UNIT NAME:  Ce – Health Sciences		review contact:  Dr. kimberly head
phone: 972.985.3708			  	Email:   khead@collin.edu

GUIDELINES
Time Frames:
1. Scope:  
The time frame of program review is five years, including the year of the review. 
Data being reviewed for any item should go back the previous four years, unless not available.
2. Deadline Dates: 
January 15th – Program Review Document due to Department Supervisor for review
February 1st – Program Review Document due to Program Review Steering Committee
3. Years:  
Years 1 & 3 – Implement Action Plan of (CIP) and collect data
Years 2 & 4 – Analyze data and findings, Update Action Plan
Year 5 – Write Program Review of past 4 years; Write Continuous Improvement Plan (CIP) and create new Action Plan

LENGTH OF RESPONSES:  Information provided to each question may vary but should be generally kept in the range of 1-2 pages.
EVIDENCE GUIDELINES:  In the following sections, you will be asked to provide evidence for assertions made.  
a. Sources:  This evidence may come from various sources including Collin College faculty and staff, Service Unit Student Satisfaction Surveys, Service Unit Faculty/Staff Surveys, Ruffalo Noel-Levitz Student Satisfaction Surveys, IPEDS Data, National Community College Benchmarking Project data, peer surveys, or unit-level data and surveys.  This evidence may be quantitative and/or qualitative.  If you are unfamiliar with any of these information sources, contact the Institutional Research Office (IRO) at: effectiveness@collin.edu.  Use of additional reliable and valid data sources of which you are aware is encouraged.
b. Examples of Evidence Statements:
1. Poor example:  Employees are encouraged to embrace the College’s core values. (Not verifiable)
2. Good example:  Core values are discussed with each employee in annual performance evaluations. (Verifiable, but general)
3. Better example:  Core values are discussed in annual performance evaluations and employees are expected to include one goal that will demonstrate personal improvement related to a core value and document, in the next annual performance evaluation, their accomplishment of that goal.  (Replicable, Verifiable)

FOR MORE INFORMATION:  Documentation can be found at http://inside.collin.edu/institutionaleffect/Program_Review_Process.html.  Any further questions regarding Program Review should be addressed to the Institutional Research Office (effectiveness@collin.edu, 972-985-3714).
Section I.  Are We Doing the Right Things?

1. WHAT DOES YOUR SERVICE UNIT DO?

A.  What is the service unit and its context? 
This section is used to provide an overview description of the service unit, its relationship to the college and the community it serves. Keep in mind the reviewer may not be familiar with your area. Therefore, provide adequate explanation as needed to ensure understanding.
Requested points to address, but not limited to:
· Unit’s purpose (Include the unit’s purpose/mission statement if one exists.)
· Services and products (i.e. reports, promotional materials, handouts, etc.) 
· Service across campus/departments/district/community
· Regulatory standards the unit must meet

Purpose: The purpose of Continuing Education Health Sciences (CEHS) is to offer high-quality courses which provide students with the skills and knowledge needed to work in the healthcare industry. 

Services and Products: Courses offered through CEHS include:
· Clinical Medical Assistant
· Medical Assistant Externship
· Basic Life Support
· Dental Assistant
· Dental Assistant Externship
· Medical Billing
· Medical Billing Externship
· Medical Coding
· Medical Secretary
· Medical Secretary Externship
· Pharmacy Technician
· Pharmacy Technician Externship
· Phlebotomy Technician
· Phlebotomy Technician Externship
· Certified Veterinary Assistant
· Veterinary Assistant Practicum
· Small Animal Certificate
· Nursing Refresher
· Nursing Refresher Clinical
· Health Unit Coordinator
· Health Unit Coordinator Clinical
· Radiology Training
· CEU hours for Licensed Professional Counselors
· Physical Therapy Aide
· Optician/Ophthalmic Assistant
· Group Fitness Instructor
· Dialysis Technician
· Personal Trainer
· Certified Nurse Aide (CNA) 
· CNA Clinical
· Electrocardiography (EKG) 
· EKG Technician Externship
· Patient Care Technician
· Patient Care Technician Externship
· Medical Transcription Editor

Service across district: Courses in CEHS are held on every campus across the college District. The majority of courses are offered at the Courtyard Center and McKinney campus. The Director, Program Manager for Medical Assistant, Program Manager for Veterinary Assistant, Program Manager for Clinicals, and office support staff are located primarily at the Courtyard Center. The Director and Program Manager for Clinicals have office space at the McKinney Campus, and the Program Manager for Dental Assistant is located at the McKinney Campus. 

Service across the community: CEHS has signed affiliation agreements with over 220 community hospitals, clinics, physician offices, pharmacies, and other healthcare facilities. Top-performing students from select CEHS courses are placed in these facilities to complete externship/clinical hours. Community facilities who host students are able to provide feedback on the abilities of the students, and we use that information to alter our training programs. The program also allows these facilities to get to know the students, their abilities, and work ethic, to determine if they want to offer them a position. It provides the facility more information about the student beyond what they would learn in an interview. Many facilities chose to host students as a screening for their employment decisions. There have been many scenarios where our community partners also send their employees through our program for training. 

Regulatory standards: The department is held responsible for meeting standards set by the college, SACS, THECB, the CEHS Advisory Committee, and a variety of industry-specific credentialing agencies. All CEHS courses are developed and maintained in accordance with Guidelines for Instructional Programs in Workforce Education (GIPWE) and the Workforce Education Course Manual (WECM). Particular emphasis is placed on all courses being eligible for inclusion in the CBM-00A (Students in Non-Semester Length Courses Report) submitted quarterly to the Coordinating Board. 
Industry-specific credentialing agencies include:
	Agency
	Course
	Requirement

	National Healthcareer Association
	Clinical Medical Assistant
	Requires students to complete an approved medical assistant training program, including the 160-hour externship to be eligible for the exam. The Collin College Medical Assistant program became approved through the NHA in 2015.   

