final report from the Program Review Committee will be forwarded to the President.  


The appeal process of the Faculty Hiring Policies Committee will be followed if the Academic Senate or President cannot come to mutual agreement.
APPEALS

In the event the College President does NOT approve the Academic Senate recommendations:

1. The College President will state in writing the reasons for the rejection to the Academic Senate President, the Faculty Hiring Priorities Committee and to the AFT Chapter Chair according to the provisions of Article 33, and Board Rule 2.1.A.

2. The President’s reasons for rejection will be made within (ten) 10 college business days after receiving the Academic Senate recommendations.

3. The Academic Senate will consider the President’s written reasons and vote to

accept or reject them.

Filing the Appeal:


1. If the Academic Senate votes to reject the disapproval, an appeal may be filed by the Recording Secretary of the Academic Senate with an Appeals Panel for final solution.


2. If the Secretary of the Academic Senate is a member of the Faculty Hiring Priorities Committee, or a presenter, then the Academic Senate will elect a designee to file the appeal.

APPEALS PANEL

Composition of the Appeals Panel:


a. Academic Senate President


b. Faculty Hiring Priorities Committee Chairperson


c. Vice President of Academic Affairs


d. AFT Representative if Article 33 is relevant

Designees:


In the event that the Academic Senate President is either a member of the Faculty Hiring 
Priorities Committee or a presenter, the Academic Senate will elect a designee to sit on the Appeals Panel.

Procedure:

a. The Appeals Panel reviews and discusses the written rejection received from the College President.

b. The Appeals Panel prepares a written recommendation that is sent to the College President and to the President of the Academic Senate.

c.  All parties will make every effort to reach a mutually acceptable agreement.









FHPC Manual, Fall 2002

Program Review Process

The program review process will be under the direct supervision of the Division Chair or Manager responsible for the program.  The Division Council will develop the Academic Review Schedule and submit it to the Academic Senate for approval.  

The Office of Institutional Research and Planning or the Los Angeles Community College District databases will be used in all program reviews whenever possible. All approved course outlines and curriculum reviews will be on file in the Office of Instruction. All sources will be cited appropriately in order to verify data.

A Program Review Self-Study Committee will be composed to complete the program review. This committee will consist of:


Division Chair or Manager


Program Faculty


Program Staff


Administrator responsible for area


Vice-President of Cluster


One outside professional or alumni


Two students currently enrolled in the program under review

Upon completion of all forms and collection of all pertinent information, the Division Chair or Manager will convene the committee. The committee will review and evaluate the documentation and develop a list of needs with a timeline and an estimated budget. This written evaluation will be included in the program review.

The completed program review will be forwarded to the Division Council. The Division Council will review and discuss the evaluation and either return it to the self-study committee for further information or documentation or accept it.  The Division Council will submit a written report with its evaluation of the program review.

All academic program evaluations will be sent to the Academic Senate for approval.  If the Academic Senate does not concur with the Division Council's recommendations, it will remand them to the Program Review Committee.  Written reports must accompany 

recommendations at every step.

If the Academic Senate concurs with the Division Council recommendations, it will forward them to the College President for concurrence.  If the College President does not concur with the Senate's recommendation, collegial consultation will occur.  If the College President agrees with the Senate's recommendation, the program review will be forwarded to the CPC for incorporation into the college educational master plan.

Los Angeles Harbor College

Discipline/Program Review

Format

Academic Program Review 

(Please submit one completed form for each program or certificate.  Course outlines and sample syllabi may be submitted in digital format.)

Name of discipline: __________________________

Division chair:         __________________________ Phone number: ____________

Names and types of program:


 FORMCHECKBOX 
 Degree program______________________________________________________

 FORMCHECKBOX 
 Certificate program ___________________________________________________

 FORMCHECKBOX 
 Skills certificate ______________________________________________________

 FORMCHECKBOX 
 Attach discipline offerings from College publications

 FORMCHECKBOX 
 Attach current course outlines, accepted by the Curriculum Committee, for all

approved classes offered in the program:

 FORMCHECKBOX 
 Current sample class syllabi for courses offered in the program are available for

review in the Department/Division office. 

