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                                          Administrative Unit Program Review Criteria- 2025/2026 

Administrative Units are the distinct departments or offices focused on the operational, logistical, and non-academic functions necessary to support the college's educational mission. These units, such as Academic and Student Services Division office, President’s office, VP of Academic Affairs, VP of Administrative Services, VP of Student Affairs handle critical tasks like managing budgets and personnel, processing student applications and aid, maintaining technology and physical infrastructure, ensuring regulatory compliance, and supporting strategic planning. Essentially, they provide vital support services that allow the college to operate effectively and enable faculty to teach and students to learn.
Note to Preparers: 
Please complete this form that includes the Program Review criteria for an administrative unit program review, to be completed every four years (4-year cycle). One of the major functions of Program Review is to ensure that all work units of the Evergreen Valley College are aligned with its goals. The college’s goals are set forth in its Mission and Strategic Initiatives, which are expressed in the narrative below.  Additional information, including a submission timeline (Due first working day of December) and samples of recent Program Reviews, are available in CurriQunet, and on the college website https://www.evc.edu/why-evc/accreditation/institutional-effectiveness/program-review. If you have any questions, please feel free to contact EVC’s Institutional Effectiveness Committee (IEC) chair. 

After your submission to IEC, members of the committee will provide feedback to assist you in preparing a final version. The review committee will consist of IEC members. The review committee will make a recommendation and your Program Review will precede to College Council and the EVC President for his/her final approval. Completed/approved Program Reviews will be eligible to participate in resource allocation through the allocation process in the College Budget Committee. 
Premises of Service Area Outcomes Assessment Cycles
· Learning takes place every time a student comes in contact with a service or activity at Evergreen Valley College.  
· SAOs are Evergreen Valley College’s commitment to an ongoing, cyclical, improvement process.
· Service Area Outcomes (SAOs) create and sustain the learning environment.
Evergreen Valley College’s Mission: 
Evergreen Valley College guides all students to pathways that reach their educational and career goals through equity-centered, innovative academic programs and support services.  By creating a learning environment where everyone feels welcomed and supported, we are committed to a culture of inquiry, growth, and respect that creates an equitable society in which all can participate and prosper.
Strategic Initiatives:  
· Strategic Priority 1: Student Success 
· The San José-Evergreen Community College District will improve student success through a culture of evidence by providing structured educational pathways and continuous support services that align with their educational and career goals and promote responsible global citizenship and civic engagement. 
· Strategic Priority 2: Workforce and Economic Development  
· The San José-Evergreen Community College District will support economic mobility of our diverse community by responding to the workforce needs of the Silicon Valley region. 
· Strategic Priority 3: Organizational Effectiveness and Sustainability
· The San José-Evergreen Community College District will develop and utilize systems that promote institutional effectiveness, fiscal sustainability, and accountability.
· Strategic Priority 4: Technology
· The San José-Evergreen Community College District will invest in secure information technology solutions and instructional technology that enhance the learning and working environment and support guided pathways, institutional effectiveness, and student success.
· Strategic Priority 5: Communication 
· The San José-Evergreen Community College District will engage in effective communication with internal and external audiences to improve stakeholder satisfaction.
· Strategic Priority 6: Total Work Environment
· The San José-Evergreen Community College District will promote a total work environment that contributes to the success and development of its students and employees. 



Administrative Unit Name:
Last Program Review: 
Current Year Program Review: 
Preparers’ Name(s): 
Area Manager: 
Department Overview
	1. Please describe the areas and functions of your unit.  This should not include academic programs or student support services that would submit their own PR, but your services as an administrative unit to support. Feel free to use a bulleted list for ease of reading.
             



	2. Use the table below to describe current unit staffing including whether they are filled or vacant.


	Position Type
	# Assigned to the Unit 
	# Actually staffed

	Classified Full Time
	
	

	Classified Part Time Permanent
	
	

	Classified Part Time Hourly
	
	

	Administrators
	
	

	Other (please specify)
	
	





	3. List the administrative unit’s goals. Please provide an update on the unit’s progress on achieving its goals set during the last program review cycle.



	4. If you received resource allocation for your last program review cycle, please respond to the following areas: 
· List the resources and funding you received for each item
· State what item was obtained and cost of that item
· Did you use funding for any items that were not approved?
· How much of your funding, if any, was not used?
· Explain how these resources were utilized to impact student success and/or improve unit services. (The resources can be personnel or fiscal).


	5. Please state any recent accomplishments for your department; making sure to connect each accomplishment to the College’s mission and strategic goals. 







PART A: Service Area (Department) Effectiveness 
Service Area Outcomes-  
	1. List the unit’s Service Area Outcomes. (SAOs) (See the supplemental guide to SAOs for information on how to create an SAO; your department should have 2 to 3 SAOs and at least one must be process outcome).












	2. Since your last program review, summarize SAO assessment activities and results. Please include dialogue regarding SAO assessment results with division/department/college colleagues and/or GE areas. Provide (upload) evidence of the dialogue (i.e., department meeting minutes or division meeting minutes…)











	3. What plans for improvement or changes have been implemented to your program as a result of SAO assessment? Please share one or two success stories about the impacts of SAO assessment on student learning.














