BROOKDALE COMMUNITY COLLEGE

FIVE YEAR PROGRAM REVIEW

INSTRUCTIONS
ASSOCIATE IN APPLIED SCIENCE (A.A.S) PROGRAMS

TABLE OF CONTENTS

Introduction
1
Kickoff Meeting
2
Self Study Team
2
Sources of Information and Data
2
Timelines
3
Preparing the Report
4
INTRODUCTION

Along with the Student Learning Outcomes Plan, the College Core Competencies, and Departmental Plans, the Five Year Program Review is one of the four primary components of academic assessment at Brookdale Community College.  All programs at Brookdale, including transfer programs and certificates, undergo program review.
Purpose and Objectives

Program faculty will conduct a thorough self-study of the program’s viability and effectiveness meeting student learning and success outcomes.  Faculty will analyze all components of the program from the program mission to graduate achievements.  The purpose of the five year program review is to determine if the program is viable and is meeting stakeholders’ (students, employers, community, etc.) needs.  This analysis is undertaken every five years and helps identify areas of program strengths and weaknesses.

Objectives of the five year program review:

· Assess program viability

· Ensure academic rigor of Brookdale programs

· Assess program and course student learning outcomes

· Improve learning and teaching

· Increase completion rates

· Increase graduation rates

· Increase job placement rates

· Improve student and employer satisfaction with Brookdale programs

Connection to Mission

The Brookdale mission statement states that the College will provide “affordable, open access for all individuals to a wide variety of high-quality associate degree and certificate programs.”  Program reviews validate programs are linked to the College mission.
Use of Report

The completed program review report will be reviewed and presented to the Executive Vice President and Dean of Academic Affairs.  The Executive Vice President will provide the reviewed report to the Educational Services Committee of the Board of Trustees.  The findings of the report will guide departmental actions and College resource allocation.
Preparation of Program Review Report

The program review is developed by a self-study team and coordinated by a team chair in accordance to the timelines illustrated on page 3.  The team chair has the final responsibility to ensure the components of the program review are completed in a timely manner and that the information is accurate.  The Academic Division Dean has final accountability for the delivery of the completed program review report to Dean of Academic Affairs and Executive Vice President.
KICKOFF MEETING 
Programs are reviewed on a five-year rotational cycle.  A program review kickoff meeting is scheduled on the second Faculty Day in September to explain the process and timelines to faculty and Academic Division Deans for programs scheduled for review in that academic year.
SELF STUDY TEAM
The Program Review Self Study Team should consist of the following members: 

· Academic Division Dean

· Team Chair

· Two (or more) faculty (in addition to the Team Chair) including a faculty member external to the program (counselor, librarian)
Note:  Programs that do not have more than one faculty may work together to complete their program reviews.
SOURCES OF INFORMATION AND DATA

The five year program review is an evidence-based document which reflects analyses of data from various sources.  Data available from the Office of Academic Affairs will be supplied at the kickoff meeting.  Below is a table of data, sources and available date:
	Information/Data
	Source
	Available Date

	Catalog page and course descriptions
	Academic Affairs
	Kickoff meeting

	Syllabi
	Academic Affairs
	Kickoff meeting

	PAFS (CAFS, if applicable)
	Academic Affairs
	Kickoff meeting

	Curriculum maps (PLO and core competencies)
	Academic Affairs
	Kickoff meeting

	Departmental Plan Annual Reports (4 years)
	Academic Affairs
	Kickoff meeting

	Registration patterns for last four long semesters
	Academic Affairs
	Kickoff meeting

	Enrollment Data Table from the Faculty Data Book
	Academic Affairs (data completed through prior Fall – Department adds data for current Fall)
PAR*
	Kickoff meeting 
* January

	Current year Departmental Plan
	Department
	January – Mid Year 

May – Annual Report

	Next year Departmental Plan
	Department
	September

	Program Graduate Follow-Up Surveys
	PAR
	January

	Student Survey Analysis
	PAR
	January

	Labor Market Assessment
	PAR
	February


TIMELINES
The program review process spans two academic years.  The first year is for analyzing data, making recommendations, and compiling the report.  The program review report is due to the Executive Vice President in June of the first academic year.  In the second year, recommendations are incorporated in departmental plans; outcomes are reported to the Dean of Academic Affairs in May.