	National Healthcareer Association
	Electrocardiography Technician (EKG)
	Requires students to complete an approved EKG training program, including the successful performance of 10 EKGS to be eligible for the exam. The Collin College EKG program became approved through the NHA in 2018.   

	National Healthcareer Association
	Phlebotomy Technician
	Requires students to complete no less than 40 successful unaided blood draws prior to sitting for the exam, in an approved course. The Collin College Phlebotomy Technician course became approved through the NHA in 2015.

	National Healthcareer Association
	Patient Care Technician
	Requires students to complete an approved Patient Care Technician course to be eligible for the exam. The Collin College Patient Care Technician certificate became approved through the NHA in 2015.

	National Healthcareer Association
	Medical Secretary
	Requires students to complete an approved Medical Secretary course to be eligible for the exam. The Collin College Medical Secretary certificate became approved through the NHA in 2015.

	American Society for Clinical Pathology
	Phlebotomy Technician
	Requires students to complete a 2-part training program, including 40 clock hours of classroom training and 100 clinical hours with 100 successful, unaided blood collections to be eligible for the exam. Collin College’s Phlebotomy Technician Certificate has been meeting these requirements since 2012.  Documentation available at https://www.ascp.org/content/docs/default-source/boc-pdfs/boc-us-routes/pbt_doc_form_route_2.pdf?sfvrsn=8  

	Texas Board of Nursing (TXBON)
	Nursing Refresher
	For Registered Nurses and Licensed Vocational Nurses who have let their license expire, the TXBON requires completion of an 80-hour classroom experience and an 80-hour clinical experience. The CEHS Nursing Refresher course has been meeting that standard since 2014.

	Texas Medical Board
	Radiology Training 
	The Texas Medical Board regulates licenses/registrations for Non-Certified Technicians. The CEHS Radiology Training program was approved in 2015 by meeting the standards for 120 hours of curriculum set within prescribed training parameters.

	Texas Department of State Health Services
	Counselor Education
	The TX DSHS and the TX State Board of Examiners of Professional Counselors require CE providers to apply every year and maintain standards as outlined in TX Administrative Code 681.144. Those rules can be viewed at http://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=22&pt=30&ch=681&rl=144 
CEHS has been a licensed provider of CEU courses for Licensed Professional Counselors for over 10 years. 

	Texas Veterinary Medical Association
	Certified Veterinary Assistant
	The TVMA requires students to complete a checklist of skills and have that checklist validated by a Doctor of Veterinary Medicine, or a Licensed Veterinary Technician. In addition, students must complete 500 hours of Practicum experience. Upon completion, students submit the application for examination to become a Certified Veterinary Assistant, Level 1. The CEHS Veterinary Assistant Program has been meeting this standard since the program inception in 2012. 

	Texas Department of Aging and Disability Services
	Certified Nurse Aide
	The TX DADS requires no less than 60 hours of classroom/lab training, followed by 40 hours of clinical rotation in a skilled nursing facility. Following that training, students take a written and skills exam to become a Certified Nurse Aide. Collin College contracted with Superior Medical Training to offer this course from 2010-2017. In the Spring of 2018, the CNA course offered through CEHS became linked with the CNA course offered through Collin College Health Science division.

	American Heart Association
	Basic Life Support
	The American Heart Association places strict requirements on institutions and instructors for their Basic Life Support class.  All CE instructors are trained and certified BLS Instructors. Students take a written and practical examination at the end of the class. 

	Texas Board of Dental Examiners
	Dental Assistant Training, Nitrous Oxide Monitoring
	The TSBDE requires dental assistants to be licensed by the State to expose x-rays. In order to receive their x-ray certificate, a candidate must take an 8-hour course on radiology, infection control, and jurisprudence. The 8-hour course must be 7 hours of lecture and 1 hour for the State approved exam covering the 3 subjects. To obtain a license, candidates are expected to submit an application to the State to include fingerprinting and a self-query through the National Practitioner’s Data Bank (NPDB). The Board also certifies dental assistants in Nitrous Oxide Sedation Monitoring. The requirement for that certificate is 8-hours of didactic education and testing in the monitoring and administration of nitrous oxide.




B.  Executive summary:  briefly summarize the topics that are addressed in this self-study, including areas of strengths and areas of concern.  (Information to address this Executive Summary may come from later sections of this document; therefore, this summary may be written after these sections have been completed.)  Using the questions in the template as headings in the Executive Summary can provide structure to the overview document.
The CEHS department exists to provide high quality training to community members who wish to gain the skills and knowledge required to work in the healthcare industry. The department contributes to the College mission and vision, displays the Core Values, and supports the Strategic Vision. CEHS courses and certificates are built to follow the many regulatory bodies and industry standards that have been set for the healthcare field. The department has seen significant growth during the time of this review, and met the 2020 Strategic Vision initiative by year 2017. Partnerships with area clinics and hospitals are thriving and help contribute to the success of the program and its students. Many efficiencies and quality-improvement initiatives have been implemented during this review cycle which have also contributed to the growth and success of the department. When compared to other institutions of similar size, the CEHS department at Collin College offers more classes with less expensive tuition. Communication through marketing is a weakness of the department and the main factor that, if improved, could provide additional dramatic growth and successful outcomes for the students, department, and College. The current office space and laboratory space are sufficient for current use, but need some updating and will not be sufficient to house any future growth. 
2. WHY DO WE DO THE THINGS WE DO?  UNIT RELATIONSHIP TO THE COLLEGE MISSION, CORE VALUES & STRATEGIC PLAN.
· Provide unit-specific evidence of actions that the unit supports the mission statement: “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.”
Between FY2014-FY2018, CE Health Sciences has educated more than 7,000 students in courses designed to develop skills, strengthen character, and challenge the intellect. Students in this time period have spent more than 743,000 hours in training courses. Most courses lead to industry examinations which provide a validation of the education students receive through the CEHS programs offered at Collin College. 
As examples, through our 4 most popular courses, students will be taught the following marketable skills:
Dental Assistant:
1. Work chairside with the dentist
1. Exposing and reading diagnosable dental x-rays
1. Communicate professionally and efficiently with a dental team
1. Perform correct disinfection and sterilization procedures in compliance with OSHA regulations
1. Proficient management of dental office records in compliance with HIPAA guidelines

