Appendix J: AES Unit Review Template

Unit Name__________________________________
Review Year_____________________________

Responsible Staff Member______________________

Administrative Support__ Educational Support___   Community Outreach__
Introduction

The purpose of this document is to guide the unit through the process of evaluation. While the unit conducts regular assessment of outcomes and establishes plans based upon these results, the process requires the unit to take a broad and pervasive look at the impact, effectiveness, and opportunities for enhancement of services. This process is designed to take a full year and requires significant investment of all individuals within the unit. It is important to not only involve administrators, faculty, and senior staff, but also, where applicable, support staff. This is an opportunity for the unit to closely examine its impact on the college and complete involvement is key to its success. 
Section 1: History

Please provide pertinent historical information that will provide historical context to the report.

Section 2: Unit Overview
This section asks the units to profile and discuss the operations of the unit. Please provide as much narrative as necessary, but rely more heavily on documentation of evidence to make the case. As part of the evidence, please provide copies of unit meetings, agendas, and notes to document involvement from all individuals within the unit. 

Please include the unit’s mission, goals, and student learning outcomes (SLOs)/support outcomes (SOs). Also indicate the last date that each of these were reviewed/revised.
Mission

Goals

Outcomes

What current institutional goals and measurable institutional objectives (MIOs) connect to the mission of the unit?

Institutional Goals

MIOs
What are the primary functions and services this unit provides to Suffolk County Community College?
Please identify the unit’s reporting structure and processes for ensuring quality communication (include a unit organizational chart as an appendix). 

Please identify the strengths, weaknesses, opportunities, and threats that will impact your unit over the next seven years
Strengths:
Weaknesses:

Opportunities:
Threats:
Final conclusions and recommendations will be requested at the end of this document, however, please discuss, as a unit, both of these in respect to unit operations.

Section 3: Staffing

As part of the unit review process, the unit is asked to examine staffing levels, impact of leadership, and the ability to effectively achieve a unit’s mission as a result. 

Historically, how has the unit sought to determine the appropriate staffing levels necessary to meet the mission? If there have been recent efforts, please highlight these as well. 

Do your current staffing levels and qualifications enhance or detract from the unit’s ability to achieve its stated mission? Please provide a detailed explanation.

Final conclusions and recommendations will be requested at the end of this document, however, please discuss, as a unit, both of these in respect to staffing.

Section 4: Planning and Assessment
For the past several years, this unit has been assessing specific outcomes, gauging progress, looking at how to improve results through yearly planning, and identifying available/requesting additional resources to support the unit. While the process has been annual, the unit review process not provides an opportunity to explore, comprehensively, these results in the context of unit enhancement through a self-evaluation.
Please identify which outcomes have been assessed by the unit

For each outcome assessed, please provide a summary of both the results of the assessment as well as the plans that emerged from the assessments

Please identify changes that were implemented as a result of implementing the plans driven by yearly assessments

Please identify all budget requests and resource reallocations that emerged as a result of the assessment and planning cycles

Final conclusions and recommendations will be requested at the end of this document, however, please discuss, as a unit, both of these in respect to planning and assessment.

Section 5: External Evaluation
It is important for units to look outside of SCCC when evaluating the effectiveness of its operations. Not only is this a Middle States requirement, but it reflects commonly accepted good practices. While the College is only asking for each unit to secure two external reviews, there is certainly no limit.

Please identify the two external reviewers who will be examining this unit. Note, both should be within community colleges and, ideally, at least one will be a SUNY community college

Please include, within the appendices to this report, the final report from the external evaluator to include the following:
· Evaluation of the unit operations

· Evaluation of the staffing

· Evaluation of the SWOT

· A list of recommendations for the unit
Final conclusions and recommendations will be requested at the end of this document, however, please discuss, as a unit, both of these in respect to the external evaluations.

Section 6: Final Conclusions and Recommendations

As a result of this evaluation, the unit possesses an inventory of information, but without a comprehensive review and discussion of the information, this review is incomplete. It is critical that the unit take all of the information, from the internal self-study as well as the external report, and establish a direction, expectations, and a focus for the next five years. Doing so will enhance the effectiveness of the annual assessment efforts and development of action plans moving forward. 
Please provide an evaluation of the unit’s performance based upon the information provided thus far.
Finally, please indicate potential future directions in regards to assessment and planning. Be sure to indicate any perceived changes to institutional mission, goals, or outcomes that resulted from this examination.
Section 7: Action Plans
To this point, the review has focused on the collection of information to better understand what changes need to made and issues address in the future. This section of the document requests that you begin to develop plans to address these issues. By completing these plans and assessing their impact, you will be “closing the loop”, which means that you will have utilized information gathered for the purpose of continually improving the unit.  

Based on the information included in this document, what improvements does the unit feel are necessary, within the next seven years (the time between periodic evaluations), to position the unit to more effectively achieve its mission? Please provide a plan for each improvement that you feel is necessary. Include a timeline, proposed listing of activities, delineation of responsibility, and the resources required to implement the plan. 
Timeline:
Activities:

Expected Results:

Responsible Individual:
Resources Required:
Please discuss the results of the action plans developed as a result of the unit review process. This should include a discussion of whether the expected results were achieved and what, if any follow-up, is being conducted.
(This section should be filled out in the year following the unit review and the amended copy forwarded to the Office of Planning and Institutional Effectiveness for electronic storage.)
 Suggested List of Supporting Documents for Inclusion in the Unit Self-Study Report
· Mission, outcomes, and goals documents
· Organization chart

· Strategic plan

· Previous Annual AES assessments (past 7 years)

· Previous plans (past 7 years)

· Cost/revenue data (past 7 years)

· External reviewer evaluations
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