 FORMCHECKBOX 
 Attach current Unit Plans

Please write a brief overview of the program. Align the program with the college 

goals and strategies.  Include:

Number of full-time faculty FTEF BY SEMESTER since last review or previous three years:

Number of adjunct FTEF BY SEMESTER since last review or previous three years:

Number of FTEF taught as overload by full-time faculty:

Total FTEF BY SEMESTER since last review:

Document changes in support personnel, classifications, and budget since last 

review or the previous three years:

Number of sections offered including sections canceled, not listed in the class 

schedule, or combined:

GE credit courses:


Major required courses:


Elective courses:


Total sections:

Total WSCH:




GE courses:


Major required courses:


Elective courses:


Total WSCH:

Total WSCH to FTEF:

List WSCH to FTEF for the past three years BY SEMESTER:

List total numbers for past three years:

Degrees awarded:



Certificates awarded:


Skills certificates awarded:

Retention rate:



GE courses:


Major required courses:


Elective courses:


Overall retention rate:

Successful completion:


GE courses:


Major required courses:


Elective courses:


Overall successful completion rate:

What areas of the program need strengthening?

What are the strengths of the program?

Summarize program and unit plan modifications necessary for program 

improvement, including objectives, budgets, and 

timelines for implementation.

For programs requiring advisory committees, attach minutes from the last three 

meetings indicating that recommendations have been discussed.

Explain how course content is current and relevant to student needs.

What sources of data outside the college data set (if any) were taken into 

consideration in this part of the program review?

What trends are indicated by a review of the data?

Academic Support Program Review

DEFINITION OF AN ACADEMIC SUPPORT PROGRAM


An Academic Support program is any cost or revenue center that is not required to generate WSCH.  Some programs must perform program review for state or agency mandated requirements.  Those programs do not need to duplicate these efforts; however, they do need to update unit plans as necessary.

PROGRAM INITIATION


There are many ways in which a new program may become an active component of Los Angeles Harbor College.  New programs may be initiated by any planning unit and must be approved as provided for in the Planning and Procedure manual.


These procedures apply to stand alone Academic Support programs as well as those incorporated in grants and specially funded programs.


Before becoming institutionalized, all Academic Support programs after consultation with the Senate where applicable must be approved by the College Planning Council (CPC) and the President of the college.

PROGRAM REVITALIZATION OR DISCONTINUANCE


The program review process may indicate that a program no longer successfully serves the purpose for which it was intended.  In such cases, a program revitalization process will begin.  This process is designed to modify, enhance, or modernize the program in order to allow it to continue.  


A Program Revitalization Committee will be charged with the assignment of analyzing, evaluating, and recommending necessary changes to the program.  The committee will be composed of all non-probationary personnel in the program, the administrator responsible for the program, a faculty member appointed by the Academic Senate, a representatives from the appropriate bargaining unit, and a student representative. 


This Committee is responsible for devising a plan to modify the program, including expenses so that it meets the college community needs and its budgetary constraints.  After consultation with the Academic Senate where appropriate, a new unit plan will be submitted to the CPC and the College President for approval. 


Program review and revitalization may determine that a program no longer fulfills the college mission and goals or is prohibitively expensive to revitalize.  In such a case, the Review Committee may recommend to the CPC that the program be discontinued. 


The CPC may develop an appeals process.   

Academic Support Program Review Process

The program review process will be under the direct supervision of the Manager responsible for the program.  The Office of Institutional Research and Planning or the Los Angeles Community College District databases will be used in all program reviews whenever possible.  All sources will be cited appropriately in order to verify data.


A Program Review Self-Study Committee will be composed to complete the program review.  This committee will consist of:


Manager


Program Staff


Administrator responsible for the area


Vice-President of Cluster


One outside professional or alumni


Two currently enrolled students


Two faculty, one appointed by the Academic Senate and one by the AFT


The manager will convene the committee, assign duties, and accumulate pertinent information.  Upon completion of all forms and accumulation of all support documentation, the committee will review the document, assess the successes of the program, and develop a list of needs with a timeline and an estimated budget.  This written evaluation will be included in the program review.  