Veterinary Assistant:
1. Help educate clients on preventative care for their pets
1. Perform physical exams
1. Help perform laboratory diagnostics
1. Administer some medications

Clinical Medical Assistant:
1. Assists with examinations, and procedures
1. Administer medication
1. Blood draws, and other laboratory skills
1. Work within physician offices, hospitals, surgery centers, laboratories, and nursing homes

Medical Administrative Assistant:
1. Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
1. Schedule and confirm patient diagnostic appointments, surgeries, or medical consultations.
1. Perform bookkeeping duties, such as credits or collections, preparing and sending financial statements or bills, and keeping financial records.
1. Compiling and recording medical charts, reports, and correspondence

· Provide unit-specific evidence of actions that support the case that the unit and its faculty contribute to fulfillment of the college core values:  “We have a passion for Learning, Service, Involvement, Creativity, Innovation, Academic Excellence, Dignity, Respect and Integrity.”
Academic Excellence: 
· In June of 2016, the CE Health Sciences Advisory Committee voted to approve an increase in standard for our coursework. We altered our requirements for students to earn a Pass Competency. Prior to that year, students needed to average a 70% on their course assessments. Starting in FY2017, we raised the standard on academic excellence in our programs to require a 75% on course assessments. 
· The Dental Assistant program has, and continues to maintain a 100% pass rate on the TX Board of Dental Examiners Registered Dental Assistant licensing exam. This is an example of our program providing an excellence in academics.
· In FY2018, CEHS began offering a review course for the Medical Assistant national exam. We noticed our pass rates were below the national average and are seeking to improve that rate as much as possible. The review course has been successful, and we have raised our pass rate to 82%, well above national average. 
· In 2015, as a direct result of feedback received from clinical partners, we developed a Skills Exam for Medical Assistant students. Our clinical partners were reporting the students as capable of performing the skills, but not efficiently. During this practical exam, which is held at the conclusion of the coursework, students are assessed at 5 stations. Each station tests an essential job function for the MA, and is timed at 7 minutes. The exam has been successful at ensuring each student is capable of performing the skills properly and within a timeframe allowable in the industry. 
Learning: 
· Many of our courses have selective admission, so the majority of our students have made a financial and personal commitment to learning prior to the first day of class. 
· A curriculum improvement was made in FY17 to our Dental Assistant and Medical Assistant programming to include mandatory essays. The essays help ensure our students are capable of communicating effectively through written word. The increase in standard for these classes is another example of our courses contributing to the improvement of the student and their ability to learn.
· Students in CEHS courses are required to attend class at least 90% of the time in order to be eligible for a Pass Competency. In addition, they must meet the 75% competency requirements of that particular course. Maintaining both attendance and competency requirements ensures the student has learned the course material. 
Integrity: CEHS does not discriminate on the basis of race, color, religion, age, sex, national origin, disability or veteran status. Most of our courses are open enrollment, meaning that any student is able to enroll and attend class in attempt to gain the skills and education provided. For the classes that are not open enrollment, a simple pre-admission application requiring vaccines, background check, and drug screen is required. This pre-admission application is non-discriminatory and allows for any student who completes the requirement to be given the opportunity to learn. 
Creativity and Innovation: In FY14, CEHS began utilizing the Simulation Lab at the McKinney Campus for an experiential learning module for the Medical Assistant students. The equipment and staff in that Lab is very high-tech and helpful for these students to put their skills to use. The lab was used a single-day, towards the end of the training for the Medical Assistants and featured approximately 5 patient intake and patient care scenarios. In FY17, we added a second day of Simulation Lab that occurs mid-way through the training for the Medical Assistants. This is helpful for them to begin scenarios earlier in their training. Utilizing the Simulation Lab is a creative way to positively impact the education of these students.  
Service and Involvement: Staff in CEHS are participative in many college service projects and committees. For example,
· Priscilla Garcia is active in the Health and Safety Fair Committee, and attends many programs hosted by the Dignity Initiative
· Kimberly Head participates on the Veterans Advisory Committee, and is an Associate Chair of the Discipline Appeals Committee
· The entire staff and student body of CEHS participates in the annual Meals-on-Wheels box drive every year. In FY18, we collected 15 boxes. 
Dignity and Respect: During the 2017 district-wide survey of service units, CEHS received a 4.79/5 score on the question “Is the staff courteous?” This provides evidence that the CEHS staff interacts with internal customers using dignity and respect. 
· Provide unit-specific evidence that supports how the unit supports the college strategic plan:   http://www.collin.edu/aboutus/strategic_goals.html

Strategic Goal # 4 states: Expand Career and Technical Programs and Training Offerings in Alignment with current and future Regional Labor Market Demand and Become the Customized Training Provider of Choice for Additional Employers. It has a KPI for Continuing Education to increase 25% over FY2015. 
In FY2015, CE Health Science trained students for 127,846 contact hours. A 25% increase would be 159,808 contact hours. In FY2017, CE Health Science reached 162,723 contact hours, fulfilling the Vision 2020 5-year goal in 2 years. 


Requested points to address, but not limited to:
· What evidence is there to support assertions made regarding how the Service Unit relates to the Mission, Core Values and Strategic Plan?
· Analyze the evidence you provide.  What does it show about the Service Unit? 
As a Service Unit that also operates as a Workforce Program, ample evidence has been provided to show the unit is active in supporting the College mission and Core Values through training students and displaying Core Values. The unit could increase efforts at participating in additional items within the College’s Strategic Plan, and being more involved in Service opportunities.       

3.  WHY DO WE DO THE THINGS WE DO?

A.  Make a case with evidence to show that the primary functions/services of the unit are necessary as they are, or they should be modified, or eliminated.  


