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PALOMAR COLLEGE INSTITUTIONAL REVIEW

2005 INSTRUCTIONAL PROGRAMS GUIDELINES FORM

Mandate and Purpose of Institutional Review

Institutional Review is defined by the Accrediting Commission for Community and Junior Colleges as “an ongoing process by which the institution evaluates and assesses the effectiveness of its programs and services for students.” At the department level, there are two important reasons why institutional review is valuable:
· Institutional Review allows you to assess and evaluate your program for your own information and purposes. This is an opportunity to develop measurable goals (quantitative) and identify your department’s strengths and weaknesses (qualitative) and describe how they affect the success of the institution.  For example, perhaps your program has lost personnel due to retirement.  Is that affecting your course offerings?  Perhaps one of your disciplines has changed over the last few years.  Do you need to revise course outlines, software, equipment, etc. to keep up with the changes?  Institutional review is a systematic approach to making these departmental conversations take place on a regular basis.

· Institutional Review is also one pathway by which the needs and changes in your department can be tied to the planning and resource allocations of the college.  The Dean will formulate a division summary that will go to the Instructional Planning Council.  After discussion, a report will go to the Strategic Planning Council, and if appropriate, to the Revenue Allocation Committee.

Institutional Review is also a valuable tool for the planning councils to collect college-wide information in a standard format. For example, one area is Learning Outcomes. Through Institutional Review, all departments discuss how they are assessing students and report their findings. The results show the diversity of ways faculty define and assess student learning outcomes.

Step 1 Establish your review team. The Department Chairperson establishes a self-study committee to design how the review will be carried out.  Meet together and brainstorm. Institutional Review is most effective when all staff are involved at some level because of the expertise and point of view of each person.  Remember you need to identify both quantitative and qualitative goals. Some committees include one or more students for their unique perspective.  The Institutional Review Committee encourages department-wide participation. 

Step 2 Carry out your review.  Some departments send out questionnaires to all members addressing each point in the review.  Some hold discipline-specific meetings.  Find the best way for your department to have meaningful dialogue.

Step 3 Complete Data Collection Form. Your self-study committee can access a blank data collection form on the Institutional Review website at http://sharepoint.palomar.edu/ir/.  Click on the link on the left side of screen titled “Fall 2005 IR Plans, Forms, Guidelines, & Data” then click on “2005 Instructional Programs Guidelines Form” and “2005 Instructional Programs Data Collection Form” to download and save the forms on your computer. 
Step 4 Submit Data Collection Form. The Department Chair must submit the review to the Dean by November 4. Also email the document to IRC for posting on the IRC sharepoint. 

Schedule for 2005-2006 Palomar College Institutional Review

	Date
	Task

	November 4, 2005
	Department Chair submits review to Dean

	December, 2005
	Dean submits division summary to Planning Council

	Jan/Feb., 2006
	Planning Council reviews summary and reports to SPC

	March 1, 2006
	SPC reviews Planning Council executive summary and submits feedback and recommendations to Deans and Department Chairs


The review committee answers the following questions for their department or program:

1. Provide a progress report on your department or program.
	Describe the progress made on any recommendations for new initiatives or areas of need identified in your 2003-2004 Institutional Review. Specifically, describe progress made toward the areas of program assessment, current program goals and objectives, and learning outcomes.


2. Insert quantitative data for this program.
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To answer question #2, you will need to access your department’s IR data. Go to http://sharepoint.palomar.edu/ir/ and click on the link titled “Fall 2005 IR Plans, Forms, Guidelines, & Data”.  First, open the Information Page to read general facts about the data provided for institutional review.  Then click on “2005 IR Data” to load Excel and display the program data. Be sure to select your department/program from the drop down box in Excel.  Staff Data are available by clicking the appropriate worksheet tab at the bottom of the screen.  Be sure to select your department/ program from the drop down box in Excel. Use this data to enter in the data collection form and answer questions #2 and #3.  Note: Department-level data are the summation of the discipline-level data within each department. Individual disciplines may gain insight into their program by accessing and reviewing the discipline-level data. See page 4 for definitions of the following Program Data Elements:
	Program Data Elements
	Fall 02
	Fall 03
	Fall 04