The following table illustrates the timelines for the preparation and completion of the program review.  The correlation between the tasks and program report components are identified by letter.  The table can be used as a checklist.
	Month
	Task
	Notes

	September
	Program Review Kickoff
	

	
	Establish Self Study Team
	

	
	Select Team Chair
	

	
	Schedule Advisory Board Meeting
	

	
	Review department mission (A)
	

	
	Meet with Library Liaison to determine program resources and collaboration on assessment of information literacy in program
	

	October
	Curriculum analysis (B)
	

	
	Review completeness and validity of PAFS, curriculum maps (C)
	

	
	Review catalog for information changes (D)
	

	
	Analyze web page information (E)
	

	
	Meet with OBCD liaison to discuss potential collaboration activities
	

	
	Team chair meets with PAR and Academic Affairs to discuss labor market information and survey promotion
	

	November
	Add current Fall enrollment data to chart (see report template)
	

	
	Administer student surveys
	

	December
	Analyze student success (F)
	

	
	Analyze enrollment data (G)
	

	January
	Dean of Academic Affairs selects consultant
	

	
	Obtain Graduate Follow Up Report from PAR
	

	
	Obtain student survey results and analysis from PAR
	

	
	Teams schedule mid-year status meeting with Dean of Academic Affairs 
	

	February
	Analyze student survey results (H)
	

	
	Obtain Labor Market Assessment Report from PAR
	

	
	Analyze schedule of offerings (I)
	

	
	Obtain counselor input regarding the program
	

	
	Review Advisory Board Committee Recommendations (B) (J)
	

	
	Identify experiential learning opportunities, job opportunities and job placement (J)
	

	
	Complete OBCD collaboration matrix (K)
	

	March
	Analyze program resources (L)
	

	
	Compile preliminary team Recommendations (M)
	

	
	Provide analyses compiled in A through L to consultant for his/her review
	

	April
	Consultant submits preliminary report to Dean of Academic Affairs 
	

	
	Consultant final report submitted to Department (N)
	

	
	Write response to the consultant’s report and consultant’s recommendations and add appropriate consultant’s recommendations (M)
	

	
	Write Forecast and Self Assessment (O)
	

	
	Write Executive Summary (P)
	

	
	Compile final program review report
	

	
	Distribute report to self study team for review
	

	
	Obtain signatures (Q)
	

	May
	Set up meeting to present and discuss Program Review Report with Dean of Academic Affairs 
	

	June
	Team presents Program Review Report to Executive Vice President and Dean of Academic Affairs
	

	September 2010
	Add recommendations in departmental plans
	

	October 2010
	Program Review summary goes to Educational Services Committee of the BOT
	

	May 2011
	Outcomes of Five Year Program Review presented to College community
	

	May 2011
	Report actions/changes as result of Program Review in Departmental Annual Report
	


PREPARING THE REPORT
Academic Affairs will provide the Five Year Program Review Instructions, information and data as outlined on page 2, and a binder with the report template at the kickoff meeting.  The report template will also be emailed to Team Chairs.  For each report component:
·   
Write a summary of your findings and analysis and include any information that may be unique to your program; and

· 
Include recommendations in both the component analysis and in the program recommendations as described in Section M.
Below are the components of the Five Year Program Review Report:
(A)


Mission Linkage (binder tab 2)
Review and, if appropriate, revise the program mission statement and identify the link between the College mission and program mission. A table identifying the essential concepts of the College mission and providing a column for program mission linkage to the concepts is provided in the program review template.
(B) 
Curriculum Analysis (binder tab 3)
Analyze and review the program curriculum:

· Include the catalog program page and catalog course descriptions.
· Review/revise the course descriptions

· Verify accuracy and currency of each component of the syllabi for each career course.
· Ensure congruence (e.g., course information, lecture and lab hours, etc.) among all course documents:  syllabi, master schedule, catalog, handbooks, and instructor addendum.