Requested points to address, but not limited to:
· What is the purpose and reason for the service? Our service exists to provide high-quality training courses to individuals who are seeking a certification or training within the healthcare industry. The availability of these courses allows students to get trained in a short time-frame, attempt certification from industry credentialing agencies, and enter the workforce as gainfully-employed individuals. 
· How has the function evolved during the 5-year cycle?  How have the reasons for the service changed over time? 
· The last 5 years has seen significant growth within the healthcare industry. According to https://www.bls.gov/oes/2014/may/oes_nat.htm for May of 2014 shows 29-0000 having 7,854,380 jobs and 31-0000 having 3,940,500 jobs. https://www.bls.gov/oes/current/oes_nat.htm#29-0000 for May of 2017 shows 29-0000 having 8,506,740 jobs and 31-0000 having 4,113,410 jobs. The 3 year growth for these occupation codes is 11,794,880  12,620,150 for an increase of 7%. CEHS has had to grow and adapt quickly to keep up with this change. Following are several ways that CEHS has changed and adapted over the past 5 years to keep up:
· In FY14, there were 365 students who enrolled in a class that requires completion of a pre-admission application. In FY16, we had 405 students enroll in courses that have a pre-admission application. Due to that growth, and anticipated continued increase, we needed a way to outsource part of the workload. In FY17, we partnered with ArcPoint labs for a vaccine verification process. ArcPoint labs now collects vaccine information from students, validates the records, and compiles it into a single-page for the student to submit to our office as part of their pre-admission application. These steps were previously done by the CEHS team, and constituted many hours of work every week during the year. In FY18, there were 488 students enrolled in courses which utilized the vaccine verification process through ArcPoint labs. 
· In 2015, a restructure occurred which moved the CEHS team physically from the 1st floor of CYC to the 4th floor. It also altered the reporting structure. CEHS began reporting to the Dean of Health Sciences, rather than the Associate VP for Workforce and Economic Development. Also during that restructure, the advisor who supported CE at the time was directed only to support CE students, not CEHS students. As a result, all CEHS staff began advising students in the courses and programs it offers. One of the primary reasons for the restructure was to align the CEHS offerings with the credit offerings. A direct result of that was the utilization of the Dental Hygiene clinic by the Dental Assistant CE program. The Dental Assistant program has been offered by CEHS for many years through a 3rd party curriculum vendor. This vendor would provide all lab supplies, textbooks, and instructors for the course. However, the course was not permitted to use the Dental Hygiene clinic, as it was not offered fully through Collin College. The course was transitioned from a vendor-provided course to an in-house course taught out of the Hygiene clinic beginning in 2017. 
· In 2016, the CEHS staff of 3 began working on a procedures manual to outline steps in common procedures. With a staff of 3, it became apparent that consistency and cross-training was vital. For the 2 years following, each member of the CEHS team was required to add 9 procedures to the manual. 
· In FY2018, the Certified Nurse Aide (CNA) program offered through credit and non-credit “linked” their courses. Starting in the fall of 2018, Collin College officially offers a single CNA class. This is a credit class, taught by credit instructors, at the McKinney Campus, and seats are made available for CEHS students. These students complete the CEHS pre-admission application and are approved through the CEHS office. They sit in the credit course, complete all assignments and attendance requirements, to the same standard as credit students. 
· Prior to 2016, students were given the opportunity to provide course feedback using a paper end-of-course survey that was provided by the CE office. The surveys were collected and reviewed manually for data and decision-making purposes. They were not recorded in any way. In the Fall of 2016, the CEHS department began using a scantron survey created in partnership with IRO. The surveys are collected and sent to IRO for scanning and compilation of data. That data is provided electronically to CEHS every few months and is used to make curriculum, pricing, instructor, and other programmatic changes. Information gathered through these surveys has been particularly helpful in providing feedback to leadership regarding the number of students who hear about our courses through the printed and mailed CE Career Skills Training catalog/schedule of classes. 
· One of the benefits in Continuing Education is the ability to utilize third-party vendors for offering courses. These vendors provide the curriculum, instructor, and supplies for courses, and are paid a portion of the revenue generated from tuition collected. A benefit of using a third-party vendor is the ability to test the viability of a course, and to offer a course that may require accreditation (the vendor obtains the accreditation, not the College). If the course is successful for long enough, the College can consider canceling services with the vendor and offering the course in-house. This transition provides for greater control over the curriculum and instruction, which allows for an increase in academic excellence. Offering the course in-house is usually more fiscally responsible and allows for greater profit on these courses. During the time frame of this study, 4 vendor provided courses have been brought in-house. They are: Medical Assistant, Dental Assistant, Nurse Aide, and EKG. 
There are currently 7 courses offered through vendors. Some of those courses may be brought in-house, provided a feasibility study indicates it would be more beneficial for the college and/or students to do so. There are several courses offered through CE that could be linked, provided a feasibility study indicates it would be beneficial. Many courses will not be linked, as a comparable credit course does not exist. 
· In FY2017, CE transitioned from a CE-specific software called Schedware and began using Banner more fully, FLAC for payroll, Faculty Enlight/Barnes & Noble for textbook adoptions, and Ad Astra for room scheduling. Prior to this time, Schedware was used for these functions. The software was not utilized by any other Collin College department. Making the transition allowed for more CE processes to align with the College processes. 


· What would happen if the unit no longer provided these services and/or the services were outsourced? If the CEHS department did not exist, approximately 1,600 students every year would not be able to receive training, and the college would lose approximately $1.2M in tuition and an additional $400K in state funding every year. There are vendors available who can provide courses within the healthcare industry. Those vendors charge a premium for their courses and do not allow for input from Collin College with regards to curriculum standards, instructor credentials, etc. 

