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Purpose:

Program review at Palau Community College is a process that
provides an extensive evaluation of academic and non-academic
programs on a three year basis. The results of yearly
assessments (using the FAMED process) are compiled into the
“one three year review cycle.

The purpose of program review is to evaluate program
sufficiency to allow definite strategies to be developed for major
revisions, to provide information for consideration when
decisions are made, and to develop recommendations to improve
institutional effectiveness. |

Instructions for completing the form:

I. Type your text into the boxes. The text boxes will expand to
accommodate the amount of text spaces you need.

2 Individual instructions are included before each section.

3. Submit your completed Program Review in both hard copy and
electronic copy format to the Institutional Research Oftice.

4. Be sure to keep both hard and electronic copies for yourself.
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Program Review Narrative Summary

The narrative summary should include the following:

e Summary of the service area purpose

e The relationship of service area to the college Mission Statement

e Summary of Trend Analysis

e Summary of Learning Outcomes Assessments

e Summary of Goals/Objectives Assessments

e Summary of Personnel

e Summary of Facilities and Equipment

e Summary of Evaluation of Previous Goals/Activities from Previous Cycle

a.
b.
C.

d.
e.

List actions identified in your last program review or any other related plan(s)*.

What measurable outcomes were achieved due to the actions completed?

Evaluate the success of the completed actions. Did the completed actions lead to improvement
of service area goals and objectives?

What modifications do you plan to make to the service area in the future to improve services?
Update major changes/accomplishments since the last review.

e Summary of Service Areas Major Strength and Improvement Needs

a.

Does the service area data indicate overall needs that may require support from the
institution? Define these observed needs supported by assessment data.

e Summary of Action Plans

e Summary of Resource Request (it any)
a. All resource requests should be tied to at least one of the following:

e An institutional learning outcomes
e A student learning outcome/goals/objectives
e Other college plans

b. What will be the anticipated outcome if resource request is granted?
¢. Describe the resource request in detail.

#Note: Other college plans may include the 15-Year Institutional Master Plan. the 3 Year Technology Plan. or other plans such as an approved department plan or

comimittee plan,



Academic Affairs Division Program Review Narrative Summary

Service Area Purpose

The Academic Affairs (AA) Division falls under the Education and Training Department which is onc of the three
main departments of Palau Community College. The AA division is responsible for all instruction and instructional
programs. including the administration of the thrce schools of the college. the School of Arts and Sciences. the School
of Business. and the School of Technical Education. The AA division is directly responsible for support of both
faculty and students in the teaching and lcarning arcas and the Dean is responsible for the direct supervision of the
faculty.

Relationship of Service Area to College Mission Statement

The AA mission states. “The Academic Affairs Division provides high quality instruction in both career/technical
cducational programs and academic programs to cnsure students acquire the skills and attitudes needed to enter the
workforce or to continue their educational careers.”

The Academic Affairs mission supports the overall institutional mission by ensuring that the students are supported in
the student learning arca so that they can acquire the necessary skills and knowledge to meet their ecconomic. social.
academic and technical needs through acquiring proficiency in their learning outcomes at all levels. Through their
programs. students will gain the necessary knowledge and skills that are nceded in the work force or at institutions of
higher cducation. Graduates of the college will be prepared to either enter the work force with entry level job skills or
to continue their cducation at an institution of higher cducation prepared for higher level courses.

Summary of Trends Analysis

The goals and objectives have not been assessed during this three year cvele review as this is the first time the program
is being reviewed. The assessment tools which are two surveys- one for faculty and onc for students will be conducted
cach semester starting mid-spring 2015, This information will then be used for the next program review cvele. It will
also be revicwed on a semesterly basis to make any necessary improvements to the division between the program
review cveles.

There is not a complete trends analysis for the three vear period. but data that was available is provided and analyzed

e Therc is no record of the number of faculty who requested Xeroxing services nor how much Xeroxing was
done. The reason for the lack of data is that faculty write their requests on small forms which are attached to
the Xerox request and then these forms arc not kept or recorded.

e For book ordering. Year 1 and Year 3 were quite a bit higher than Year 2 according to the data collected.
However. Year 3 comprised 4 semesters while the data for the other two vears was only 3 semester. What
causes the lower order number during Year 2 is not known. Perhaps the rental of books occurred the first vear
so books were returned by students leading to less books being needed as new. )

e Supplies went up during Ycar 2 but again the reason 1s not known.

