Non Instructional Program Review- PILOT
Las Positas College

Fall 2009
Participating Offices

· Office of the President

· VPAS area Innovation Center
· VPBS area IT Department
Pilot Template Summary for Las Positas College:

Units will review their programs using a year-long, 5 step  process.  Step 1: Units will create their Mission Statement, identify major functions and stakeholders. In step 2 Units will develop a plan for determining performance including the types of data they will collect. A College-wide Survey with both common questions and customized questions about each Department/Unit.  Each department submits questions to the Office of Institutional Research and Planning that assesses their Performance Measures.  The IR&P will create one master survey to be deployed College-wide. Some questions will be common to all Departments/Units.  Departments may also collect and report additional data that asses performance (such as number of transactions, major project completed, process updated, assessment).  In Step 3 Units identify best practices used at other institutions that they would like to implement.  In Step 4 Units write up the results of their performance measures.  In Step 5 units create Action plans in input those into the Standard Program Review data base.

Step 1, 2, and 3 will take place in Fall. Steps 3, 4, and 5 take place in Early Spring.  The Final Report is due in April.
Step 1: Written Report-Department Purpose (Mission), Functions and Stakeholders (2 pages)
What is the specific purpose (mission) of your department? If your department has a mission statement review it to see if it is still appropriate.  Revise as needed.
How does the purpose of your department align with LPC’s College Goals and it’s Mission? (If College Goals are not in place by 2010 use only the Mission)
What are the core (major or most important) functions of your department that contribute to the accomplishment of your purpose?
Make a list of the major services and/or products you are providing.
Identify the users/students/stakeholders of that product or service.
How do you determine the short and long-term requirements and expectations of your users/students/ stakeholders? How do you know what they need?

How do you/will you follow-up after your users/students/stakeholders receive your product or service to determine if it met their needs (such as through a satisfaction survey)? How do you know if you are meeting their needs?

Due date: Monday Oct 26th, 2009
Step 2: Instructions-Establish Ongoing Performance Measures (1-2 pages)
The IR&P will be happy to meet with your department to complete Step 2. 

A critical component of a good department review is the collection and analysis of appropriate measures of department performance. Some things to consider when determining appropriate performance measures for your department are:

· Is the measure directly related to the department’s important functions?

· Is there a focus on improvement, i.e. how will you use the information you collect and analyze to improve your department’s performance?

· Does the measure give immediate feedback and provide for continuous assessment?
· Does each primary function have multiple measure of performance?

Assess information you might already collect or have that could be assessed.  

· What measures related to your department’s performance do you already collect on a regular basis?  This might include measures of “how many” or “how often” or “how much.”  These are important measures to collect, but also consider measures that relate to “how well do we” or “how effective is” or “how satisfied are our users.”  What measures do you collect on an occasional basis?  Do you review or analyze the data collected?  Do you use it to make improvements? 
· Don’t forget to include information such as: performance or financial audits, reports from accrediting bodies, recommendations from consultants, etc.  (Not all measures are in numerical form.)
Step 2: Written Report -Establish Ongoing Performance Measures (1-2 pages)

What information would you need to collect in the future? What additional measures related to the department should be established in order to address the critical processes conducted by your department?  Do you need assistance in creating/collecting and analyzing data?  Do you need to better document current processes (number of services performed, number of transactions). 
If you wish to participate in the College Departmental Review Survey please submit questions to the Office of Institutional Research and planning by the deadline.  The IR&P will be happy to meet with your department to assist you with Step 2.  

Due Date: Monday Oct 26th, 2009 College Departmental Review Survey conducted Oct/Nov 2009. Data/Findings published Dec 2010.

Step 3 : Identify Best Practices at other Institutions (1-2 pages)

Departments are asked to identify a college or other organization that you know has a national reputation in your area or has some practices you’d like to adopt.  Depending on cost and time, it may be possible to provide support for you and maybe others in your unit to visit this college.  
If you are unable or chose not to visit another school that requires distant travel, it may be possible to contact individuals at these schools/organizations and discuss their structure and processes.  They may be willing to share process manuals, planned activities etc.
Step 3: Written report- Best Practices (1-2 pages)

· Colleges/organizations identified with best practices

· Other sources of information on best practices

· Best practices you would like to adopt or set as goals for your area.  In addressing these issues please consider the elements address the primary function of your unit as well as your Performance Measures.
Due Date: March 22nd, 2011
Step 4: Written Report- Results of Performance Measure (2-3 pages)
If needed please contact the Office of Institutional Research and Planning for assistance in analyzing and presenting your data. 
Report the sources of your data.

Organize the data into tables, charts or other formats that will be the most useful to analyze.
Describe the findings and their significance in relation to your primary functions

Due Date: March 22nd, 2011

Step 6: Identify Actions Plans and put into Planning Matrix
The proposed Action Projects should be based upon an in-depth understanding of the opportunity for improvement.  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 Action Project to 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 Project that will directly address the opportunity for improvement, identify it, and specify how it will result in improvement. Action plans should be divided into Project and associated tasks.  Each Project should address a goal and should be linked to the College goals.  

Please complete attached excel Matrix.  

Due Date: April 29, 2011
Las Positas College Office of Institutional Research and Planning-Fall 2008