· What unit services require the most resources including staff time?  Which services add the biggest value to the college?  Discuss any discrepancies between the services named in these two questions. Collecting, reviewing, and approving pre-admission applications, and externship placements/monitoring are two functions that require a tremendous amount of administrative time. The externships add the most value to both the college and the students. Externships provide a high amount of state-funded contact hours, and students who complete an externship are more likely to become hired (see Appendix 2). 
· What are the interdependencies with other unit services and other units of the college?  Is the unit duplicating any services with other units?  CEHS students are dependent on the Financial Aid and Registration departments. Approximately 13% of student registrations utilize Financial Aid. Any student who is registering for a class using Financial Aid must register through an ARO associate. Online registrations will not recognize FA funding.  CEHS staff often duplicate the efforts of the College Advising professionals, as we attempt to fully answer student questions in each interaction. CEHS is interdependent with the Health Professions unit of Health Sciences, as we offer courses that are linked with theirs. 
· Is there a clear line of communication with other units involved in or supporting each of these services? Yes, Mary Banos is the CE Financial Aid expert and she is always available and helpful in assisting our students. The ARO staff at CYC is fully trained to assist our students in registering for classes. The Advising department professionals are becoming increasingly aware of our CEHS programs and have been incredibly helpful when students approach them with questions about our programs. We are actively working to increase this awareness so that CEHS students can be served at any campus. 
· Does the unit or the college have alternate ways of providing any of these services? The College can partner with third-party vendors to offer the training courses provided by CEHS. Those vendors charge a premium for their courses and do not allow for input from Collin College with regards to curriculum standards, instructor credentials, etc.
· Are the services offered/conducted as efficiently as possible?  Yes, we strive to work as thoroughly, correctly, and efficiently as possible.  The change mentioned earlier in the section regarding vaccine verification was done in attempt to increase efficiency. The transition away from Schedware was also done for efficiency purposes. 
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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.
Primary self-study questions were adopted from “Structuring the Six Self Study Questions”, Michigan State University, 2008.                                                            13

Brookhaven College, part of the Dallas County Community College District, provides approximately 10 training programs in the healthcare sector. Their pricing is higher than ours for most courses. They have only 2 courses in their catalog that we do not offer, and we have not received a request from any student in the last 5 years for these particular courses.   Their website is more user-friendly and provides for quick viewing of course data. Improvement of our website will be the most effective way to ensure that CEHS is servicing the students in a manner consistent with this peer college. 
San Jacinto College provides approximately 27 healthcare training options. Of the ones that we also offer (5 programs), the pricing and hours are comparable. Of the trainings they offer through CE that we do not, some are offered at Collin College as a credit program, and others have no demand in our area.  Their website is more user-friendly in some aspects, but does not allow for quick viewing of course data. Improvement of our website will be the most effective way to ensure that CEHS is servicing the students in a manner consistent with this peer college. 

4.  HOW DO WE IMPACT STUDENT OUTCOMES?
Make a case with evidence to show effects of the service unit on student outcomes.
Requested points to address, but not limited to:
· How does the service unit influence the student experience? The CEHS department provides all students and community members an opportunity to get trained in an area that leads to employment. We provide many opportunities for students to communicate with potential employers through our externships, job fairs, Career Center, and by utilizing employers as guest speakers in our courses. We have active Facebook and Instagram feeds that enhance the student experience. The doors of the CEHS office are propped open during office hours and we have shelves full of informational handouts on programming, College resources, and employment opportunities. Our staff is always available to advise and assist students. The CEHS staff and instructors actively promote campus activities and encourage students to participate in the College-wide seminars, art exhibits, food drives, etc. 
Our service unit provides short term education for students who need to enter the workforce quickly. We have no data on pass rates for certification or employment. To gather the data, students would have to self-disclose. Students are placed in an externship to help promote best-practices for professionalism. They are evaluated in that environment. We get feedback from clinical sites to guide curriculum and classroom experiences. 
· How does the service unit influence the student environment and/or safety? The student environment is enhanced when they secure gainful employment. Our student population consists mainly of individuals who are currently underemployed or unemployed. They become trained and are able to increase their earnings and obtain a better living environment for themselves. Associate Registrar Samantha Dean performed an analysis of the CE Health Science student during a course she took while earning her Ph.D. The paper indicates students are more likely to become employed if they complete an externship through our department. The full term paper is provided as Appendix 2.
We comply with the practices of healthcare roles and lab environment: sterilization, disposal of hazmat, etc. The buildings are well lit. Vaccines, BG and drug screens are evaluated to ensure our students are protected from each other and from any patient they may be caring for. 
· In what way does the service unit influence student retention, persistence, and/or completion? Our courses are offered at an affordable rate, and we offer multiple schedule opportunities for most courses.  Financial Aid is available for our courses, and we make information readily available to students. During FY 2014-2016, 1099 CEHS students registered for classes using Financial Aid. This is approximately 13% of registrations. Data is not available for FY2017 or FY2018. Of the 20 major programs offered through CE, 12 have multiple schedule options (day, evening, weekend, and/or online). These variables allow students to achieve their training goals while overcoming life barriers. 
As CEHS provides short term programs, our faculty are committed to program completion through remediation, tutoring that encourages and serves to heighten the possibility students will be successful. To get data on completion would be manual prior to 201973, as that is when we began entering grades in Banner. Rosters are manually evaluated and reviewed for pass rate trends. 
· Analyze the evidence you provide.  What does it show about the Service Unit? The evidence provided indicates the Service Unit is effective at providing a full student experience, from advising to employment. 
The CEHS team evaluates rosters, however, we are not able to dig into granular data, as the information wasn’t gathered in Banner prior to 201973. 

Section II.  Are We Doing Things Right?