e For the first two vear, more faculty appear to have gone on trips for conferences or trainings than for the last
vear of the cycle. Some of these conferences/trainings include accreditation related ones. These trips have
usually paid for by Academic Affairs. Last vear. however. the Accreditation Office had a budget so funding
for some accreditation related conferences/trainings for faculty to attend was out of that office rather than the
Academic Affairs budget.

e Faculty meetings remaincd fairly consistent. Faculty meetings arc usually held during the beginning and end
of each semester excluding the summer sessions. Each of the reporting years. however. have more than two so
there were more frequent taculty meetings.

e Posting class cancelations was not data that could be collected as the signs posted were not saved during this
cvele.

e Catalog addendums werc also low.

e Schedule modifications were high for Year 1 and Year 3. Year 3 was extremely high but there was a turnover
in the administration and this was the first course schedule offering printed by the new administrator.

e Student data was not able to be collected for the cyvele for those who came to the AA office for assistance as
there is no record of how many students came or what kind of assistance was given,



Summary of Goals and Objectives

There are two goals for the AA division. Onc is to provide support to students to promote student learning. The other
goal is to provide support to faculty to promote faculty tcaching. Students are supported so that they can gain the skills
and knowledge needed for their tuture endeavors. Faculty arc also supported so that they can deliver quality
instruction to promote learning opportunitics through the diffcrent programs and courses that are taught by them.

Summary of Personnel

There are three office staff and five assistant instructors in addition to the Dean and Associate Dean of Academic
Affairs which make up the Academic Affairs division personnel. The two administrators have been at the college for
over 10 vears and both arc former faculty. Both are new to their positions and so are adjusting to the duties and tasks
of the positions. They function well as a team and are often able to divide some of the tasks. At times they work
together as with disciplining a faculty or creating a new course offering schedule. Both the Dean and the Associate
Dean are on numerous committees. The Dean is also responsible for the Internship Program. The Associate Dean’s
responsibilitics also entail chairing the Committee on Programs and Curricula and coordinating course asscssments
cach semester.  Both the Dean and Associatc Dean have tasks assigned to them by the President.

The three office staff are sufficient for the amount of work that nceds to be accomplished at Academic Affairs. They
have specific assigned tasks and also have tasks that they all do. For example. one staff spectfically works on thc book
orders and adjunct contracts each semester while another 1s busy making sure the paperwork (RQs) for faculty requests
for supplies arc completed. The third staff’s main task is attending to Xerox requests but all three will handle phone
calls and sometimes assist in other areas when needed. At times though there is a problem with punctuality and
sometimes there is a lack of focus to details or teamwork which causcs a delay in getting tasks done in a timely
manner.

There are five assistant instructors which fall under the supervision of the Dean of Academic Affairs also. Four of the
assistant instructors are assisting in technical programs while one is in charge of the Academic Tutoring Laboratory
and also assists with the students” placement for the internship courses.

Classroom cleaners arc also under the supervision of Academic Aftairs. Each semester there are students hired to
clean the classrooms. hallways. and assist with cleaning the Academic Affairs office.

Summary of Facilities and Equipment

The facilitics of the Academic Affairs Division are adequate. There is a separate office for both the Dean and the
Associate Dean although the Associate Dean is not located in the same large office as the rest of the staff. This is at
times detrimental to communication among the staft. There is adequate room for the three office statf and cquipment
is adequate. For faculty. however. more digital projectors and laptops arc needed. The office, however. needs to be
rearranged so that there is a clear office area for office staff only.

Summary of Evaluation of Previous Goals/Activities from Previous Cvcle
This is the first program review cyele that has been completed. Therefore, there is no summary of evaluation of
previous goals/activities from previous cyeles.

Summary of Service Area Major Strengths and Improvement Needs

Major strengths

Acadcemic Affairs major strengths are:
e Office hours have been extended to cover cvening courses should there be a need for officc assistance for
students or faculty of evening courses.
e Office staff are cfficient and complete tasks in a timely manner when focused and on task.
e The Dean and Associate Dean offices are easily accessible and the two administrators are able to attend to
requests when not in meetings or out of the office for work related tasks.



