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Participating Offices

· Office of the President
· Office of the President

· LPC Foundation

· Office of Institutional Research and Planning

· Office of Administrative Services
· Office of Administrative Services

· Technology Department

· Campus Safety/Parking

· Business Office (Finance, HR campus specific)

· Communications (Switchboard, mail room, reception)

· Maintenance and Operation (LPC specific)

· Office of Academic Services

· Office of Academic Services

· Office of Dean of BCATSS

· Office of Dean of PEHW

· Office of Dean of A&C

· Office of Dean of MSEPS

· Teaching and Learning Center

· Library

· Office of Student Services

· Office of Student Services

· Office of Dean of Student Services

· Office of Dean of Enrollment Services

· Admissions and Records

· DSPS
Template Summary for Las Positas College:
Units will review their programs using a multi-step process Step 1: Units will create their Mission Statement, link their services to the College Mission/Goals and list major functions and stakeholders. 
In step 2a Units will respond to the Universal KPI’s as collected by the Office of Institutional Research and Planning. This data has been provided to you.  These measures come from a survey of all LPC employees which asked respondents to rate each office on: Overall Quality, Responsiveness, Effectiveness, and Advancing the Mission/Goals of the College.   These are your KPI’s and you will also have a College average to use in your analysis. You are also provided with any comments left by respondents. You will be asked to provide a summary evaluation of the Office (Exceptional, Satisfactory, needs to improve) for each KPI. 
Step 2b is optional and allows units to create additional KPI’s unique to you.  For example, the Computer Lab and Library may wish to use Student Survey data or some units may wish to list activities related to their mission such as events and committee work. Units may also have additional data such as number of events, funds raised, number of ad hoc requests completed. If you need assistance with this or any portion of the Self Study please contact the Office of Research and Planning,  

In Step 3 units create Action plans for future activities aimed at increasing KPI’s.  Units are asked to differentiate between goals that require no new resources and those that would require new/or transfer of resources.  For example, in an effort to increase the perception of Responsiveness of the Office, Institutional Research and Planning will hold weekly Office hours designated for work on Ad Hoc requests and staff can drop in for assistance.  The IPR may also wish to hire a part-time Research Analyst to respond directly to staff requests for data.  

In Step 4, Units enter their planning information into an excel spreadsheet that combines planning efforts from other Program Review processes (Instructional, Student Services)

Program reviews are due to your Vice President or President on February 1, 2011

Step 1: Mission, Functions and Stakeholders (2 page Maximum)
What is the specific purpose (mission) of your department? 
How does the purpose of your department align with LPC’s College Goals and it’s Mission? Please refer to specific goals and parts of the College Mission. 
List core (major or most important) functions and services of your department that contribute to the accomplishment of your mission.
Identify the users/stakeholders of your products and services.
Step 2a: Analysis of Universal KPI’s (1-2 pages)
Using the data provided by the Office of Research and Planning please analyze the findings for each KPI. Please discuss each KPI in terms of your performance compared to the College Average. You may use the comments as well. Areas that need improvement will require Action Planning. 
Overall Quality: Unit score____ College Average______

Analysis:
Evaluation:  FORMCHECKBOX 
 Exceptional,  FORMCHECKBOX 
 Satisfactory,  FORMCHECKBOX 
 Opportunity for Improve

Responsiveness of Office: Unit Score____ College Average______

Analysis:

Evaluation:  FORMCHECKBOX 
 Exceptional,  FORMCHECKBOX 
 Satisfactory,  FORMCHECKBOX 
 Opportunity for Improvement
Effectiveness of Office/Services: Unit Score___ College Average___

Analysis:

Evaluation:  FORMCHECKBOX 
 Exceptional,  FORMCHECKBOX 
 Satisfactory,   FORMCHECKBOX 
Opportunity for Improvement
Advancing the Mission /Goals of the College: Unit Score____ College Average____

Analysis:

Evaluation:  FORMCHECKBOX 
 Exceptional,  FORMCHECKBOX 
 Satisfactory,   FORMCHECKBOX 
 Opportunity for Improvement
Overall Conclusions:
Step 2b: Additional KPI Analysis

Units are encouraged to measure and analyze additional KPI’s specific to their department. For example Library might want to report expenditures on data bases, the Business office might want to report how many transactions were processed or community events held on campus.  If your Unit is responsible for implementing strategies in the Strategic Plan you  ay include them.
Example 1: 

KPI #1 description: Number of community events held in LPC faculties

KPI #1 Measure: 25 community events were held in 2008-9 compared to 13 the prior year

KPI #1 Analysis: Community events have increased however the loss of the staff person assigned to this duty has created difficulties this year year.  We also need to assure that costs of events are covered by the fee charged to the sponsoring organizations.  

Example 2: 


KPI #2 description: Number of Ad hoc requests completed on time (as needed by the requestor)

KPI #2 Measure: 23 Ad hoc requests were completed in a timely manner.  The office needed to refuse/postpone 7 requests 
KPI #2 Analysis: Ad hoc requests are becoming a larger and larger part of the work of the office.   The office does not have the staff to keep up with the requests.  
Example 3: 

KPI #3: Establish and run the Institutional Effectiveness Committee

KPI #3 Measure: Committee Established and regular meetings held

KPI #3 Analysis: The IE committee was established but needs 2 more classified representatives to be complete.  Based on feedback from committee embers the Committee needs to establish methods of communication with other committees as well as establish an annual calendar (ie. March; strategies are selected, April/May: Committee evaluates KPI data/Institutional Indicators)

KPI description:

KPI Measure

KPI Analysis:
Evaluation:  FORMCHECKBOX 
 Exceptional,  FORMCHECKBOX 
 Satisfactory,   FORMCHECKBOX 
 Opportunity for Improvement
Step 3: Objectives, Action Plans to address Opportunities for Improvement
Proposed Objectives and the Action Plans to meet your objectives should be based upon an in-depth understanding of the opportunities for improvement as guided by your analysis of KPI’s .  It may be that you do not have enough information to establish the causes of the identified opportunity for improvement.   In that case, you may want your Objective to be “increase overall ratings of satisfaction” and your Action Plan would be something like this: “Establish a team to study the root causes of the department’s negative trend in customer satisfaction and recommend action.”  If you are confident that you have identified an Action Plan that will directly address the opportunity for improvement, identify it, and specify how it will result in improvement.  Please fill out one form for each Action Plan.
For example, the Objective of the Office of Institutional Research and Planning may be to increase perception of Responsiveness of the Office.  The Action Plan surrounding this Objective includes holding weekly Office Hours designated for work on Ad Hoc requests and for staff to drop in for assistance. The IRP may also request a classified position to increase responsiveness which would require additional resources.

If you require Assistance with this step please contact your Supervisor or the Office of Institutional Research and Planning.  
Step 4: Common Tool
Using the Program Development Common Tool (GREEN) please enter the information into the excel spreadsheet based on your Action Planning forms.  Again, if you require any assistance please contact the Office of Research and Planning

	Action Plan Form 

Las Positas College

 Non-Instructional Program Review


	Unit: 

	Semester/year:

	Objective:

	Which Unit KPI will this address and how will your plan address it?

	Description of activities

	


	How will you measure the success of your objective?

	What other internal and external departments or organizations do you need to cooperate with to accomplish this activity?

	Estimated resources/costs

	Category
	Description
	Estimated Cost (if known/if any)

	Staff
	
	

	Supplies
	
	

	Facilities
	
	

	Equipment
	
	

	Other
	
	

	Other
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