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Non-Instructional Program Review Template

[bookmark: _Toc174960727][bookmark: _Toc174960820]The purpose of the Non-Instructional Program Review is to enhance the quality and effectiveness of services provided to the campus community through a meaningful, manageable, flexible, and collaborative self-study completed by non-instructional area members. The Non-Instructional Program Review is the process in which we answer: How well are we doing what we said we were going to do? Managers are encouraged to work collaboratively with their staff throughout the process. The Office of Institutional Effectiveness, Research, Planning, and Grants offers individual consultations to assist in the review of your non-instructional area data.  

Please use this template and the Goals and Resource Request Worksheet to complete the programs self-study.

For additional assistance and questions about the Non-Instructional Program Review, please email the Office of Institutional Effectiveness, Research, Planning, and Grants office at planning@cerritos.edu.


[bookmark: _Toc174960728][bookmark: _Toc174960821]Section 1: Non-Instructional Area Overview
A. [bookmark: _Toc174960729][bookmark: _Toc174960822]Non-Instructional Area Mission and Alignment
Instructions: In this section, the area will review and, if necessary, update its mission. It will also describe how its services align with and support the mission of the institution. 

Cerritos College Mission: Cerritos College provides its diverse student population with high-quality, comprehensive instructional programs and support services through clear, equity-minded pathways to their educational goals. In doing so, the college develops culturally competent students with the knowledge, skills, and values that prepare them to be productive members of their local and global communities. Cerritos College provides its diverse student population with high-quality, comprehensive instructional programs and support services through clear, equity-minded pathways to their educational goals. In doing so, the college develops culturally competent students with the knowledge, skills, and values that prepare them to be productive members of their local and global communities.

1. Provide a mission statement for the area that clearly and succinctly describes its purpose, direction, and values.
	Click or tap here to enter text.


2. Briefly describe how your mission and purpose aligns with the Cerritos College mission and Students First Framework.
	Click or tap here to enter text.

B. [bookmark: _Toc174960730][bookmark: _Toc174960823]Non-Instructional Area Description
[bookmark: _Hlk174967468]Instructions: In this section, describe your non-instructional area.  Provide clear information about the services you provide and how you disseminate information to constituents.

1. Provide a list and a brief description of the services you provide.
	Service
	Description

	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.


2. Describe efforts to promote the availability of your services to current and prospective users. 
a. Describe the key methods used to assist users in getting information about your service offerings (e.g., publicity, outreach, recruitment, etc.).
	Click or tap here to enter text.


C. [bookmark: _Toc174960731][bookmark: _Toc174960824]Non-Instructional Area Organizational Resources
Instructions: In this section to describe your non-instructional area’s organizational structure.  

1. Please describe your non-instructional area’s organizational and personnel structure. Discuss:
a. Positions (e.g., managers, classified, part-time, etc.).
b. Collaboration (e.g., area meetings structure/frequency, staff-to-staff and staff-to-manager communication, etc.).
c. Organizational chart (optional).
	Click or tap here to enter text.


2. How does your current staff profile facilitate or impede the non-instructional area’s ability to fulfill its primary mission and functions?
a. If applicable, what strategies has the area adopted to address staffing-related impediments?
	Click or tap here to enter text.


3. Describe any challenges the non-instructional area has encountered with respect to the recruitment and retention of qualified staff.  What are the implications of these challenges?
	Click or tap here to enter text.

4. How does the non-instructional area facilitate appropriate career development and progression for staff? 
a. Describe the non-instructional area’s professional development resources, activities, and/or opportunities.
b. How does this engagement directly reflect on the direction of your non-instructional area.
	Click or tap here to enter text.


5. Please describe the succession planning for your non-instructional area.
a. What steps are in place?
b. How does the non-instructional area plan to make changes to services (realignment, reorganization, or other strategies) to ensure continuous improvement in the face of staff turnover, retirement, and attrition?
	Click or tap here to enter text.


6. What assessment methods and measures (either formal or informal) does the non-instructional area use to determine staff well-being, satisfaction, and motivation? 
a. How does the department use the findings from these assessment efforts to improve the work environment?
	Click or tap here to enter text.

7. What significant projects, tasks, workgroups, and committee work are the staff of your non-instructional area engaged in? 
a. How does this participation reflect on your non-instructional area’s plans and integration with the college.
	Click or tap here to enter text.


[bookmark: _Toc174960732][bookmark: _Toc174960825]Section 2: Non-Instructional Area Trends
A. [bookmark: _Toc174960733][bookmark: _Toc174960826]Non-Instructional Area User Demographics and Service Trends
Instructions: In this section, identify the user demographic trends and service trends for your non-instructional area. Reflect on the services you provide, describe the user trends for specific services, and reflect on the trends with a focus on equitable outcomes.
1. Whom do you serve?
a. Describe your primary and secondary user groups that the non-instructional area attracts and serves. 
b. Describe the usage trend for your non-instructional area in the last three years. 
i. Has it remained steady, increased, or decreased? 
ii. Describe any factors that contributed to any change.
c. [bookmark: _Hlk174967751]If serving students directly, describe the demographics and representativeness of the populations served (e.g., race/ethnicity, gender, age range, foster youth, and first-generation status).
i. How do the demographics of your users compare with the college as a whole? 
ii. Are the trends within your program in alignment with the broader, collegewide trends?
iii. Are there different patterns of usage for different demographic groups (e.g., race/ethnicity, gender, age range, foster youth, and first-generation status)? Draw clear connections between your data trends and attempts to identify and mitigate equity gaps. 