Improvement Needs

There arc a few weaknesses with the office tasks:

e All book orders are not arriving before the beginning of the semester. This may be a shipping or supplier
problem so the process may need to be started earlier.

e Xeroxing is not always completed correctly or on time.  However. there are times when the machine breaks
down or faculty submit requests too late.

e Staffarc not alwavs following up on requisitions in a timely manner so that often there are checks waiting in
the Business Office. In addition. because of improper or nussing information often RQs need to be redone
which in turn slows the process down. This may be duc to staff being distracted or interrupted before the task
was completed. There arc also times. however. when faculty do not turn in supply requests on time

There are two noted weak arcas for the administrators:

e A weakness on the part of the administrators would be that there is not enough attention given to faculty. The
main reason for this is that tasks which involve mectings or paperwork consume time that could be spend in
classroom observation time and spontaneous walks around classroom areas. Faculty contracts are sometimes
held up by the administrators not being able to complete the faculty merit evaluation form. The form is a
newly designed one that takes more time to complete by both the faculty and administrators. The
administrators arc looking to develop an annual faculty merit evaluation that is not quite as detailed and use
the new form for renewal of contracts.

e Another weak arca of the administrators is that student cvaluations are not done soon enough and faculty do
not always know the results of the student evaluations. Conducting the student evaluations is done by the
office staff. but this is a time consuming task and distractions or other tasks get in the way of compleiing the
evaluations until sometimes the week of final exams.

With reorganization of the office . there should be less distractions. which should help the office run more efficiently.
With three office staff. there are enough personnel to take care of faculty and student needs provided the staft work
together and assist cach other once cach person’s major tasks arc completed. At times teamwork secems to be lacking,

For the administrators. creation of an annual faculty merit evaluation which is less detailed than the new one needs to
be created soon. While the new faculty merit cvaluation is a good cvaluation tool. ¢valuating faculty now takes much
more time. It is very thorough so better for using at the end of a contract for renewal purposes rather than as an annual
evaluation tool. Also. student evaluations need to be started the third week or fourth week in the semesters for fall and
spring and completed before the end of the semester if possible. All office staff need to be involved to accomplish this
timeframe. When three are three present in the office, two can be conducting the student evaluations leaving one to
remain in the office.

Summary of Action Plans

The first action plan is to create and distribute customer satisfaction survevs to students and faculty to collect data
necded for goals and objectives.

The second action plan is to review from time to time customer service techniques with the office staff. Requestors
can be rude. demanding or expecting their requests to be done at the last minute so reviewing customer service tips
will help them deal with these types of requestors morc professionally.

The third action plan that necds immediate action is the rearranging of the office so that there is a clear division
between the visitor area and the staffing arca. This will help cut down on missing items. socializing. and work not
completed in a timely manner due to distractions. In addition. in order to collect the data nceded for the program
review. visitors need to report to office staff for the recording of their requests. With the current office set up. it is
impossible to collect numbers effectively on student request needs and for faculty requests which 1s data nceded for the
program review. The Xeroxing needs to be recorded by office staff. Also, equipment for faculty needs to be sccured in
an arca off limits to faculty and visitors. There is no accurate count of how much Xeroxing is donc on a daily or
weekly basis and presently there is equipment unaccountable. which includes digital projectors. )
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The data base or Excel spreadshect creation plan will help with collection of the data needed for program reviews.
This will be used to store data and to creatc reports or give accurate numbers for the data.

Summary of Resource Requests

e  Under personnel. a part time administrator 18 requested. This person could be also part time faculty. As stated
in the summary and on the appendix. assistance with some of the administrative tasks and faculty supervision
would allow for better attention to faculty and some of the problems that occur with faculty. The cost would
be in the salary adjustment for additional dutics.

e A nced for a Xerox machine was also noted. During peak periods, especially. the current Xerox machine is
not able to handle the demand. The peak periods arc at the beginning of the semester. midterm periods and
final exam periods. The current machine as noted is also time consuming to usc as it docs not collate as it
copies. One page at a time 18 Xcroxed. Collating and stapling arc done manually. When Academic Affairs
was located near the Carpentry Shop. the Xerox machine for the office collated and stapled so less time was
needed for Xeroxing. Faculty have also complained about the quality of this machine’s Xeroxing capabilitics.
Checking online, depending on the size, Xerox machine run from $500 to $3000. A fairly large heavy duty
onc would be needed. ‘

e Under supplics. log books werc requested to track data nceded for the program review. Thesc arc not costly.
e Under software needs. a databasc specific for record keeping purposes for program review was also requested.
While Excel can supply spreadshects. a tailor made databasc would be better as it could be created with the
capability to print specific reports needed for the program review. The cost may be nil if such an open source
is available. However. the IT faculty has crcated numerous databascs specific to the needs of the requester so
a special contract to compensate the 1T faculty would be preferred if the 1T faculty had the time and agreed to

this request. B

All of these requests are tied to the goals and objectives of the Academic Affairs office.
e Goal 1: To provide support to promote student learning
e Goal 2: To provide support to promote faculty teaching

In addition. these requests are tied to the vision of the college “"We guarantee quality and excellence.” If the requests
are granted. improved scrvices and improved support to both faculty and students should be provided.

