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	GENERAL GUIDELINES

	TIME
FRAMES
	1. Scope:
· The time frame of Service Unit Review is 5 years, including the year of the review. 
· Data being reviewed for any item should go back the previous 4 years unless the Service Unit Review template states otherwise or the data are not available.       
    
2. Deadline Dates: 
· Second week of January – Service Unit Review document is due to dean or director for review. (Deans or directors may require submissions by their own, earlier due date.)
· First week of February – Service Unit Review Document is due to Program Review Steering Committee.

3. Years:  
· Years 1 & 3 – Implement Action Plan of Continuous Improvement Plan (CIP) and collect data.
· Years 2 & 4 – Analyze data and findings, update Action Plan.
· Year 5 – Write Service Unit Review of past 5 years, write Continuous Improvement Plan (CIP), and create new Action Plan.

	LENGTH 
OF RESPONSES
	Information provided in each section may vary but should be generally limited to the range of 1–2 pages or 500–1,000 words. 

An example of a response of appropriate length is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

	
INAPPLICABLE QUESTIONS

	If any question on this template is inapplicable to the unit, the author must so indicate in response to the question.




	EVIDENCE
	The Service Unit Review sections require you to provide evidence for assertions made.  

1. Sources:  

This evidence may come from various sources, including regulatory standards, responses to constituent surveys, and Collin’s Institutional Research Office (IRO), may be quantitative and/or qualitative. If you are unfamiliar with any of these information sources, contact the Institutional Research Office at effectiveness@collin.edu. Use of additional reliable and valid data sources of which you are aware is encouraged.

2. Examples of Evidence Statements: 
· Poor example: “Core values are integrated into the unit’s service.” (Not verifiable)
· Good example: “Core values are integrated into the unit’s service through reflections.” (Verifiable, but general)
· Better example: “Core values are integrated into the unit’s service through written reflections asking the unit’s personnel to describe how they will demonstrate each of the core values in their professional lives  and demonstrated through College Service.” (Replicable, verifiable)

Examples of evidence statements are available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”




	APPENDIX DOCUMENTS
	The author must attach all tables and other documentation requested in the Service Unit Review template to the separate Appendix document in portable document format (PDF). The Appendix document consists of divider pages labeled to correlate with the Service Unit Review sections and subsections that require uploading documents. The author will first convert each responsive document to PDF and then insert it in the Appendix immediately after the applicable divider. When completed, the Appendix will be a single PDF document. 

If the author elects to submit any documentation in addition to that specified in the Service Unit Review template, the author should attach the additional documentation to the Appendix immediately after the “Optional” divider page for the relevant section of the Service Unit Review template. The author should also identify the optional documentation in a relevant text field on the Service Unit Review template itself.

Instructions for adding documents to an existing PDF document through Adobe are available on Adobe’s website at https://helpx.adobe.com/acrobat/using/merging-files-single-pdf.html#:~:text=Alternatively%2C%20you%20can%20right%2Dclick,menu%2C%20and%20then%20select%20OK. Scroll down to the heading “Insert one PDF into another.”

Instructions for adding documents to an existing PDF document through Nitro are available on Nitro’s website at http://nitropdf.helpmax.net/en/tasks-and-tools/combine-files-and-assemble-pages/insert-pages/.


	
HELP
RESOURCES
	· Service Unit Review information, forms, and training resources are available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)
· Any further questions regarding Service Unit Review should be addressed to the Institutional Research Office (IRO) at effectiveness@collin.edu, 972.599.3102.





	EXECUTIVE SUMMARY (COMPLETE THIS SECTION LAST)

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	Briefly summarize the topics that are addressed in this Service Unit Review, including areas of strengths and areas of concern.

	Information to be provided in the Executive Summary will come from later sections of this document; therefore, complete the Executive Summary after you have completed those other sections.

Do not include information in the Executive Summary that is not already provided elsewhere in this submission.

Though not required, using the topics in the template as headings in the Executive Summary can provide structure to the response—for example:
I. Unit and Its Context
II. Unit Relationship to College Mission and Strategic Plan
III. Necessity of Unit’s Primary Functions or Services
IV. Unit’s Impact on Student Outcomes
V. Effectiveness of Unit Communications
VI. Effectiveness of Unit Stakeholder Resources and Partnerships
VII. Professional Development
VIII. Facilities, Equipment, and Funding (Optional)
IX. Continuous Improvement Plan (CIP)
X. Evaluation of CIP Success
XI. New CIP Tables




	I. 
UNIT AND ITS CONTEXT

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. Describe the unit, its relationship to the college, and the community it serves.
	Keep in mind the reviewer may not be familiar with your unit. Therefore, provide adequate explanation as needed to ensure understanding.

	B. Describe the following points as applicable:

1. Unit’s purpose 

If the unit has a purpose/mission statement, upload it in section I.B.1. of the Appendix.
	