5.   HOW EFFECTIVELY DO WE COMMUNICATE AND HOW DO WE KNOW?

A.  Make a case that the printed literature and electronic communication are current, provide an accurate representation, and support the college’s recruitment, retention and completion plans.  
Requested points to address, but not limited to:
· Demonstrate how the unit solicits student feedback regarding its website and literature and how it incorporates that feedback to make improvements. The Service Unit does not directly solicit student feedback regarding the website or literature. This is a weakness, and we are actively seeking resolution. Many of the changes we make to our literature and website are in response to a student who cannot find something, or has found something that isn’t accurate. When we have a student on the phone or in person who is struggling to find something on the website, we walk them through the steps to find what they need. When a student contacts us with questions about something they found, we ask them how they got to that page. Often, it is old information, and once we identify the path, we make a request to have it removed. The difficulty is when students use the Search feature. It can, and often does, pull documents from years past. Sometimes there are no dates on the document, or the student doesn’t pay attention to the dates, and it causes confusion. We actively request removal of any old documentation that we are made aware of. 
· Designate who is responsible for monitoring and maintaining the unit’s website, and describe processes in place to ensure that information is current, accurate, relevant, and available. This is one of the biggest weaknesses for CEHS. We currently utilize a staff member in PR to make website updates at our request. The process is lengthy and time consuming. The website is in the process of being rebuilt, and CEHS should have full control of its content prior to January, 2019. This will enable us to make timely updates. 

B.  Provide unit website URLs.   If no website is available, describe plans for creation of website or explain the absence.
http://www.collin.edu/ce/courses_ahealth.html Dr. Sherry Schumann is currently supervising a rebuild of the website. It should be complete prior to the final version of this review, so the version we’ve been using for the time period of this review may not be accessible. 
C.  Describe the process used to keep all literature and electronic sites updated. 



Unit Literature Review Table
	Title
	Type (i.e. URLs, brochures, handouts, etc.)
	Date of Last Review/Update
	
	Responsible Party

	CE Printed Schedule
	The CE Schedule is published, printed and distributed three times a year to over 240,000 Collin County homes: Fall, Winter/Spring, & Summer.
Current edition is available here: http://www.collin.edu/ce/pdf/Collin-CE-Schedule-Spring-19.pdf 

	This document is developed three times a year and requires cross-departmental collaboration, as well as engagement with our Public Relations Department.
	Current
 Accurate
 Relevant
 Available
	Marketing & Public Relations 
Director, Continuing Education
Director, CEHS

	Flyers 
	We have developed flyers for most of our major programs, and have the .pdf and/or .doc versions available to make updates as needed. 
	Ongoing updates, as needed
	 Current
 Accurate
 Relevant
 Available
	Director, CEHS
Staff, CEHS

	Health Science Brag Book
	brochure
	
	 Current
 Accurate
 Relevant
 Available
	All Health Science Directors
Dean, Health Science

	Pre-Admission Applications
	These documents are published to the website and are made available as printed copies in the CEHS office suite. 
	While the documents themselves are updated frequently, there has been a struggle over the past 5 years to have them loaded to the website. 
	 Current
 Accurate
 Relevant
 Available
	Director, CEHS
Program Managers, CEHS





6. HOW WELL ARE WE LEVERAGING PARTNERSHIP RESOURCES AND BUILDING RELATIONSHIPS, AND HOW DO WE KNOW?
Partnership Resources:  List any business, industry, government, college, university, community, and/or consultant partnerships, including internal Collin departments, to advance the service unit outcomes.  If a formal agreement is involved, indicate its duration.	

Partnership Resources. 
Please see Appendix 1: Partnership Resources. 
7. ARE WE HIRING QUALIFIED STAFF, AND SUPPORTING THEM WELL WITH PROFESSIONAL DEVELOPMENT, AND HOW DO WE KNOW?
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Make a case with evidence that staff are qualified, keep current, and fulfill roles that advance the service unit and the college.  List service unit employees (full-time and part-time), their roles, credentials, and known professional development activity in the last four years.
Primary Self Study Questions were adapted from Academic Program Review “Structuring the Six Self Study Questions,“ Michigan State University, 2008.                               28


Employee Resources
	Employee Name
	Role in Unit
	Credentials
	Professional Development since Last Program Review**

	Kimberly Head
	Director
	BA, BS, DC
	· Executive Leadership Institute, LERN, April 2018
· LERN Annual Conference, Portland, OR, November 2017
· NCCET Annual Conference, Boston, MA, October 2016
· TX Association of Continuing Education Conference, Austin, TX, April 2016
·  “Excelling as a Manager or Supervisor” SkillPath Seminar, Dallas TX, February 2016
· “The Conference for Women” SkillPath Seminar, Dallas TX, February 2016
· Faculty Development Conference, McKinney TX, January 2016
· Teaching, Learning and Curriculum Building, Plano TX, June 2015
· TX Association of Continuing Education Conference, Austin, TX, April 2014

	Lynn Hunter-Wilson
	Program Manager – Clinicals
	
	· LERN Certified Program Planner, 2018
· Accounting and Record Keeping, CE Course, 2017
· Health Unit Coordinator, CE Course, 2017
· TX Association of Continuing Education Conference, Austin, TX, April 2016

	Priscilla Garcia
	Program Manager – Dental Assistant
	RDA, CPP
	· 01/12/17: “What’s What Symposium” New Faculty Academy @ CHEC
· 01/25/17: BLS/CPR @ CPC
· 01/31/17: ERS/TRS Training Seminar @ CPC
· 02/28/17: Neurobiology of Trauma and Mindfulness Seminar (Dignity Initiative @ CPC)
· 03/03/17: TRS Meeting (Training @ CHEC)
· 07/26/17: Concur Training (@ CHEC)
· 08/14/17: eLC Rookie Workshop (Canvas training @ CPC)
· 08/28/17: Canvas Training (@ CPC)
· 09/06/17: Campus Concealed Carry Information Session (CPC)
· 10/18/17: Simplicity Training-Online Job Board Career Center Workshop (@ CYC)
· 10/24/17: Batterer’s Intervention Panel (Dignity Initiative @ CPC)
· 11/09/17: Non-Verbal Communication Career Center Workshop (@ CYC)
· 11/29/17: The Mask You Live In Film and Panel Discussion (The Dignity Initiative @ PRC)
· 12/06/17: Annual Purchasing Procedures Workshop (@ CHEC)
· 02/05/18-04/05/18: earned CPP certificate with LERN’s Certified Program Planner course 
· 03/20/18: LinkedIn training (@ CPC)
· 05/17/17: 3 Clinical CE’s earned-Predictable Sinus Lifting: Surgical anatomy, classification and predictable surgical technique for trans-crestal sinus augmentation (seminar in Arlington)
· **07/21/17: 2 Clinical CE’s earned- OSHA & HIPAA Updates (Seminar in Plano) 
· 07/24/17: 3 Clinical CE’s earned-Instrument Processing for Infection Prevention (online with Dental Learning)
· 02/28/18: 3 Clinical CE’s earned-“Immediate Implants-Case selection, surgical planning and techniques for predictability with posterior immediate implant therapy (seminar in Dallas)
· **04/04/18: 2 Clinical CE’s earned: Attended and judged Dental Hygiene Student Research Forum @ CPC

