STUDENT AFFAIRS PROGRAM REVIEW
Revised Guidelines

1. The Student Affairs program review process will include the following areas:

Admissions Disabled Student Services
Advisement and Testing Financial Aid
Athletics/Intramurals Health Services

Career Placement Services Registration

Child Care Student Activities

Counseling Services

2. One area will be reviewed each year, simultaneously on all three campuses. Preparations
for each review will be coordinated by the Vice President for Student Affairs while the
actual review process on the campuses will be supervised by the campus Deans of
Student Services.

3. The Deans of Student Services will establish a Program Review Committee on each
campus to conduct the actual review. Each committee will have a chairperson plus at
least one representative from student services, one from the academic area, and one
student. The Chair of the committee will be the campus administrator responsible for the
area being reviewed, or a designee selected by the Dean of Student Services.



Preliminary Preparations

Two Semesters Prior to Program Review

For any service area without CAS Guidelines, an ad-hoc committee should be
formed to develop standards and a self-assessment guide consistent with the CAS
materials. This ad-hoc committee should be composed of the full-time person on
each campus with the primary responsibility for the service area in question. The
Vice President for Student Affairs shall provide consultative assistance and
support to the ad-hoc committee as needed. All newly created materials should
be forwarded to the Student Affairs Planning Committee for review and approval
by the end of the semester.

One Semester Prior to Program Review

For any service area with CAS Guidelines, an ad-hoc committee should be
formed as above to review the CAS materials and to make any changes that might
be needed. Once this has been completed, the person responsible for the service
area on each campus should begin completing the self-assessment guide, with the
expectation that the completed guide will be submitted to the Student Affairs
Planning Committee by the end of the semester.

A second task of the ad-hoc committee is to develop a user survey instrument(s)
for the program review. The committee may decide to use or adapt an existing
survey, or alternatively, to develop a new instrument specifically for this purpose.
The ad-hoc committee should also work with the Director of Institutional
Research to develop a survey format and a sampling plan which allows for
efficient data analysis and data collection respectively. The recommended
instrument and survey procedure should be forwarded to the Student Affairs
Planning Committee at least one month prior to the end of the semester to allow
time for review and approval.

Recommended Time Line for Program Review

Fall Semester

Week 1 Committee Chair schedules initial meeting

Weeks 2-3 Initial meeting is held. Dean of Student Services attends initial
meeting to clarify the charge and answer questions, and serves as a
resource person as needed throughout the process.

Weeks 2-6 During this period, the Program Review Committee:

a. reviews the completed self-assessment and any additional
information or documentation which may be available.

b. finalizes the plan to collect and analyze student survey
information (with Institutional Research);

C. develops a plan for conducting the program review.



Weeks 4-12  Committee collects survey information and analyzes the results.

Weeks 8-12  Committee carries out program review.

Weeks 12-15 Committee discusses results of program review and survey data,
and comes to preliminary agreement on outline of report, including

strengths, weaknesses, and recommendations.

Spring Semester

Weeks 1-9  Program review report is written and approved by Committee.

Week 9 Report is submitted to Dean of Student Services and Executive
Dean for comments and recommendations. The report may also be
forwarded to a peer administrator at another campus for review.
The Dean of Student Services



10.

All program reviews in Student Affairs should incorporate student survey information
into the review process (e.g., satisfaction, awareness, utilization).

If the Student Affairs Planning Committee is not satisfied with the quality of work or
progress of the Program Review Committee, it may take whatever corrective action it
deems necessary, including disbanding the original committee and establishing a second
committee to complete the review.

After the first program review has been completed, and in subsequent years thereafter,

the Student Affairs Planning Committee will reevaluate the process and recommend any
modifications that might be needed.

Approved 10/97



