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	I. Administrative Unit Area Mission
	

	1. State the name for the administrative unit area and provide a brief description of core activities and scope of service.
	
	 ASK  \* MERGEFORMAT 

	2. State the area’s mission. If you don’t have one, create one.
	
	

	3. Explain how the area mission is aligned with the college mission.
	
	


	II. Administrative Unit Area Description & Data
	

	1. Indicate all locations served by this administrative unit area.
	Locations offered:

 FORMCHECKBOX 
FH Main Campus
 FORMCHECKBOX 
Middlefield

 FORMCHECKBOX 
Off campus
	
	

	2. List current positions and descriptions for all personnel in your area on the chart below (include position titles only, not individual names).
	

	Faculty Positions 
	Full-time Headcount
	Part-time Headcount
	Brief Description of duties
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Management  Positions
	Full-time Headcount
	Part-time Headcount
	Brief Description of duties
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Classified Positions
	Full-time Headcount
	Part-time Headcount
	Brief Description of duties
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Position Title
	0
	0
	
	

	Student Worker Positions
	Hours per Week
	Months per Year
	Brief Description of duties
	

	Position Title
	0.00
	0
	
	

	Position Title
	0.00
	0
	
	

	Position Title
	0.00
	0
	
	


	3. Internal trends:  Describe any trends which impact the provision of services to the college.  Are there changes in demand or organization?  Have services been expanded, reduced, added or removed?  What are the implications for your administrative unit area? Where available, provide related data.

	
	

	4. Scheduling of services: Describe any patterns in usage (times of day, times of year, weekend usage) that impact your area. Have there been changes in usage?  What are the implications for your administrative unit area?

	
	

	5. Optional: Provide any additional data relevant to your program. (Indicate the source of the data).

	
	

	6. Optional: Are you seeing trends that are not reflected in the items cited above, such as external trends in education or the environment, which are likely to impact your area or its services?  If yes, please explain. 

	
	


	Summary of Planning Goals & Action Plans
	

	7. Identify 1-3 operational goals for the next 3 years and link them to one or more college strategic initiatives or to your operations.
	

	Admin. Unit Operational Goals
	College Strategic Initiatives
	

	Identify 1-3 operational goals
	Building a Community of Scholars
	Putting Access into Action
	Promoting a Collaborative Decision-making Environment
	Operations Planning


	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	8. What is your plan for accomplishing your goals?
	

	Admin. Unit Operational Goals
	Activities
	Measures 
	Timeframe
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	9. Are additional resources needed to accomplish your operational goals? If yes, identify the resource, as well as the purpose and rationale for each resource.
	

	Identified Resource
	Purpose
	If requesting funding, provide a rationale of how each request supports one or more college strategic initiative and/or supports student learning & success.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	III. Administrative Unit Area Evaluation
	

	Administrative Unit Area Evaluation Overview
Please note:  “Evaluation” refers to a review of the activities and outcomes related to the area mission and area goals. “Evaluation” does not refer to an evaluation of any personnel.
	

	1. “Internal” Evaluation: Is there currently an internal evaluation of your area from the faculty, staff, and administrators who work in the area?  If yes, describe any trends with respect to internal perceptions of area effectiveness.  Are there changes over time?  What are the implications for your department/program?
	
	

	2. “External” Evaluation: Is there currently an external evaluation of your area from faculty, staff, and administrators who work outside the area?  If yes, describe any trends with respect to external perceptions of area effectiveness.  Are there changes over time?  What are the implications for your department/program?
	
	

	3. Optional: Provide any additional data relevant to service satisfaction or perceived effectiveness of your area. (Indicate the source of the data).
	
	

	4. Optional: Are you seeing trends in service satisfaction or perceived effectiveness that are not reflected in the data cited above? If yes, please explain.
	
	


	Summary of Planning Goals & Action Plans
	

	5. Identify any goals for the next 3 years related to service evaluation and provide action plans for accomplishing your goals.
	

	Admin. Unit Operational Goals
	Activities
	Measures 
	Timeframe
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6. Are additional resources needed to accomplish your evaluation goals? If yes, identify the resource, as well as the purpose and rationale for each resource.
	