The completed program review will be forwarded to the College Planning Council (CPC) cluster committee responsible for the program.  The cluster committee will review the program review documents and either return it to the self-study committee for further information or documentation, or accept it.  Either way the cluster committee, will issue a written report to accompany the document.


All final Academic Support Program Reviews will be sent to the CPC for review, acceptance, and incorporation into the College Master Plan.

Academic Support Program Review

(Please submit one completed form for each program.)

Name of department or unit: __________________________

Supervisor or manager:   _______________________ Phone Number: ____________

Name and type of program:


Please write a brief overview of the program.  Align the program with the college goals and strategies.

Number of full-time personnel BY SEMESTER since last review:

Number of part-time personnel BY SEMESTER since last review:

Total FTEP BY SEMESTER since last review:

Number of support personnel and classifications with history since last review:

Students served by semester for the past three years:

Quantitative data to support program efficiency and value added:

Qualitative data to support program efficiency and value added:

What areas of the program need strengthening?

What are the strengths of this program? 

Summarize program and unit plan modifications necessary for program 

improvement.

 FORMCHECKBOX 
 Attach current Unit Plans.

Support Documentation

The following template is to be used as appropriate to the individual program being reviewed.  Additional appropriate documentation can be used as required.  

Program:

Division:

Beginning date of self-study


Completion date of self-study



Self-study committee members:

Division chair:

Program faculty:

Program staff:

Program administrator:

Vice-president of cluster:

Professional or alumni:

Students:

State mission, goals, and objectives of program: 

State how the program mission, goals, and objectives match those of the College:

State purpose of program:

History of program:

Describe any unique institutional goal the program satisfies:

For each degree and certificate offered by the program, complete the following:

Degree________________________

Program requirements for degree:

Certificate______________________

Program requirements for certificate:

Number of major students:

Numbers of sections, by year over five years:

Number of students, by year over five years:

Number of full-time faculty: (immediate past year)

Number of adjunct faculty: (immediate past year)

Total full-time equivalent faculty: (immediate past year)

Ratio of students to FTEF: (immediate past year)

Full-time equivalent students (FTES): 

Number of permanent staff: (immediate past year)

Number of full-time equivalent staff: (immediate past year)

Number of full-time equivalent personnel: (immediate past year)

Gender breakdown of students: (immediate past year)

Ethnic breakdown of student: (immediate past year)

___African-American

___ Asian

___ Filipino

___Latino

___Native Americans

___Pacific Islander

___White

___Other/Declined to State

Age breakdown of students: (immediate past year)

___19 and under

___20-24

___25-29

___30-34

___35-39

___40-44

___45-54

___55 and over

Number of special students served: (immediate past year)

Describe any special funds awarded to program:

Student Survey Guidelines and Template

Within the first half of the semester, the Student Survey should be administered to students in the program or discipline involved in the program review self-study. Beyond that time, input from students who have dropped is lost, and information from these students may be some of the most valuable for the program. A copy of a generic survey appears on the following pages. The survey does not need to collect data such as ethnicity, age, gender, or GPA, which are available from other sources and may be matched by student identification number.

You may wish to add questions to the generic survey that deal specifically with the own program. It is an excellent opportunity to gather valuable information with little additional effort. The research office will tabulate results and a copy of the survey with results will automatically be added to the data book. You are able to use this information in analyzing the current program as well as in future planning. You will also wish to develop surveys to poll groups other than students, such as faculty, staff, and/or community members. The research office may assist with this process. 

1. Review the generic survey and determine which additional questions would be valuable to the program. Non-instructional programs and services may need to modify some of the generic questions. Contact the research office if this is the case.  

2. Write additional multiple choice questions following the format of the generic survey. There should be no more than 50 questions. Remember that the questions must be multiple-choice, and only one answer per question can be selected.  If open-ended questions are desired, you may add them, but you will have to evaluate those answers.