· Describe the connection of all courses (career and general education) to program learning outcomes (PLOs) utilizing the detailed PLO/curriculum maps.

· Determine whether or not the courses meet the 100 and 200 level criteria established by Academic Council (Curriculum Handbook) http://www.brookdalecc.edu/pages/390.asp.
· Identify any pedagogical research that has influenced the way the program is structured/delivered.
· Include the status of any specialized accreditation recommendations.
· Discuss program’s satisfaction of Perkins competencies, if applicable.
· Explore development of Angel shells for career studies courses and development of online courses.
· Identify professional development requirements linked to curriculum revisions.
· Comment on Advisory Board Committee recommendations regarding curriculum.

(C)
Student Learning Outcomes Analysis (binder tab 4)
· Discuss assessment projects over the past five years.  Identify changes made.
· Ensure that the PAFS, CAFS (if applicable) and curriculum maps are accurate and complete.
· Review/revise PLOs for currency and relevance (ensure congruence between PAFS and catalog).
· Affirm that the PLOs reflect the skills and abilities expected by employers.
· Review/revise the course learning outcomes in syllabi.
· Ensure that the course learning outcomes are reflected in the “course content” in the syllabus.
(D)
Analyze Catalog (binder tab 11)

Verify and update catalog program and course information as follows:

· Review/revise program description to ensure that it summarizes the nature and focus of the program and provides information on career opportunities, the knowledge and skills students will acquire, and any cooperative arrangements with other institutions, e.g, articulations.

· Ensure the program page in the catalog reflects admissions criteria if relevant.

· Review the four-semester sequence.  Identify specific career courses when possible.  Indicate courses that have limited offering (e.g., Fall only).  Note: Semester 1 and 3 are Fall offerings, and Semesters 2 and 4 are Spring.
· Verify that the sequence meets the general education model.

· Ensure the accuracy of course descriptions, prerequisites, corequisites, lecture and lab hours, and course offering information.
(E)
Analyze Web Page Information (binder tab 11)
· Review/revise the department web page to ensure that program, course, faculty, staff and policies are accurate and current.
· Review Webadvisor syllabi.
(F)

Student Success Outcomes Analysis (binder tab 5)

· Analyze how students in this program compare to the College average for retention, course completion rates, and graduation data.
· Discuss employer comments on student’s performance and preparation.
(G)
Enrollment Analysis (binder tab 7)
· Analyze enrollment trends including majors, degrees conferred, and freshman/sophomore ratios.
· Discuss internal and external factors that affect enrollment trends.
· Analyze the target student population.
· Describe department initiatives to promote program.
(H)
Student Survey Analysis (binder tab 10)

· Analyze the results of the student survey regarding the following:


-  quality of instruction


-  scheduling of classes


-  treatment by faculty


-  source of career and transfer information

· Analyze results of the student satisfaction survey in terms of areas of strength and areas of concern.
(I)


Schedule Analysis (binder tab 6)
· 
Analyze mix of daytime and evening classes to determine if it is meeting students’ needs.
· 
Ensure that low enrolled classes that are program requirements are only offered in specified semesters/times, e.g., only offered in spring semester in the evening, only offered in fall semester, etc.
· 
Analyze whether a full-time student can complete the program in two years within the current schedule.
· Analyze whether a part-time student can complete the program in four years within the current schedule.
(J)

Experiential Learning and Job Placement Analysis (binder tab 8)

(Utilize Graduate Follow-Up Report as a source of information)
· Analyze job placement rates.
· Discuss results of the student survey related to experiential learning.
· Discuss existing and future potential collaboration with Experiential Learning and Career Services, e.g., internships, job placement services, resume writing, interviewing, job leads, etc.
· Discuss Advisory Board input on industry trends.
(K)


OBCD Collaboration (binder tab 8)
· Discuss current and future collaborative opportunities with OBCD and complete collaboration matrix.
(L)
Program Resources Analysis (binder tab 9)
· 
Analyze current resources.  Analyze how efficiently they are used.  Identify and explain if additional resources are needed.  Use the chart provided in binder.
(M)