	Identified Resource
	Purpose
	If requesting funding, provide a rationale of how each request supports one or more college strategic initiative and/or supports student learning & success.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	IV. Administrative Unit Outcomes
	

	Administrative Unit Outcome Assessment
	

	1. Note:  Administrative Unit Outcomes will be developed in Winter/Spring 2010.  As a part of this process, administrative units will be asked to complete outcomes and begin an ongoing cycle of assessment.  In future program reviews and program review updates, administrative units will refer to their AUOs to complete this section, but not-relist the AUOs themselves.
For 2009-2010, Please leave this section blank.


	

	2. Are additional resources needed to accomplish your administrative unit outcome goals? 
If yes, identify the resource, as well as the purpose and rationale for each resource.
	

	Identified Resource
	Purpose
	If requesting funding, provide a rationale for how each request supports one or more college strategic initiative and/or supports student learning & success.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	V. Resource Planning: Personnel, Technology, Facilities, and Budget
	

	Faculty
	

	1. What staffing needs do you anticipate over the next four years. (Consider: retirements, PDL, reassigned time, turnover, growth or reduction of the program) 
	
	

	Classified Staff
	

	2. What staffing needs do you anticipate over the next four years. (Consider: retirements, PDL, reassigned time, turnover, growth or reduction of the program) 
	
	

	Technology and Equipment (see definitions below)
	

	3. Are the existing equipment and supplies adequate for meeting the needs of the program?  If no, explain.
	
	

	4. Do you have adequate resources to support ADA needs in your physical and/or online services?   If no, explain.
	
	

	Technology & Equipment Definitions
	

	· Non-instructional Equipment and Supplies: includes equipment for “office use” that is non-instructional and that is not used in a lab or classroom – it includes non-programmatic equipment for individual instructors and staff, such as a desktop computer for office use. Desktop technology (computers, printers, scanners, faxes) and software requests are processed through your Dean or Director.
	

	· Instructional Equipment and Supplies: includes technology, software, and supplies used in courses or labs, including occupational program equipment. Instructional program equipment requests are prioritized by the department and then by the Dean or Director.
	

	· Durable Equipment and Furniture: includes non-instructional, non-technology equipment (chairs, tables, filing cabinets, vehicles, etc.) necessary to improve the operational functioning of the program/department.
	

	· Note: It is recommended that divisions perform and maintain an inventory of all their technology and equipment.
	

	Facilities
	

	5. Are your facilities accessible to students with disabilities? If no, explain.
	
	

	6. List needs for upgrades for existing spaces.
	
	

	7. List any new spaces that are needed.
	
	

	8. Identify any long-term maintenance needs.
	
	

	9. Are available general use facilities, such as student spaces and office/work space adequate to support the program? Please explain. 
	
	

	10. Are work orders, repairs, and support from district maintenance adequate and timely? Please explain. 
	
	

	Budget
	

	11. Are the A-budget and B-budget allocations sufficient to meet service needs in your department/program? 
	
	

	12. Describe areas where your budget may be inadequate to fulfill program goals and mission.
	
	

	13. Are there ways to use existing funds differently within your department/program to meet changing needs?
	
	

	Summary of Planning Goals and Action Plans
	

	14. What are your goals with respect to resource planning and how will those goals be measured?
	
	

	15. Are additional resources needed to accomplish your resource planning goals? If yes, identify the resource, as well as the purpose and rationale for each resource. 
	

	Identified Resource
	Purpose
	If requesting funding, provide a rationale for how each request supports one or more college strategic initiative and/or supports student learning & success.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	VI. Final Summary of Goals, Commitments to Action, and Resource Requests
	

	1. Upon completion of this program plan, provide a brief summary of your goals and action plans for the next 3 years. 
	

	
	

	2. Final Resource Request Summary: When the program planning and review form is online – the section below will automatically fill in with your responses from each section.  Until this is ready, these sections will be cut and pasted from previous sections.
	Note: If you are requesting resources this year, these items have to be included in your current program review. If you want the college to understand your full range of need, then list every current and upcoming resource need in each section above.
	

	Resource
	Purpose
	Rationale
	Estimated Cost
	

	
	
	
	
	

	
	

	Supervising Administrator Signature
	Completion Date
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