	Ketia Bradley
	Program Manager – Medical Assistant
	LVN, LPC
	Began FT employment with Collin in FY2018. 
$1500 has been budgeted for PD annually for this position, as appropriate for the Medical Assistant role. 

	Tiffany Heitz
	Program Manager – Certified Veterinary Assistant
	LVT
	· The Human Animal Bond, July 2018
· Fear Free Certification, June 2018
· MedVet CE Event, April 2018

	Laura Duran
	Program Director Assistant
	
	Began FT employment with Collin in FY2018.
Plans for future PD events. 

	Ahou Line
	PT Program Assistant
	LPC-A
	


**For convenience, if providing a listing of professional development activities, this list may be included in this document as an addendum.

8. DO WE SUPPORT THE SERVICE UNIT WELL WITH FACILITIES, EQUIPMENT, AND THEIR MAINTENANCE AND REPLACEMENT,
AND HOW DO WE KNOW?
Make a case with evidence that current deficiencies or potential deficiencies related to service unit facilities, equipment, maintenance, replacement, plans, or budgets pose important barriers to the service unit or student success.  As part of your response, complete the resource tables, below, to support your narrative.

Requested points to address, but not limited to:
· The useful life of structures and equipment, 
· Special structural requirements, and 
· Anticipated technology changes impacting equipment sooner than usual.
· If you plan to include new or renovated facilities or replacement of equipment in your service unit improvement plan, be sure to justify the need in this section with qualitative and/or quantitative data evidence of the need. 
· Analyze the evidence provided.  What does it show about the Service Unit?
Facilities Resources
	Room/Office Location and Designation
	Description
(i.e. Special Characteristics)
	Meets Needs (Y or N):
Current          For Next 5 Years
	Describe additional needs for any “N” answer

	CYC 425
	Office suite
	Y
	N
	The current office Suite doors and windows into the hallway need to be replaced. The wooden doors are propped open during the day to create a welcoming environment, but one of the doors blocks the water fountain. The windows into the hallway are extremely dated, with small cross-hatch piping on them. One of the windows is broken. An RFS was submitted twice in FY2018, with no resolution. 

	CYC 311
	Hospital lab, with storage and Radiology suite
	Y
	N
	As we continue to develop additional programs, laboratory/clinic space will be needed to accommodate. The Current space is sufficient for our current needs, but will not accommodate more programs or growth of the current course offerings. 

	CYC309
	Scrub room 
	Y
	Y
	


Equipment ($5,000 or more)
	Current Equipment Item or Budget Amount
	Description
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, justify needed equipment or budget change

	None
	none
	
	
	

	
	
	
	
	



Financial Resources
	Source of Funds
(i.e. college budget, grant, etc.)
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, explain why
	For any “N”, identify expected source of additional funds if needed

	College Budget
	Y
	Y
	
	

	Innovation Challenge
	Y
	Y
	
	



Section III.  Continuous Improvement Plan (CIP)
9.  HOW HAVE PAST PROGRAM REVIEWS CONTRIBUTED TO SUCCESS? 
Program Review at Collin College takes place for each unit or program every five years.  During the last (fifth) year, the program evaluates the data collected during the CIP process. 
Please describe how you have used your continuous improvement plan (CIP) to make the following improvements to your program over the past 4 years (your last program review can be found on the Program Review Portal):
1. Student Learning Outcomes
2. Overall improvements to your program
Per the 2013 Program Review for Continuing Education, the CIP for 2014-2018 was:
“Over the next five years Continuing Education will focus on one primary continuous improvement plan which will be to grow contact hours. Since the central funding source for community college CE programs is through base-year contact hours, it is imperative for CE to increase the state-funded contact hours by offering additional courses and programming, combining courses into certificate series, identifying and reaching new unserved and underserved markets, expanding online course offerings, and in other ways that have yet to be developed and planned.”
FY2014 Contact hours for CEHS were 140,729. FY2018 contact hours were 158,174, for an increase of 12.3%. This fulfills the CIP set for us in 2013. 






*Please attach previous CIP Tables in the appendix



10.  HOW WILL WE EVALUATE OUR SUCCESS? 
NOTE: THE CIP HAS BEEN REVISED AS OF AUGUST 2018. PLEASE CONTACT THE INSTITUTIONAL EFFECTIVENESS OFFICE IF YOU NEED ASSISTANCE FILLING OUT THE CIP TABLES.
As part of the fifth year program review, the program should use the observations and data generated by this process along with data from other relevant assessment activities to develop the program’s CIP and an action plan for the next two years.  At the conclusion of the first two years, data collected from the first year, plus any other relevant data that was collected in the interim, should be used to build on the accomplishments of those first two years by developing another two-year action plan for the CIP to help the program accomplish the expected outcomes established in its CIP or by implementing one of your other plans. 