Recommendations (binder tab 14)
· 
List recommendations for program changes including action items and timelines.   Add appropriate consultant recommendations. Action items to be included in Departmental Plans.
· 
Address the relevance and viability of the program.
(N)


Consultant’s Report (binder tab 12)
· 

Dean of Academic Affairs selects consultant.
· 
Team provides selected consultant with data compiled in A through L in March.
· 
Consultant reviews program and submits a preliminary report to the Dean for a factual check.
· 
Final report that includes specific recommendations is submitted to the department.  The report narrative should cover the need for the program, curriculum, student outcomes, faculty, support personnel, finances, physical facilities, library, computer facilities, administration and evaluation (see page 8).
· 
Team writes a response to the consultant’s recommendations.
(O)
Forecast and Self-Assessment (binder tab 13)
· 
Identify the program’s strengths and areas of concern.
· 
Discuss how changes in demand for the degree and trends in the field may impact the program.
· 
Discuss long term program goals.
(P)

Executive Summary (binder tab 1)
· 
Complete a one-to-two page overview at the end of the study.
· 
Include major findings and recommendations.
· 
Discuss what you are most proud of in relation to this program.
(Q)


Signature Page signed by Self Study Team Participants
· Academic Division Dean
· Team Chair
· Team Faculty
Appendices A through K 
· Documents available from Academic Affairs will be included in the binder.  


· Other documents will be available during the review process (Departmental Plans, Labor Market Study, Student Surveys, Graduate Program Follow-Up Survey, and most recent Advisory Board Committee minutes).
· Replace PAFS, CAFS (if applicable), syllabi, curriculum maps revised during review process.
CONSULTANT SELECTION CRITERIA
In January, the team submits the name of two consultants to the Dean of Academic Affairs. The consultant is selected jointly by the Dean and the team.

The following criteria will be considered in selection of an external consultant:

1.

Appropriate terminal degree in relevant field from an accredited institution.

2.
Academic or appropriate professional experience (administration and/or teaching) in the field.

3.
Appropriate professional experience in relevant field(s) if program to be reviewed has professional orientation (e.g., engineering, social work, law).

4.
Knowledge of the state of the art of the field.

5.
Familiarity with standards for academic programs developed by professional accrediting agencies.

6.
Familiarity with existing programs.

7.
Awareness of employment possibilities of graduates.

8.
Knowledge of budgeting and financial matters – of critical importance if program to be reviewed would be expensive or represent a major shift in an institution’s educational mission.

9.
Experience in evaluating academic programs.

Consultant Report Guidelines:

The consultant will submit a written evaluation of the program and include a specific recommendation to the Institution.  

The consultant will make an overall recommendation to:

· 
Continue the program as is

· 
Continue the program with recommendations 

· 
Discontinue the program
The narrative of the written Consultant’s report must include the following sections and answer the questions posed:

A.


Mission and Program Learning Outcomes

1.
Discuss whether or not the program is consistent with the institution’s programmatic mission and educational goals.

2.
Describe whether or not the Program Learning Outcomes and underlying principles of the program are sound and clearly stated.

B.
Need for the Program
Analyze the need for this program (e.g., student demand), and indicate why it is likely or unlikely that students will be able to secure employment and/or continue advanced study upon graduation.

C.




Curriculum

1.  
Discuss the distribution and nature of required courses, electives, and research (if appropriate) in terms of meeting the learning outcomes of the program.  Compare and contrast the proposed curriculum with recognized programs of quality at other institutions, if appropriate.

2.
Are the instructional modes and credit distribution consistent with the objectives of the curriculum?  [Please explain]

3.
Does the curriculum represent a suitable approach to professional study in the particular field, if appropriate? [Please explain]

4.
Does the curriculum meet certification and/or accreditation standards, if appropriate/ [Please explain]

5.
Discuss whether or not the standards for completion of the program are clearly defined and consistent with the objectives of the program.