	2. Services and products unit provides
	

	3. Constituents unit serves
	

	4. Regulatory standards unit must meet, if applicable
	




	II.  UNIT RELATIONSHIP TO COLLEGE MISSION AND STRATEGIC PLAN

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. Explain with unit-specific evidence how the unit supports the College’s mission statement: “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.”
	The College’s mission statement is also available at https://www.collin.edu/aboutus/.








	B. Explain with unit-specific evidence how the unit supports the College’s strategic plan (2020–2025 Strategic Plan).
	The College’s 2020–2025 Strategic Plan is available at https://www.collin.edu/aboutus/strategic_goals.html.

	III. 

NECESSITY OF UNIT’S PRIMARY FUNCTIONS OR SERVICES

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. Describe with evidence that the unit’s primary functions or services are necessary as they are, should be modified, or should be eliminated.
	

	1. What are the purpose and reason for the services?
	

	2. How has the unit evolved during the 5-year cycle? How have the reasons for services changed over time?
	

	3. What would happen if the unit no longer provided the services and/or the services were outsourced?
	

	4. Which unit services require the most resources, including staff time? Which services add the biggest value to the college? If the services that require the most resources are different from the services that add the biggest value to the college, discuss the discrepancy.
	

	5. Describe the unit’s lines of communication with other units involved in or supporting each of these services. If any of these lines are not clear, explain why.
	

	6. Describe the alternate ways in which the unit or college provides any of these services.
	

	7. Does the unit offer or conduct the services as efficiently as possible? If not, explain why.
	

	B. Benchmarking: Review two or three comparable colleges for the way they accomplish these services. Discuss what was learned and what new ideas for service improvement were gained.
	A list of peer colleges is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. Under the “RESOURCES” heading in the right-hand column, click on the “Peer Colleges” link.

	IV. UNIT’S IMPACT ON STUDENT OUTCOMES

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. If the unit influences the student experience, environment, and/or safety, describe how. 
	

	B. If the unit impacts funding for student activities, describe how.
	

	C. If the unit influences student enrollment, retention, persistence, and/or completion, describe how.
	

	D. If the unit provides services for a diverse student population, describe how.
	

	E. Analyze the evidence you provide. What does it show about the unit?
	

	V. 
EFFECTIVENESS OF UNIT COMMUNICATIONS

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. Describe with evidence how the unit literature and electronic sites are current, including accurately representing the unit and supporting the college’s recruitment plan, retention plan, and completion plan. 
	

	1. Describe how the unit solicits student feedback regarding its website and literature and how the unit incorporates that feedback to make improvements.
	

	2. Describe how the unit ensures that students are informed/aware of unit literature. Is unit literature made accessible to all students (i.e., can they obtain the information they need)?
	

	3. Identify who is responsible for monitoring and maintaining the unit’s website, and describe the processes in place to ensure that information is current, accurate, relevant, and available. If the unit has no website, describe plans for creation of a website or explain the absence.
	

	B. In the Unit Literature Review Table, document that the unit verified the information communicated to stakeholders for currency, accuracy, and relevance and made it readily available to target audiences.

Upload the completed Unit Literature Review Table in section V.B. of the Appendix.

	The Unit Literature Review Table template is available is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) 

An example of a completed Unit Literature Review Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

Examples of communications to stakeholders are the unit’s website, handouts, presentations, and calendars. Examples of the content of such communications are the available services, points of contact, costs, additional fees, hours of availability, and special programming.




	VI. EFFECTIVENESS OF UNIT STAKEHOLDER RESOURCES AND PARTNERSHIPS

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	In the Unit Stakeholder Resources and Partnerships Table, list any business, industry, government, college, university, community, and/or consultant partnerships, including clinical or professional sites and internal Collin departments, to advance unit outcomes.  

Upload the completed Unit Stakeholder Resources and Partnerships Table in section VI. of the Appendix.
	The Unit Stakeholder Resources and Partnerships Table template is available on the Program Review Portal here: https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

An example of a completed Unit Stakeholder Resources and Partnerships Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”


	

VII. PROFESSIONAL DEVELOPMENT

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	In the Employee Resources Table, provide a list of professional development activities of unit staff since the last Service Unit Review. 

Upload the completed Employee Resources Table in section VII. of the Appendix.
	The Employee Resources Table template is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

An example of a completed Employee Resources Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”




	VIII. FACILITIES, EQUIPMENT, AND FUNDING (OPTIONAL)

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	NOTE: Respond to section VIII only if the unit is requesting improved resources.

A. Provide evidence regarding current deficiencies or potential deficiencies related to infrastructure (e.g., technology), facilities, equipment, maintenance, replacement, plans, or budgets that pose important barriers to the unit or student success. 
	


Possible points to consider:
· The useful life of structures, technologies, and equipment
· Special structural requirements
· Anticipated technology changes impacting equipment sooner than usual


	B. If any current or potential deficiencies exist, complete the resource tables below to support your narrative.

1. Facilities Resources Table

Upload the completed Facilities Resources Table in section VIII.B.1. of the Appendix.
	