PART B: Additional Information
	Please provide any other pertinent information about the unit that these questions did not give you an opportunity to address.





PART C: Prior Budget Usage:
	
1. Did you request Resource Allocation funds in your last Program Review/Annual Resource Request
                Yes 	No
	If yes, how much funding did you request _______________?




1. How much discretionary funding did you receive including the Fund 10, Fund 17, and any budget transfers? Select from each category below and tell how much funding you received
	Category
	Amount Received

	Equipment
	

	Supplies
	

	Technology
	

	Other
	

	Total
	


1. Are you requesting additional resources?
               Yes  	    No
          
          If yes, please fill out the Future Needs and Resource Allocation Request page below.




PART D: Future Needs and Resource Allocation Request: 
	Category
	Number of positions and which department for each position:

	Is there an ongoing cost for this item – if so, what is it?

	Faculty Member (s)
	

	

	Classified Member (s)
	
	



	Category
	Total Amount Requesting
	Provide a detailed list of each item being requested in this category to include item name (s), amount (s), and quantity
	Is there an ongoing cost for this item – if so, what is it?

	Equipment
	
	
	

	Supplies
	
	
	

	Technology
	
	
	

	Other
	
	
	

	Total
	
	
	








PART E: Criteria for Resource Allocation

	
1. Department Background &Performance – 
Please tell and provide evidence of how your department is guiding all students to pathways that reach their educational and career goals through equity-centered, innovative academic programs and support services.  
Evidence must include a narrative and patterns over the last three years such as supporting information: number of sections, enrollment, %success/retention, fill rate average, number of appointments, total students served, and # orientations/workshops completed).







2. Aligned with: Education Master Plan, College Equity Plan, Facilities & Technology Master Plans-

Please tell and provide evidence demonstrating the ways in which the department is shortening students’ time to educational goal completion and eliminating equity gaps in goal achievement. Evidence would include a narrative and patterns over the last two years.






3. Viability of the program, department or unit, including: immediate health or safety risk, and legal mandates

Please tell and provide evidence of how your budget requests will positively contribute to the measurable performance and outcomes of our students, the college's accreditation status, program's accreditation status, and fiscal viability. If the budget request addresses an immediate health safety risk to the public, personnel or students please provide those details and evidence. Finally, please tell if the request is needed to address a legal mandate, (i.e. safety protocols, and/or disability access (ADA)) Cite applicable code where appropriate.








4. Assessment results (could include: SAO/SLO)
Please tell and provide specific assessment results that have already occurred related to your request. Please discuss how the request addresses potential growth and student demand through curriculum development/updates and supports student access, equity and success. Please tell how the request shows evidence of an increased demand for program, department or unit services; has direct impact on student/academic success.








5. Additional Resources

5A. Does the department, program, or unit receive funds from any college funding source to include, by not limited to, the Fund 10, 17, Fund 18, Strong Workforce, SEAP, or any other grant? Failure to provide a full list will affect the committee’s overall score to your request.
5B. Please provide a detailed and full list of all funding sources you or your department has received over the last year from the College Budget Committee or any other college department/committee or any grant.  The list must include: 1) Name of funding source, 2) Purpose of the funding source, 3) The specific ways in which the funding source is to be used, and 4) Amount awarded last fiscal year and how much was spent from that year’s allocation. Failure to provide a full list and the items requested will affect the committee’s overall score to your request.









6. Previous use of funds

6A. Please tell the College Budget Committee exactly how much your department received from the College Budget Committee allocation the previous year and two years prior. The amounts must be accurate so please follow up with the department budget manager for accuracy. Failure to provide accurate amounts will affect the committee’s overall score to your request. 

6B. How were those funds received by your department in the previous year utilized (through the Fund 10, Fund 17, or Budget transfers) – details must include detailed expenditures and amounts for each expenditure. What was the total amount given to your department in the previous year and how much of it has been used as of Fall semester. How did this expenditure align with the purpose of the department’s request (be specific).  Failure to provide a full list and the items requested will affect the committee’s overall score to your request.

6C. Please include how much of that funding was used for items and services mentioned in the previous year’s allocation (Fund 10, Fund 17, or budget transfer). Failure to provide accurate amounts will affect the committee’s overall score to your request.

6D. Are there currently any unused funds or will there be any unused funds by May of the current academic year? If so, how much and why? Failure to provide accurate amounts will affect the committee’s overall score to your request. 

6E. How did these funds directly help our students based on goals of EMP (quantitative metrics will be needed – (i.e. persistence, recruitment/enrollment/student success)?










PART F: Manager/VP Prioritization Section
	
Total Amount Requested:

Total Amount Requested by Manager:

	Itemized List (should equal the total of the Total Amount Requested by the Manager):
	Expense Requested
	Amount Requested
	Ranking (1-4)
1 – highest priority
4 – least priority
(scores cannot be the same)
	Provide a detailed list of each item being requested in this category to include item name (s), amount (s), and quantity

	Supplies
	
	
	

	Equipment
	
	
	

	Technology
	
	
	

	Other (Contract, subscriptions, memberships, etc.) 
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