6.
Discuss whether or not an appropriate mechanism for transfer of students to enter the program exists and comment upon the suitability of any articulation agreements between this and other existing programs.

7.
If a program has a clinical component, discuss the adequacy of facilities and the arrangements to support the objectives of the program.

D.
Students
1.
Comment on student satisfaction with the program based on the student survey results.

2.
Comment upon the adequacy of counseling and advisement provided to students enrolled in the program.

E.
Faculty
1.
Describe whether or not the faculty possess the appropriate (terminal) degrees and other academic credentials to provide a program of high quality.

2.
Comment on the faculty’s involvement in research, teaching, scholarship, creative activity, and whether or not it is appropriate to the discipline and to the program.

3.
Discuss whether or not the number of faculty and the amount of time to be devoted by each to the program are compatible with the goal of offering a program of quality.

F.
Physical Facilities

1.
Discuss the adequacy of laboratory, special facilities, and equipment intended to support the program and indicate if they are consistent with offering a program of high quality.


2.
Comment upon the adequacy of classroom facilities.

G.
Library


Discuss the adequacy of library holdings and other library resources available to support the program and indicate if they are consistent with offering a program of high quality.

H.
Computer Facilities


Discuss the adequacy of computer facilities and other computer resources available to support the program and indicate if they are consistent with offering a program of quality.
ASSESSMENT GLOSSARY

Assessment-Institutional 

A process used to determine the degree to which the institution is achieving its mission and goals. 
Assessment of Student Learning 

A systematic process for gathering information about student learning.  As a process, it has five levels:

1. Specify learning outcomes

2. Select assessment tools to measure student learning outcomes 

3. Gather and evaluate data on student learning

4. Make and implement changes to the curriculum

5. Gather and evaluate data to determine if changes were effective

Assessment ToolS 

The instruments used to collect data that provides evidence of student learning, can be direct or indirect evidence (e.g. writings, portfolios, projects, etc.).

BENCHMARKING

A technique used to define an institutional, program, or course comparison group and to compare results on specified outcomes.

Core Competencies 

Represent the essential elements of a complete and relevant education at Brookdale Community College. They are the skills and abilities that graduates of all associate degree programs should acquire. They are the abilities necessary to be effective as a person, a worker, a citizen, and a life-long learner. 

Course Learning Outcome (CLO)
Clearly articulated statement of what a student will know, value or be able to do at the successful completion of the course. CLOs are contained in each course syllabus and linked to relevant program learning outcomes and BCC Core Competencies.

Curriculum Mapping 

A process for showing curriculum-integration at the program and course levels to determine whether all students in the program or course are getting sufficient opportunities to achieve all learning outcomes and core competencies.

Curriculum Maps 

A group of three charts that illustrate the connections between:

1. Core Competency-to-Course

2. Core Competency-to-Program

3. Program Learning Outcome-to-Course

The maps illustrate the integration of institutional, program and course learning outcomes.

Learning Activities 

Behaviors of faculty and students that contribute to learning outcomes.

Methods of Assessment 

Selected procedures for gathering evidence of student learning; how the assessment tool is used to collect data.  These methods are selected in relation to the specified learning outcome to be assessed; the type of evidence of learning available; the type of performance to be observed and the agreed-upon scoring procedures.  See examples of direct and indirect measures on page 13.

Outcome 

An end product that is consumer oriented and measurable.

Performance Indicator 

A measurement of the outcome expressed in quantifiable terms using a piece of information about the performance of a student (e.g., a score on a test, a criteria-based internship rating, etc.).  This is also referred to as a metric.

Portfolio 

A systematic and organized collection of a student’s work that exhibits to others the direct evidence of a student’s efforts, achievements, and progress over a period of time.

Program Learning Outcome (PLO) 

Clearly articulated broad statement of what a graduate of a program will know and be able to do. PLOs are listed in the College catalog.  Each program should have between four and six program learning outcome statements.

Representative Sample 

A sample which is representative of a total population selected by some process which gives all samples a proportional chance of appearing to represent variations in the total group.  A representative student sample may include a collection of student work from varied course sections, instructors, schedule and location offerings, and instructional delivery methods (e.g., face-to-face, online, ITV, etc.).

