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INTRODUCTION 
Definit ions 
Program and departmental review is a process in which faculty and professionals articulate 
program goals and evaluate results over the program they administer.  A program is any activi ty  
that consumes budget dollars and resources and that fulf i l l  a specif ic need.  A department, on 
the other hand, generally manages several programs, including the budgeting,  staff ing, 
equipment, and space needs of a program. Programs and departments selected for review are 
articulated in the program and department review schedules at the end of this guide.  
 
Purpose of this Guide 
The purpose of this guide is to provide a process for conducting program and departmental 
review. While programs and departments are free and encouraged to elaborate on the 
processes articulated in th is guide,  i t  is important to note that program review is an integral 
component of accreditation through the Higher Learning Commission and recognition through 
the I l l inois  Community Col lege Board.  
 
Overview of Planning Processes at JJC 
Program review is  a type of act ion planning and supports and informs the overal l  college 
operat ional plan. More information about planning processes at JJC can be found in the annual 
Operat ional Plan,  updated every October.  
 
Assessment 
The Student Learning Committee coordinates academic assessment processes at JJC. JJC hired 
a ful l - t ime assessment coordinator in January 2010. The coordinator works with academic and 
student service areas in the development of overal l  student learning and assessment strategies 
for the college.  
 
Planning Areas 
As required by ICCB, al l  community colleges in I l l inois are required to submit program reviews 
every f ive years, al though many programs select to go through the process on an annual basis.  
Program reviews are conducted in the fol lowing areas:  
 

• Career & Technical Education Programs 
• Academic Discipl ines.  “Academic discipl ines” are defined as the courses and sequences 

in writ ten and oral communications, mathematics, physical and l i fe sciences, humanit ies 
and f ine arts,  and social and behavioral sciences. 

• For Cross-Discipl inary Programs (general education, adult  education/ESL,  developmental,  
vocational ski l ls,  and transfer functions)  

• For Administrative and Student Service Programs and Departments 
 
Each program area has unique goals, performance measures, and resource needs. Thus, 
different program review processes wil l  be developed for different areas. This document is  
concerned with the review of departments that are s ituated in student service and 
administrative departments and areas. 
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DEPARTMENTAL REVIEW TEMPLATE 
Template Overview 
Templates wil l  be based on the ICCB Program Review Manual.  However, programs and 
departments are f ree to include additional  questions or modify  the template to meet their own 
needs. 
 
Helpful Tips 

• Many programs and departments are required to submit evaluations to accreditat ion, 
granting and other government agencies. In general,  nearly  al l  of  this information can be 
used in the program review process.   

• Program outcomes and measures do not necessari ly  have to be quantitative in nature. 
Interviews, focus groups, and performances are al l  val id methods for evaluating 
programs. 

• Keep the number of goals and measures few and simple.  You can expand over the course 
of several  years.  

• Conduct a SWOT analysis of your program (Strengths, Weaknesses, Opportunit ies, and 
Threats).  This wil l  help clar ify external and internal trends and who your stakeholders and 
their  needs are.  
 

Data Templates and Resources 
The Off ice of Inst itutional Research & Effectiveness wi l l  develop appropriate data templates for 
program review use. Templates wil l  be updated annually and contain information relevant to 
each program, depending upon the area.  In order to be consistent with the development of the 
Academic Plan, templates wi l l  be updated every September for the academic year prior to  the 
review. Data templates wil l  inc lude the fol lowing information:  
 

• Enrollment by program/department 
• Faculty and staff  by program/department 
• Unit cost by program 
• Labor market projections 
• Number of degrees and cert if icates awarded 

 
Other information can be requested from the Off ice of Institutional Research & Effectiveness. In 
addition, the off ice conducts many studies and research that could provide valuable information 
in the process of developing your program’s review. Nearly  al l  of  this information is available 
online and open to the general public.  These data sources, along with the approximate date of 
availabil i ty ,  include:  
 

• Community College Survey of Student Engagement (CCSSE) – October 
• Personnel Assessment of the Col lege Environment (PACE) – August  
• Underrepresented Groups in Higher Education Report – May  
• Insti tutional Report Card  
• Performance Report  
• Fall  and Spring Census br ief ings 
• Environmental Scanning reports 

http://www.iccb.org/pdf/manuals/fy07programreviewmanual.pdf�
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Below is a l ist ing of suggested indicators for use in the review of student service and 
administrative areas from the ICCB Program Review Manual.   
 

INDICATOR AREA 
Qual i t y Need Cost  
•  Student/User  Sat is fact ion  Surveys   
•  L icensure Examina t ion  Pass  Rate   
•  Reten t ion/Pers is tence  
•  Course/Program Comple t ion  Rates   
•  Innovat i ve  Program Components   
•  Employer  Sa t is fac t ion  Surveys   
•  Trans fer  Rates   
•  Trans fer  Per formance  
•  Art icu la t ion   
•  Facul ty/Sta f f/Student  Ra t io   
•  PT/FT Facu l t y  Ra t io   
•  Number  &  Qua l i f icat ion  o f  Facu l ty/S ta ff   
•  Ev idence o f  Pro fess iona l  Development   
•  Facul ty/Sta f f  Eva luat ions   
•  Accred i ta t ion  Repor ts   
•  Student  Goa l  Ach ievement   
•  Length  o f  T ime to  Comple te  Program  
•  Accuracy  o f  In format ion   
•  Access ib i l i t y  o f  In format ion/Serv ices   
•  Coord inat ion  w i th  Other  Serv ices   
•  Ease o f  Ut i l i z ing  Serv ices   
•  Analys is  o f  User  Par t i c ipa t ion   
•  Enro l lment   
•  Avai lab i l i t y  an d Var ie ty  of  Serv ices   
•  Faci l i t i es  and Equipment   
•  Adv isor y  Committee Inpu t   
•  Time l iness  o f  In format ion  