It is also requested that the next program review be on an academic school vear cvele rather than a fiscal vear evele.
The data needed for the program review is data that occurs cach semester and it is difficult to get accurate data when
having to divide the data collected in the cycle of a fiscal vecar. For cxample. most faculty supply requests come in just
prior to or at the beginning of a semester. The fiscal year cuts into the fall semester. Schedule modifications are done
at the beginning of cach semester and catalog addendums follow scmester calendars also when the Committee on
Program and Curricula meets. Students and faculty nced support during the academic school vear calendar.




Appendix A: Service Area Review Assessment Data

MISSION OF SERVICE AREA

1. State the purpose (mission statement) of this service area.

The Academic Affairs Division provides high quality instruction in both careerftechnical and academic programs to ensure
students acquire the skills and attitudes needed to enter the workforce or to continue their educational careers.

2. How does the purpose (mission statement) of the service area support the overall institutional mission statement?

The Academic Affairs mission supports the overall institutional mission by ensuring that the students are supported in the student
[ learning area so that they can acquire the necessary skills and knowledge to meet their economic, social, academic and technical
' needs through acquiring proficiency in their learning outcomes at all levels. Faculty are also supported so that they can deliver
' quality instruction to promote learning opportunities through the different programs and courses that are taught by them.

TRENDS ANALYSIS

1. Use the data provided to indicate trends for each of the following measures:

F Services/Activities Year 1 1 Year 2 Year 3
Faculty:
Xeroxing n/a n/a nla
Ordering books for courses 110 (3 semesters) | 68(3 semesters) 169(4 semesters)
Ordering supplies (RQs as data) 114 133 114
Arranging field trips (RQs as data) 0 0 4
Preparing Travel Vouchers (vouchers as data) 6 7 2
Conducting faulty meetings (mtg agendas) 4 4 5
Students:
Posting class cancellations, catalog addendums 1 1 4
Taking messages for faculty n/a nla nla
Assisting with assignment submission nfa n/a n/a
Providing academic information {modifications) 24 15 36
2. Use data provided to indicate trends in staffing:
Staffing Management level Professional Level *Classified Level **Student
Workers
| Year 1 (10/11-9/12) 2 0 6 6
Year 2 (10112 - 9/13) 2 0 7 g
Year 3 (10/13-9/14) 2 0 8 12

*Includes assistant instructors (Galindez, Nena, Ala, Samantha, Marvin, Volette)

**Includes classroom cleaners




GOALSIOBJECTIVES ASSESSMENT SUMMARY

Year 1: October 1, 2011 to September 30, 2012

Service Area
Goals/Objectives

Assessment Tools

Expected Outcome

Assessment Results

Action Plans

Goal 1: To provide
support to promote
student learning.

Objective 1.1: Create
course schedules to
meet student needs.

Objective 1.2: Ensure
an environment for
students that is
conducive to learning.

Objective 1.3:
Communicate
classroom/course
information in a timely
manner.

Objective 1.4:
Advocate for students
without discrimination.

Student satisfaction
survey

Objective 1.1: 70% of
students surveyed will
be satisfied with the
course offerings.

Objective 1.2: 70% of
students surveyed will
be satisfied with the
learning environment.

Objective 1.3: 70% of
students surveyed will
be satisfied with the
communication
regarding
classroom/course
information.

Objective 1.4: 70% of
students surveyed will
be satisfied with the
support of the Dean.

None — no surveys
were conducted as his
is the first program
review and the
assessment tools were
just created in January
2015.

The academic Affairs
Division will begin
conducting student
satisfaction surveys
starting spring 2015,

Goal 2: To provide
support to promote
faculty teaching.

Objective 2.1: Provide
instructional support on
time. (books, supplies,
equipment, etc.)

Objective 2.2: Ensure
an environment for
faculty that is conducive
to teaching.

Objective 2.3: Promote
professional
development.