	Enrollment
	
	
	

	WSCH
	
	
	

	FTES
	
	
	

	WSCH/FTEF
	
	
	

	Retention Rate
	
	
	

	Success Rate
	
	
	

	% Enrollment to Max
	N/A
	
	

	
	
	
	

	Staff Data Elements
	Fall 02
	Fall 03
	Fall 04

	Contract FTE
	
	
	

	Overload FTE
	
	
	

	Hourly FTE
	
	
	

	Total FTE
	
	
	

	Now use the quantitative data as well as any other information (documentation or commendations) at your disposal to complete the remaining questions and discuss the program’s strengths and weaknesses.

3. Program assessment.
Every department/program experiences change over time as do the disciplines within. Here are some examples of areas to assess: What are your needs for additional fulltime faculty and in what areas; is there training that faculty/staff require; are there courses that are due to be evaluated for recency in content and articulation, and what needs do you have for such updates; are there certificate/degree programs that are due to be evaluated; does your department require new technology, software, equipment, or special facilities? This is not meant to be an exclusive or required list; it is provided for guidance only.




4.  Program accomplishments from last academic year. 
	What were the most significant program accomplishments in the last academic year? Examples: Adding more sections of a high demand course; adding a certificate or degree; adding technology to classrooms; new grant for professional or student development; and faculty or student publications or awards.


5. Current program goals and objectives. 
	List two or three measurable goals that are in line with Palomar’s Strategic Planning goals listed at http://www.palomar.edu/strategicplanning/mission.htm

Each goal must be accompanied by one or more measurable objective that can be used to determine when the goal is reached. 




6. Learning outcome goal and objective. 
	Identify one learning outcome that has been incorporated in one course in the program and identify a measure for determining whether the learning outcome has been achieved. Examples: success on embedded questions in exams; ability to read and interpret graphs; and tracking success of transfer students.


The Signatures section at the end of the form is a place for the department reviewer to sign that they have reviewed the available data, completed the form and submitted it to the Dean.
The feedback box provides an area for reviewers to give recommendations and input to the Institutional Review Committee to help improve the process in the next review cycle.
The Program Data Elements Section provides information about the students in this program.  Fall data are provided to conduct a consistent year-to-year comparison.

Enrollment is duplicated enrollment, i.e. the sum of all students enrolled in all courses in the program.  For daily and weekly census classes, enrollment is the number of students enrolled on census date.  For positive attendance classes, enrollment is the total number of students who were enrolled at any point during the semester.

WSCH Weekly scheduled contact hours.  Generally this figure is the number of hours the class meets per week (taken from the catalog) multiplied by the number of students enrolled on census date.  For positive attendance classes, WSCH is total hours of actual student attendance divided by 525.

FTES   Full-time equivalent students.  California defines a full-time equivalent student as one who attends class 15 hours per week for 35 weeks.  The simplest way to calculate FTES is to divide WSCH by 30.

WSCH/FTEF A standard measure of students served per faculty member.  The statewide target is WSCH/FTEF of 525.

Retention Rate The number of students who completed the course expressed as a percentage.  Defined as the number of A, B, C, D, F, CR, NC, and I grades divided by the number of A, B, C, D, F, FW, CR, NC, W, and I grades.  

Success Rate The number of students who passed a course expressed as a percentage.  Defined as the number of A, B, C, and CR grades divided by the number of A, B, C, D, F, FW, CR, NC, W, and I grades.  

% Enrollment to Max The  actual enrollment compared to the maximum enrollment set by each department expressed as a percentage.

The Staff Data Elements section provides general information about the faculty teaching in this program.  

Contract Faculty The number of full-time faculty teaching in the program, expressed in full-time equivalent faculty (FTEF).  This measure omits sabbatical, load bank, and department chair release.

Overload Faculty The number of full-time faculty teaching overload in the program, expressed in FTEF.

Hourly Faculty The number of part-time faculty teaching in the program, expressed in FTEF.

Total Faculty   The sum of contract, overload, and hourly FTEF.











































Note: Your institutional review submission will be posted on IRC password-protected sharepoint website.
Form prepared on 9/28/2005