The Facilities Resources Table template is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

An example of a completed Facilities Resources Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

	2. Equipment/Technology Table ($5,000 or More)

Upload the completed Equipment/ Technology Table ($5,000 or More) in section VIII.B.2. of the Appendix.

	The Equipment/Technology Table ($5,000 or More) template is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

An example of a completed Equipment/Technology Table ($5,000 or More) is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

	3. Financial Resources Table

Upload the completed Financial Resources Table in section VIII.B.3. of the Appendix.


	The Financial Resources Table template is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

An example of a completed Financial Resources Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

	
IX. CONTINUOUS IMPROVEMENT PLAN (CIP)

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	A. Upload the unit’s previous CIP tables in section IX.A. of the Appendix. 

In addition, e-mail the unit’s previous CIP tables to the Institutional Research Office (IRO) at effectiveness@collin.edu.
	The unit’s previous CIP tables are available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) Scroll down to the heading “Continuous Improvement Process.”

Be sure both (1) to upload the unit’s previous CIP tables in section IX.A. of the Appendix and (2) to e-mail those tables to the Institutional Research Office (IRO) at effectiveness@collin.edu.

	B. Describe how the unit used its last Continuous Improvement Plan (CIP) to make the following improvements to the unit over the past 4 years:

1. Student support
	Service Unit Review at Collin College takes place for each unit every five years.  During the last (fifth) year, the unit evaluates the data collected during the CIP process. 




	2. Overall improvements to the unit
	

	X. EVALUATION OF CIP SUCCESS

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	Based on the information, analysis, and discussion that have been presented in sections I–IX of this unit review, summarize the strengths and weaknesses of the unit. Describe specific actions the unit intends to take to capitalize on the strengths, mitigate the weaknesses, and improve unit outcomes and competencies. Provide the rationale for the expected outcomes chosen for the CIP(s).
	




	XI. NEW CIP TABLES

	Template Question
	Guidelines for Narrative Responses and/or Evidence

	Within the context of the information gleaned in this review process and any other relevant data, identify unit priorities for the next two years, including at least one unit outcome or competency, and focus on these priorities to formulate the unit’s new CIP. The unit may also add short-term administrative, technological, assessment, resource, or professional development outcomes as needed.
	If the unit has an external accrediting body, external accreditation reports are a good resource for constructing the unit’s CIP.

	A. Complete the CIP Outcomes, Measures & Targets Table. Choose 1 to 2 outcomes from the table to focus on over the next two years. 

Upload the completed CIP Outcomes, Measures & Targets Table in section XI.A. of the Appendix.

In addition, e-mail the completed CIP Outcomes, Measures & Targets Table to the Institutional Research Office (IRO) at effectiveness@collin.edu.
	The Standalone Template for the CIP Outcomes, Measures & Targets Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) Scroll down to the “Shared Files” heading and the “Continuous Improvement Plan (CIP)” subheading.

An example of a completed CIP Outcomes, Measures & Targets Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

Be sure both (1) to upload the completed CIP Outcomes, Measures & Targets Table in section XI.A. of the Appendix and (2) to e-mail the document to the Institutional Research Office (IRO) at effectiveness@collin.edu.

	B. Complete boxes A, B, C, and D of the CIP Outcomes 1 & 2 Table.

Upload the completed CIP Outcomes 1 & 2 Table in section XI.B. of the Appendix.

In addition, e-mail the completed CIP Outcomes, Measures & Targets Table to the Institutional Research Office (IRO) at effectiveness@collin.edu.


	The Standalone Template for the CIP Outcomes, Measures & Targets Table is available in the Templates & Forms section of the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.)

The unit will complete boxes E, F, and G in Year 2 of the new Service Unit Review cycle.
	
An example of a completed CIP Outcomes 1 & 2 Table is available on the Program Review Portal at https://inside.collin.edu/institutionaleffect/program_review_process.html. (Cougarweb login is required.) In the “INSTITUTIONAL EFFECTIVENESS” menu, click on “Training and Resources.”

Please be sure both (1) to upload the completed CIP Outcomes 1 & 2 Table in section XI.B. of the Appendix and (2) to e-mail that table to the Institutional Research Office (IRO) at effectiveness@collin.edu.




	
WHAT HAPPENS NEXT: THE SERVICE UNIT REVIEW REPORT PATHWAY

	A. Following approval by the Program Review Steering Committee:
· [bookmark: _Hlk75166480]Service Unit Review Reports will be evaluated by the Leadership Team.
· [bookmark: _Hlk75185894]After Leadership Team review, the reports will be posted on the Intranet prior to fall semester.
· At any point prior to Intranet posting, reports may be sent back for additional development by the unit.

B. Unit responses to the Program Review Steering Committee recommendations received before July 31 will be posted with the Service Unit Review Report.

C. Leadership Team members will work with unit supervisors to incorporate Service Unit Review findings into planning and activity changes during the next 5 years.




2


image1.jpeg
COLLIN
COLLEGE