Objective 2.4
Advocate for faculty
without discrimination.

Faculty satisfaction
survey

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
instructional support.

Objective 2.2: 70% of
the faculty surveyed will
be satisfied with the
teaching environment.

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
trainings and
workshops.

Objective 2.5: 70% of
the faculty surveyed will
be satisfied with the
support of the Dean.

None — no surveys
were conducted as his
is the first program
review and the
assessment tools were
just created in January
2015.

The academic Affairs
Division will begin
conducting faculty
satisfaction surveys
starting spring 2015.
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Year 2: October 1, 2012 to September 30, 2013

Service Area
Goals/Objectives

Assessment Tools

Expected Outcome

Assessment Resuits

Action Plans

Goal 1: To provide
support to promote
student learning.

Objective 1.1: Create
course schedules to
meet student needs.

Objective 1.2: Ensure
an environment for
students that is
conducive to learning.

Objective 1.3:
Communicate
classroom/course
information in a timely
manner.

Objective 1.4:
Advocate for students
without discrimination.

Student satisfaction
survey

Objective 1.1: 70% of
students surveyed will
be satisfied with the
course offerings.

Objective 1.2: 70% of
students surveyed will
be satisfied with the
learning environment.

Objective 1.3: 70% of
students surveyed will
be satisfied with the
communication
regarding
classroom/course
information.

Objective 1.4: 70% of
students surveyed will
be satisfied with the
support of the Dean.

None - no surveys
were conducted as his
is the first program
review and the
assessment tools were
just created in January
2015.

The academic Affairs
Division will begin
conducting student
satisfaction surveys
starting spring 2015.

Goal 2: To provide
support to promote
faculty teaching.

Objective 2.1: Provide
instructional support on
time. (books, supplies,
equipment, etc.)

Objective 2.2: Ensure
an environment for
faculty that is conducive
to teaching.

Objective 2.3: Promote
professional
development.

Objective 2.4:
Advocate for faculty
without discrimination.

Faculty satisfaction
survey

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
instructional support.

Objective 2.2: 70% of
the faculty surveyed will
be satisfied with the
teaching environment.

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
trainings and
workshops.

Objective 2.5: 70% of
the faculty surveyed will
be satisfied with the
support of the Dean.

None - no surveys
were conducted as his
is the first program
review and the
assessment tools were
just created in January
2015,

The academic Affairs
Division will begin
conducting faculty
satisfaction surveys
starting spring 2015.
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Year 3: October 1, 2013 to September 30, 2014

Service Area Assessment Tools Expected Outcome Assessment Results Action Plans
Goals/Objectives
Goal 1: To provide Student satisfaction Objective 1.1: 70% of | None —no surveys The academic Affairs
support to promote survey students surveyed will | were conducted ashis | Division will begin

student learning.

Objective 1.1: Create
course schedules to
meet student needs.

Objective 1.2: Ensure
an environment for
students that is
conducive to learning.

Objective 1.3:
Communicate
classroom/course
information in a timely
manner.

Objective 1.4:
Advocate for students
without discrimination.

be satisfied with the
course offerings.

Objective 1.2: 70% of
students surveyed will
be satisfied with the
learning environment.

Objective 1.3: 70% of
students surveyed will
be satisfied with the
communication
regarding
classroom/course
information.

Objective 1.4: 70% of
students surveyed will
be satisfied with the
support of the Dean.

is the first program
review and the
assessment tools were
just created in January
2015.

conducting student
satisfaction surveys
starting spring 2015.

Goal 2: To provide
support to promote
faculty teaching.

Objective 2.1: Provide
instructional support on
time. (books, supplies,
equipment, etc.)

Objective 2.2: Ensure
an environment for
faculty that is conducive
to teaching.

Objective 2.3:
Promote professional
development.

Objective 2.4:
Advocate for faculty
without discrimination.

Faculty satisfaction
survey

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
instructional support.

Objective 2.2: 70% of
the faculty surveyed will
be satisfied with the
teaching environment.

Objective 2.1: 70% of
the faculty surveyed will
be satisfied with the
trainings and
workshops.

Objective 2.5: 70% of
the faculty surveyed will
be satisfied with the
support of the Dean.

None — no surveys
were conducted as his
is the first program
review and the
assessment tools were
just created in January
2015.