3. Submit supplemental questions to the research office by mid-September in order to have final surveys available for the classrooms early in the fall semester. The office staff will read them over for clarity and format and return them to you so that you can finalize the survey and have it duplicated. Directions for administering the surveys will be provided.  

4. The surveys should be administered within a one- to two-week period. When you have finished, return the surveys to the research office. The results will be tabulated and returned to you with the data book so that you can incorporate the information into the self-study document.

5. If you have a large number of students (over four or five hundred), you may wish to administer the survey to selected classes only. Contact the research office to help you determine a representative sampling.

6. If you would like a breakdown by groups of the information obtained from the student surveys, contact the research analyst prior to finalizing the questions. Staff will help you determine whether it is possible to do and if so, the most useful categories for the program (e.g., day vs. night students or new vs. continuing).  
Program Review Student Survey


In order to continuously improve instruction, course offerings, student services, and Los Angeles Harbor College’s educational environment, we need the input.  Please answer the following questions to the best of your ability, using the Scantron sheet provided.
IF YOU HAVE FILLED OUT THIS SURVEY IN ANOTHER CLASS THIS SEMESTER, PLEASE ENTER THE NAME AND SECTION OF THE CLASS HERE ______________________________________________


Use a soft pencil on the Scantron answer sheet.  


Please select only ONE answer to each question.

If you wish to change the response, erase the first mark completely.


Enter your Social Security number in the space provided on the answer sheet.  

Please fill in the SSN on the Scantron Sheet in the spaces provided. This information is used only to compare groups of students and prevent multiple surveys from individuals within the same program. The Social Security number and the identity will remain confidential and are used only by the Office of Institutional Research to assist in program review.

 1.  The number of hours per week that I usually work are:


a.  I do not work at all


d.  21 - 30  hours


b.  Less than 10 hours
 

e.  31 - 40 hours


c.  10 - 20 hours


f.  40+ hours

2. In addition to Los Angeles Harbor College, I also am attending classes at:


a.  El Camino College 


    d. Other School


b.  Another Los Angeles Community College    e. No other school


c.  High School

3.  I am attending other colleges because: (Answer only if attending another campus)


a. Required course(s) not available at Harbor College


b. Course(s) is offered by not at a convenient time


c. Classes at Harbor College were filled 


d. Reputation of the other college



4.
I would like to see more class sections at the following time:



a.
Saturday classes
d. Morning classes (8 a.m. to noon)




b.
Evening classes (after 4 p.m.)
e.  Early morning classes (before 8 a.m.)



c. Afternoon classes (noon to 5 p.m.) f.  Internet classes





g. ITV classes

5.  Mark all that apply:



Most of my courses take place:



a.
Day courses (before 4:30 p.m.)

d. Weekends only



b.
Evening courses (after 4:30 p.m.)

e. Day, evening, and weekends



c.
Both during the day and the evening
f. On-line courses only






g. ITV classes

6.  The main reason I chose Los Angeles Harbor College was



a.
Convenience to home or work




b.
Affordability






c.
Availability of courses not offered elsewhere




d. 
Recommendation by a friend or relative



e.
Recommendation by a high school counselor or teacher



f.  College reputation



g.
Other

7.  My access to computers and the Internet can be described as (check the one that best applies to you):

a. I own my own computer, and I am connected to the Internet.

b. I own my own computer, but I am not connected to the Internet.

c. I have an e-mail account.

d. I do not own a computer, but I have access to one at school, work, etc.

8.  My computer skills can best be described as (select one):

a. Able to trouble shoot operating system problems with my computer

b. Regularly use the internet, other applications, and can download information

c. Regularly use the Internet and some other applications, Word, Excel, etc.

d. Only use the internet; often need help from others

e. Non-existent; I don't have any computer skills

This document is signed with the understanding that the program review student survey is a sample and that the Academic Support Program Review Process is in draft form.  

Approved by the Academic Senate of Los Angeles Harbor College

____________________________________ 

Date: ___________________

Approved by the College President

___________________________________

Date: ___________________

Prepared: 11/21/03 swm
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