	Click or tap here to enter text.

[bookmark: _Toc174960735][bookmark: _Toc174960828]Section 3: Non-Instructional Area Performance and Effectiveness
A. [bookmark: _Toc174960736][bookmark: _Toc174960829]Non-Instructional Area Outcomes Assessment Process
[bookmark: _Hlk174968096]Instructions: In this section, describe how the non-instructional area evaluates success in fulfilling your mission and goals. You will discuss the assessment process for the Administrative Unit Outcomes (AUOs).

1. What methods are used to assess your non-instructional area outcomes (AUOs)? If these are not in place, what do you plan to do in the future to collect this evidence?
	Click or tap here to enter text.


2. How are user needs assessed and considered in the development and delivery of programs and services? 
a. What methods does the service area use to remain current with respect to understanding user needs, interests, and experiences? 
b. What are the sources of information your non-instructional area uses to understand current needs? 
c. How have the needs changed over time?
	Click or tap here to enter text.


3. How does the non-instructional area track service usage patterns and determine users’ satisfaction and dissatisfaction with the non-instructional area’s performance? If these are not in place, what do you plan to do in the future to collect this data?
	Click or tap here to enter text.


B. [bookmark: _Toc174960737][bookmark: _Toc174960830]Non-Instructional Area Outcomes Assessment
Instructions: In this section, discuss the results of the AUO assessments and how the results inform non-instructional area improvements.

1. What does the data say about the success of your non-instructional area with respect to the achievement of your non-instructional area outcomes? Identify and describe the data sources.
	Click or tap here to enter text.


2. What areas for improvement are suggested by the data?
	Click or tap here to enter text.



3. How is assessment data used to inform organizational decisions, management practices, and program/service delivery strategies?
a. How has the assessment of the non-instructional contributed to your non-instructional area’s improvements? 
	Click or tap here to enter text.


4. How does the non-instructional area make needed data and information available to area stakeholders?
	Click or tap here to enter text.

[bookmark: _Toc174960738][bookmark: _Toc174960831]
Section 4: Previous Three-Year Non-Instructional Program Plan Reflection
A. [bookmark: _Toc174960739][bookmark: _Toc174960832]Non-Instructional Area Three-Year Reflection
Instructions: In this section, reflect on what went well and what didn’t in the past three years, and your progress towards meeting the established goals and outcomes from your previous plan.  Comment on internal (e.g., changes in technology, staffing, resources, facilities, etc.) and external factors (e.g., community outreach/partnerships, etc.) that significantly impacted the non-instructional area’s goals and/or effectiveness at increasing student success.  


1. What are the primary strengths of the non-instructional area?
a. How have these changed over time?
b. What innovative programs/services/practices has the department instituted that puts it out in front with respect to “best practices” in the field?
	Click or tap here to enter text.


2. What major challenges face the non-instructional area?
a. What needs to occur, primarily within existing resources, to successfully make improvements in these areas?
	Click or tap here to enter text.


3. Comment on the progress toward achieving your previous non-instructional area goals and AUOs. Discuss what has/is/will happen and the status of each goal and AUO. 
	Click or tap here to enter text.

4. Where would you like your non-instructional area to be three years from now? Dream big while considering any upcoming changes (e.g., new buildings, growth, changes in the services, etc.). Consider the following in your response:
a. Describe the colleagues and partners inside and outside the institution with whom you would like to work in the ideal future.
b. What long-term impact would you like your non-instructional area to have on the College and the community?
c. What strengths, opportunities, or new directions now exist on which you can capitalize in three years’ time?
	Click or tap here to enter text.

[bookmark: _Toc174960740][bookmark: _Toc174960833]
Section 5: Non-Instructional Area Three-Year Action Plan (Goals, AUOs, Objectives, Action Plans, and Resource Requests)
A. [bookmark: _Toc174960741][bookmark: _Toc174960834]Non-Instructional Area Goals, AUOs, Objectives, Action Plans, and Resource Requests
Instructions: In this section, using the Goals and Resource Request Worksheet, identify the program’s goals, AUOs, objectives, action plan, and alignment with the Student First Framework, for the next three academic years. Specify any resource requests for the upcoming year and note any anticipated requests you foresee over the next three years. For each resource requested, please specify how this will address a goal or AUO deficiency.

Please complete ALL sections of the worksheet in its entirety.

Section 6: Non-Instructional Area Program Review Process Reflection
A. Non-Instructional Program Review Process Reflection
Instructions: Please comment on how your non-instructional area communicated about the various elements of your program review (i.e., department meetings, workgroups, collaborative running document, consultations (e.g., IERPG)).

1. What capacity were your non-instructional area staff, and/or users involved in the program review process?
	Click or tap here to enter text.


2. How did you ensure all members of your non-instructional area were involved in the outcome assessment discussions, evaluation of area data, and contributed to the area goals, AUO, objectives, and action plan discussions and development?
	Click or tap here to enter text.
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