Based on the information, analysis, and discussion that have been presented in your Program Review submission to this point, please summarize the strengths and weaknesses of this program or unit.  This response should be based on information from prior sections of this document.  Please describe how the continuous improvement plans you propose below will capitalize on the strengths, mitigate the weaknesses, and improve student success.

Strengths – CEHS offers a variety of programs/courses, provides ample resources to students, and promotes the College Core Values. Our business provides a generous profit to the college each year. That profit is a direct result of careful monitoring of each course and program for profitability and making decisions accordingly. Students are provided training to allow them opportunities for job placement and advancement. 
Weaknesses – CEHS is weak in its marketing of programs. The inability to update the website is limiting in the distribution of current and relevant information. Website improvement, and a more generous marketing budget will allow for improved quality and profitability of the CEHS service unit. The current inability to monitor completions, and gather employment data is also a weakness. That data could be utilized to improve courses and for marketing purposes. 


11.  COMPLETE THE CONTINUOUS IMPROVEMENT PLAN (CIP) TABLES THAT FOLLOW. 
Within the context of the information gleaned in this review process and any other relevant data, identify program priorities for the next two years, and focus on these priorities to formulate your CIP.  This may include short-term administrative, technological, assessment, resource or professional development outcomes as needed.  



Table 1. CIP Outcomes, Measures & Targets Table (choose up to 5 outcomes)
	A. Expected Outcome(s)
Results expected in this unit
(e.g. Authorization requests will be completed more quickly; Increase client satisfaction with our services)
	B. Measure(s)
Instrument(s)/process(es) used to measure results
(e.g. surveys, focus groups, etc.)
	C. Target(s)
Level of success expected
(e.g. 80% approval rating, 10 day faster request turn-around time, etc.)

	
The CEHS website will be updated frequently to ensure the delivery of current and relevant information. 
	
Review each page of the website, as well as posted documents, once per month. 
	
Update website every month, or as frequently as needed to maintain current and relevant information. 

	A grade-reporting function in Banner can be used to evaluate students for completion.
	Ensure grades are entered into Banner for every CEHS course. 
	100% grade entry

	 
	
	

	
	
	

	
	
	





Continuous Improvement Plan

Outcomes might not change from year to year.  For example, if you have not met previous targets, you may wish to retain the same outcomes.  If this is an academic, workforce, or continuing education program, you must have at least one student learning outcome.  You may also add short-term administrative, technological, assessment, resource or professional development goals, as needed.  Choose up to 2 outcomes from Table 1 above to focus on over the next two years.

A. Outcome(s) - Results expected in this program (from column A on Table 1 above--e.g. Authorization requests will be completed more quickly; Increase client satisfaction with our services).
B. Measure(s) - Instrument(s)/process(es) used to measure results (e.g. surveys, test results, focus groups, etc.).
C. Target(s) - Degree of success expected (e.g. 80% approval rating, 10 day faster request turn-around time, etc.).
D. Action Plan - Implementation of the action plan will begin during the next academic year. Based on analysis, identify actions to be taken to accomplish outcome.  What will you do?
E.  Results Summary - Summarize the information and data collected in year 1.
F.  Findings - Explain how the information and data has impacted the expected outcome and program success. 
G. Implementation of Findings – Describe how you used your findings and analysis of the data to make improvements to your program.  

Table 2. CIP Outcomes 1 & 2

	A. Outcome #1 The CEHS website will be updated frequently to ensure the delivery of current and relevant information.


	B. Measure (Outcome #1) Review each page of the website, as well as posted documents, once per month.

	C. Target  (Outcome #1)
Update website every month, or as frequently as needed to maintain current and relevant information.


	D. Action Plan (Outcome #1) Every member of the CEHS team shall remain diligent when interacting with students to ensure current information is reaching our target audience. Any discovery of incorrect information shall be reported to the Director for immediate correction of the website. 
 

	E. Results Summary (Outcome #1)  TO BE FILLED OUT IN YEAR 2


	F. Findings (Outcome #1) TO BE FILLED OUT IN YEAR 2


	G. Implementation of Findings (Outcome #1) TO BE FILLED OUT IN YEAR 2




Table 2. CIP Outcomes 1 & 2 (continued)

	Outcome #2 A grade-reporting function in Banner can be used to evaluate students for completion.

	Measure (Outcome #2) Ensure grades are entered into Banner for every CEHS course. 

	A. Target  (Outcome #2) 100% grade entry



	B. Action Plan (Outcome #2) CEHS staff will train faculty to enter grades into Banner within 7 days of the last day of class. If the deadline is missed, a paper grade list should be submitted to ARO for entry into Banner. 
 

	C. Results Summary (Outcome #2)  TO BE FILLED OUT IN YEAR 2


	D. Findings (Outcome #2) TO BE FILLED OUT IN YEAR 2


	E. Implementation of Findings (Outcome #2) TO BE FILLED OUT IN YEAR 2





12.  HOW DO OUR IMPROVEMENT PLANS IMPACT THE BUDGET?
A.  What additional funding beyond the unit’s base budget is needed to implement your Continuous Improvement Plan? 
Briefly describe steps your department will take to secure these funds.
All of these improvements can be made with minimal resources that can be absorbed within the current budget.
B. With these additional funds, please explain how funds will be used to improve student learning or other outcomes. 
See possible examples below:
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· 
· Increase and retain enrollment
· Increase completers
· Develop resources
· Update facilities
· Expand service opportunities
· Partner to increase post-graduation employment opportunities
· Increase transfers to related baccalaureate institutions
· Increase effectiveness and/or efficiency
· Improve student performance levels
· Expand or transform services
· Anything else?  Briefly describe.
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What happens next?  The Program Review Report Pathway

A. [bookmark: _GoBack]Following approval by the Steering Committee, 
· Program Review Reports will be evaluated by the Leadership Team 
· 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 department.

B. Unit responses to the Program Review Steering Committee recommendations received by August 1st will be posted with the Program Review Report.

C. Leadership Team members will work with program supervisors to incorporate Program Review findings into planning and activity changes during the next five years.
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