The academic Affairs
Division will begin
conducting faculty
satisfaction surveys
starting spring 2015.
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PERSONNEL

1. List information requests below for all full time/part time personnel.

Position/Titles Status Highest | Initial Date Description of duties
(no names) (FTIPT) Degree of Hire
Dean of Academic FT MBA 6/03/2002 | Supervise faculty and staff for Academic Affairs Division,
Affairs serve on committees, and perform tasks assigned by the
Dean - President. Included is the scheduling of courses each
1114 semester and overseeing of textbook orders and requisition
requests by faculty.

Associate Dean of FT MS 1/3/89 Assist the Dean of Academic Affairs with supervising faculty

Academic Affairs and staff for Academic Affairs Division, serve on committees

Assoc. as chair, secretary or member, perform tasks assigned by the

Dean - President and Dean, oversee course and program updates

1114 and revisions, perform articulation communication with other
colleges and universities, and conduct course assessment
trainings, oversee faculty Tracdat input and compile course
assessment completion reports.

Secretary FT High 08/11/03 Clerical work including field trip arrangements, off island trip
School arrangements, adjunct contracts, book ordering, assisting with '1
diploma course scheduling,
with some
first and
second
year
courses
level
completed
ata
university.

Secretary FT AAS OA | 6/4/2013 Clerical work including requisite requests, assisting with

program student evaluations, receptionist

Senior Clerk Typist FT AAS OA | 6/4/2013 Clerical work, including Xeroxing, assisting with student

program evaluations,

Student cleaners Ya time Still taking | Work ona | Clean the classrooms, walkways, and hallways. Assist with
classes semester cleaning Academic Affairs office and outside area.

basis

2. s the number of personnel adequate to support the service area? If no, explain based on assessment results and/or other
colfege plans.

[ Yes

3. Do available personnel possess adequate skills required to support the service area? If no, explain based on assessment
results and/or other college plans.

| Cross training should be done for all tasks that classified staff perform so that the office can continue to provide needed services
| even if all support staff are not present. A review of customer service techniques is also recommended from time to time.




4. Do any personnel need professional development in order to improve services in this service area? If so, list those areas
of need. Base this response on assessment results and/or other college plans.

Wreview of customer service techniques could be helpful from time to time.

FACILITIES AND EQUIPMENT

1. Are available general use facilities, such as office and work spaces, adequate to support the service area? If no, provide
response based on assessment results and/or other college plans.

[ No. Although the response is not based on assessment resuilts, the office needs to be arranged in a more professional manner to
| give better support for both faculty and students and for data collecting purposes. There needs to be a clear working area
i delineation that only staff occupy. The office space is large enough though for the number of staff.

2. ls available equipment adequate to support service area goals/objectives/student learning outcomes? If no, provide
response based on assessment results and/or other college plans.

No. Although the response is not based on assessment results, the copy machine in the office which is used for student material
for instructional purposes has been replaced by the printing company twice in the last year because of maintenance issues. The
machine does not handle the heavy demand especially at the beginning of the semester, at midterm period and at final exam
period. With the current machine, the staff need to Xerox page by page manual and collate manually. The machine type needed is
" one that Academic Affairs had which could make copies rapidly by a feeder and collate so that staff only need to staple each set
that was Xeroxed. . The air conditioner in the Associate Dean's office has been broken since November.

3. Does the service area general revenue?

| Yes, but only if we take into account the book rental money for the science and history books for certain courses that are rented on
| a semester basis. Students first report to the Business Office and then bring a promissory note or receipt to the AA office.

\
|
i
!

EVALUATION OF PREVIOUS PROGRAM REVIEW ACTION PLANS

Indicate the status of the previous program review action plans

Action Plan Status Explanation
Activity/Objectives Complete/Ongoing/incomplete

None as this is the first program review.

SERVICE AREA STRENGTHS AND IMPROVEMENT NEEDS

1. List and explain service area strengths.

e The hours of operation are now expanded to include evening course support
e When staff are on task and not distracted, assignments are completed in a timely manner
e Dean and Associate Dean are easily accessible

2. List and explain service area improvement needs.

Customer service review for dealing with difficult clients
Completion of RQs on time

Quality Xeroxing ( collating correctly and clarity)

Book order arrival dates (before classes begin)
Completing student evaluations by end of semester
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SERVICE AREA ACTIONS PLANS

Based on this current program review results, describe the program action plan/s for the next three (3) years. Include necessary

resources.

i Action Plan How will this action plan improve Needed Resources Timeline
Activity/Objectives services/activities? (if any) |

Create and conduct This will give us data to be able to assess Assistance from the IR Spring 2015

satisfactory surveys for both | whether or not services need to be revised or | Office for the surveys. !

faculty and students improved.