Rubric 

A scoring guide that describes the criteria that will be used to score or grade an assignment and provides evidence that a student learning outcome has been met.  This is also referred to as a criterion-based rating scale.  See example on page 8.

Standards 

A description of the expected level of student performance on specified learning outcomes  (80% of the class will pass the final exam with a score of 70 or better). 

Student Learning Outcome
A clearly articulated statement of what the student is able to do with the content upon completion of the course (give a speech that is designed to convince the audience of a specified point of view), or upon completion of the program (design and conduct a research study).

Student Learning Outcome Statement – 

· Is a learner-oriented essential ability or skill needed by the student to fulfill the outcomes of the course/program/degree. 

· Identifies what a student is able to do with the content.

· Begins with an action verb.

· Stresses the highest order of thinking skills. 

    (Applying, Analyzing, Evaluating, Creating)



· Is measurable.

· Is sufficiently explicit for all stakeholders to have a common understanding of their meaning. 

· Is consistent with standards, practice and real world expectations for performance.

Success Outcome  

A clearly articulated statement, which includes a performance indicator, that reflects the extent to which the purposes of the course (80% of student art projects will receive an evaluation of satisfactory or higher from an independent jury) or the purposes of the program are met (70% of the students will complete the program).

Types of Assessment

· Direct/Indirect --

Direct methods demonstrate that learning has occurred relating to a specific content area, skill, or ability.  They provide evidence in the form of student products or performances.

Indirect Methods support findings from direct measures.  They reveal characteristics associated with student learning, but only imply that learning has occurred.  They may relate to student perceptions of learning, completion rates, graduation rates, etc.  Indirect Methods may also be used prior to direct methods to inform assessment planning and prioritization.

· Formative/Summative – 

Formative assessment is the gathering of data on student learning during instruction.  It helps the instructor to identify concepts or skills that students aren’t learning well, and to take steps to improve student learning while the course is still in process.

Summative Assessment occurs at the end of instruction.  The purposes are to determine whether or not overall goals have been achieved and to provide information or statistics about a course or program leading to an improvement of student learning.  

· Holistic - Making a judgment about a student's learning by using an overall appraisal of a student's entire performance, rather than by scoring or analyzing separate dimensions of the performance individually.   Used in situations where the demonstration of learning is considered to be more than the sum of its parts, 
and so the complete final product or performance is evaluated as a whole. The instructor matches his or her overall impressions to pre-defined expectations for learning outcomes and makes a judgment. 

· Performance-based

Evidence of student achievement of the knowledge and skill components of a course is collected from students in the form of a performance or product. The process the student uses reveals as much about the student's understanding of the knowledge and ability to apply it as the final outcome. It is part of the teaching and learning process, a continuous interaction between instructor and student. It requires clear statements of expected learning outcomes and clearly articulated and communicated criteria and 
standards. 

· Qualititative/Quantitative

Qualitative assessments contain assessment findings that are verbal descriptions of what was discovered, rather than numerical findings.  Because of their non-numeric nature, qualitative data cannot be subjected directly to statistical analyses, nor can easy direct comparisons be made.  However, they provide a more extensive variety of information related to a particular learning goal.

Quantitative assessments consist of data that are represented numerically.  Because quantitative data can be expressed in numbers, they can be compared directly or subjected to statistical analysis, and they can be enable the faculty to express meaningful changes in performance.

· Student Self-Assessment 

A process in which a student engages in a systematic review of his or her own performance or learning, usually for the purpose of improving in the future. May involve comparison with a standard, or established criteria. Students learn to set goals and monitor their own progress toward goals. 

Student Self-Reflection - Asking students to reflect on what and how they have learned – to engage in metacognition.  

Validity and ReliaBILITY

The extent to which assessment tools and methods provide accurate, fair, and useful information.

Validity refers to the integrity of the instrument.  

Reliability refers to the consistency of results for a test or assessment instrument over repeated administrations.
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