Have staff review customer This review is necessary for staff to give Staff Time Summer 2015

service techniques professional customer service at all times even

with difficult requests or demanding visitors.

Arrange Academic Affairs Often visitors wander into staff areas and there | Dividers for staff areaif | Immediately if

office to clearly divide working | have been times when items are missing. there are not enough possible or by the

area from visitor area. This will also help with collecting the data for shelves at the present

the next program review.

moment.

middle of June \
2015 |

Create a data base for record
keeping of data and log books
need to be used to record
data. Once the office is
rearranged with a counter to
assist faculty and students,
log books can be used. The
staff will need to record the
logged information into an
excel spreadsheet or data
base created for the data
collection.

Data will be collected and stored for the next
three year cycle and also can be used on a
semester or year basis to make any necessary
improvements between program review
cycles.

Purchase of log books
and creation of data
base.

Some could be
started immediately, |
such as getting log |
books and creating
an excel
spreadsheet. Al
should be
accomplished by the
middle of June |
2015.

RESOURCE REQUEST
. Typeof Description Estimated Justification |
~ Resource Amount f
Requested
 Faciliies —
} Equipment Xerox machine Rent or The present machine makes one page at a time and it often breaks downﬂ
purchase - after being used for a short period of time. A lot of time is spent copying
purchase est. | documents of more than one page with making them page by page, then
costis $900- | collating the documents and then stapling them.
1500
Supplies Log books $50 The log books could be used for sign in purposes to track the support
given to faculty and students by the AA staff.
Software Database Not known A database created specifically for the needs of Academic Affairs could |
‘. help generate reports needed for review
" Training Customer service 0 This can be conducted by administrators as a review of techniques as
L staff have degrees in OA and received instruction through the program. |
Other 0 B
Total amount: $1550

Appendix B: Goals/Objective/SLOs -

ILO Mapping (included in review)

Appendix C: Evidence (All assessment data within review cycle) (Data of RQs, travel vouchers, catalog addendums,
schedule modifications all available in AA office.)

Appendix D: All Assessment Tools (included in review)

Appendix E: Service Area Assessment Calendar (included in review)
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Appendix B

Office of the Dean and Associate Dean of Academic Affairs

Mission Statement: The Academic Affairs Division provides high-quality instruction in both
career/technical education programs and academic programs to ensure students acquire the skills and
attitudes needed to enter the workforce or to continue their educational careers.

Goals

Objectives

Goal 1 — To provide support to promote
student learning.

Objective 1.1: Create course schedules to meet
student needs. 70% of the students surveyed will be
satisfied with the course offerings.

Objective 1.2. Ensure an environment for students
that is conducive to learning. 70% of the students
surveyed will be satisfied with the learning environment.

Objective 1.3: Communicate classroom/course
information in a timely manner. 70% of the students
surveyed will be satisfied with the communication
regarding classroom/course information.

ijective 1.4: Advocate for students without
discrimination. 70% of the students surveyed will be
satisfied with the support of the Dean.

Goal 2. To provide support to promote faculty
teaching.

Objective 2.1: Provide instructional support on time.
(books, supplies, equipment, etc.) 70% of the faculty
surveyed will be satisfied with the instructional support.

Objective 2.2: Ensure an environment for faculty that
is conducive to teaching. 70% of the faculty surveyed
will be satisfied with the teaching environment.

Objective 2.3: Promote professional development.
70% of the faculty will be satisfied with the trainings and
workshops.

Objective 2.4 Advocate for facuity without
discrimination. 70% of the faculty will be satisfied with
the support of the Dean.




Goals, Objectives and Learning Outcomes for the TracDat Program

Program/Service
Area

Goal, Objective, and/or Learning
Outcome

Assessment
Tool

Means of Assessment

Office of Dean and
Associate Dean of
Academic Affairs

Goal 1 — To provide support to
promote student learning.

Objective 1.1: Create course
schedules to meet student needs.
70% of the students surveyed will
be satisfied with the course
offerings.

Objective 1.2: Ensure an
environment conducive to learning
for students. 70% of the students
surveyed will be satisfied with the
learning environment.

Objective 1.3: Communicate
classroom/course information in a
timely manner. 70% of the
students surveyed will be satisfied
with the communication regarding
classroom/course information.

Objective 1.4: Advocate for
students without discrimination.
70% of the students surveyed will
be satisfied.

Student
Satisfactory
Survey

Do you agree that the Dean and Associate

Dean of Academic Affairs provide support to

promote student fearning?

Goal 2: To provide support to
promote faculty teaching.

Objective 2.1. Provide
instructional support on time.
(books, supplies, equipment, etc.)
70% of the faculty surveyed will be
satisfied with the instructional
support.

Objective 2.2: Ensure an
environment for faculty that is
conducive to teaching. 70% of the
faculty surveyed will be satisfied
with the teaching environment.

Objective 2.3: Promote
professional development. 70% of
the faculty will be satisfied with the
trainings and workshops.

Objective 2.4: Advocate for
faculty without discrimination. 70%
of the faculty will be satisfied with
the support of the Dean.

Faculty
Satisfactory
Survey

Do you agree that the Dean and Associate
Dean of Academic Affairs provide support to
promote faculty teaching?
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g PALAU COMMUNITY COLLEGE

== P.O. Box 9, Koror, Republic of Palau PW 96940
SONAINITY Tel: (680)488-2470 Fax: (680)488-2447
OFFICE OF THE DEAN AND ASSISTANT DEAN OF ACADEMIC AFFAIRS

We continually evaluate our services to ensure that we are delivering the best possible service to our students. We welcome your feedback or comments
regarding your experience and the services offered by Office of the Dean and Assistant Dean of Academic Affairs.

INSTRUCTION: Please Darken (@) the appropriate answer that best reflects your opinion.

Somewhat Somewhat
Agree Agree Neutral Disagree Disagree

1. The college offers courses that | need for my program each semester.

N

. When a course is cancelled or the instructor or room changes, | am notified and
have time to register for another course.

. There are enough sections of the courses that | need for my program.

. | am satisfied with the times and days of my courses.

. Inside the classroom, it is good for learning.

The class time is used for learning.

When my teacher cannot come to class, | am informed when my class is cancelled.

| have an opportunity to evaluate my instructors during the semester.

© ® N ® o A w

OO0 000 O OO0
OO0 0000 O 0O
O0O0DO0OBOO O 00

If I have a concern or problem with my class | am able to speak to the Dean or
Associate Dean of Academic Affairs.

OO0O0OO0OO0O0 O 0O
O0OO0OO0O0O0 O OO0

If you disagreed or somewhat disagreed with any of the statements, please explain here so that your concerns may be addressed. Thank you for your
cooperation!

PALAU COMMUNITY COLLEGE
= P.O. Box 9, Koror, Republic of Palau PW 96940
BNy Tel: (680)488-2470 Fax: (680)488-2447

OFFICE OF THE DEAN AND ASSISTANT DEAN OF ACADEMIC AFFAIRS

We continually evaluate our services to ensure that we are delivering the best possible service to our students. We welcome your feedback or comments
regarding your experience and the services offered by Olffice of the Dean and Assistant Dean of Academic Affairs.

INSTRUCTION: Please Darken (@) the appropriate answer that best reflects your opinion.

Somewhat Somewhat
Agree Agree Neutral Disagree Disagree
1. My instructional support needs are addressed in a timely manner. @) @) @) @) o
2. My workload is reasonable. @) @) @) @) 'e)
3. The Academic Affairs office hours are sufficient to meet my needs. @) (@) @) O @)
4. The classroom environment is conducive for teaching. (@) (@) O O O
5. I have a suitable office where | can adequately work on my courses. O O O O @)
6. The Academic Affairs office staff behaves in a professional manner. O @) O O @)
7. | am provided with professional development that helps me with my teaching @) O @) O )
duties and responsibilities.
8. | am able to discuss concerns with the Dean or Associate Dean who assists me. o O O O @)

If you disagreed or somewhat disagreed with any of the statements, please explain here so that your concerns may be addressed.
Thank you for your cooperation!




Appendix E

Assessment Calendar of Surveys for AA program review
Next Cycle Fall 2014 to Summer 2017

Faculty Survey Student Survey |
“Spring 2015 Spring 2015
~Summer 2015 Summer 2015

Fall 2015 Fall 2015

Spring 2016 Spring 2016

Summer 2016 Summer 2016

Fall 2016 Fall 2016

Spring 2017 Spring 2017

Summer 2017 Summer 2017

Fall 2017 Fall 2017
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