•  Enro l lment  Headcount  
•  Enro l lment  FTE  
•  Credi t  Hours  Produced  
•  Data  on D is t r i c t  Res iden ts   
•  Leve l  o f  Par t ic ipa t ion  or  

Usage  Rates   
•  Accred i ta t ion  Repor ts  
 

•  Uni t  Cost  Compared to  
Statew ide Average  

•  Cos t  Per  Program 
Completer/User   

•  Cos t  Ana lys is   
•  Cos t/Revenue  Ana lys is   
•  Accred i ta t ion  Repor ts   

 
 
 
 
 
  

http://www.iccb.org/pdf/manuals/fy07programreviewmanual.pdf�
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CALENDAR 
Alignment with the Col lege Strategic Plan 
The departmental review process fol lows the college and ICCB program review dates and 
processes. By fo l lowing the calendar below, you wil l  be ready to complete the program review 
process and provide evidence that programmatic learning and service goals are met, along with 
identify ing areas that need improvement.  
 
The calendar below is  an advisory guide. Many departments wil l  conduct a review on an annual 
basis and can use the calendar as a helpful way to organize their processes or develop one on 
their  own.  
 
However,  there are two requirements for programs that are required to submit a  program review 
to ICCB in a calendar year (see the student and administrat ive services schedule):  
 

1.  Departments must fol low the student and administrative services template. Additional 
information and creativi ty  is always encouraged, but questions in the template must be 
addressed. 

2.  Departments must submit  the program review, signed by the appropriate vice president 
or designee to the institutional research and effectiveness off ice by June 30, 2011. 

 
The fol lowing calendar is  not required, but provides a helpful  framework for ensuring your 
program review is completed on time. 
 
Date Act iv i t y  Your  Respons ib i l i t y  Suppor t  and Help  
October  
2010 

Program rev iew 
templa tes  
ava i lable  

Develop or  ar t icu la te  you r  cur rent  program 
or  depar tment  miss ion  s tatement  
Iden t i fy  goa ls  
Iden t i fy  major  funct ions  
Iden t i fy  in terna l  and exte rna l  s tak eholders  
(s tudents ,  oth er  employees,  etc . )  

Contact  your  v ice  pres ident  for  
ass is tance in  iden t i f y ing  core 
funct ions  
 
Rev iew o ther  program rev iews 
on l in e by  condu ct ing  a  goog le  
search  for  examples  

January  
2011 

Iden t i fy  
per formance 
measures  

Iden t i fy  ways  of  ensur ing  how e ffect ive  
your  program is  in  complet ing  major  
funct ions  
Cons ider  how you are  help ing  your  
s takeho lders  meet  the i r  needs.  
 

Contact  your  v ice  pres ident  for  
ass is tan ce  
 
The Ins t i tu t iona l  Research  Of f ice  
can ass is t  in  prov id ing  and 
ident i f y ing  da ta  sources  

May 2011 Repor t  
outcomes  

Repor t  on  your  program is  do ing  
Answer  wh ere you want  your  depar tment  or  
program to  be in  3 -5 years  by  descr ib ing  
what  changes you would l ike  to  make.  
Submit  th e program rev iew in format ion  
us ing  the  appropr ia te  templa te .  A l l  
program rev iews must  be s igned o f f  by  the 
appropr ia te  VP or  des ignee.  

Contact  your  v ice  pres ident  or  th e 
Inst i tu t iona l  Research  o f f ice  

Jun e 
2011 

Program Rev iew 
submit ted to  
ICCB 

The IR  o ff ice  is  respons ib le  for  su bmit t ing  
program rev iews to  ICCB us ing  the  on l ine 
format .  

A l l  academic  program rev iews must  
be s igned o f f  by  the dean .   
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DEPARTMENTAL REVIEW TEMPLATE 

 
Program or Department Mission:  

 
Major Functions:  

See  AQ IP  S ys t ems  Por t fo l io ,  Ch .  3 ,  pg .  3 9  fo r  a  f ramewo rk :  
Internal & External Stakeholders:  

ht t p : // www. j j c .e du /about /c o l lege - in fo / ins t i t u t iona l - res earch/aq ip/ Document s/ 20 0 8-ca t egory -3 .pd f   
 

 
Identify Current Annual Goals:  

 
Identify Measures for Ensuring Goals are Met:  

 
Report Outcomes:  

 
Improvements & Rationale for Action 

A br ie f  desc r ipt ion o f  the  improvements  made s ince the las t  p rog ram rev iew  or  las t  year  o r  reas ons  for  other  
program dec is ions ,  p roposed ac t ion p lan fo r  fu tu re  improvements  and an es t imated t ime l ine.  
 

 
Pr inciple Assessment Methods Used in Qual ity  Assurance for this Program ( if  applicable):  

  Standardized assessments 
  Student surveys 
  Analys is of enrollment, demographic,  and cost data 
  Focus groups or interviews 
  Other:   
 

 
Where do you want your department or program to be in 3-5 years? 

Descr ibe what  changes you would l ik e  your  depar tment  or  program to  mak e  in  the upcoming  years .  
 

 
Statewide Program Issues ( if  applicable)  

A br ie f  descr ipt ion  o f  emerg ing  s tate - leve l  prob lems and/or  program issues that  w i l l  eventua l l y  a f fect  programs 
of fered  that  cannot  be addressed at  the loca l  leve l .  Such problems/issues might  inc lude l icensure changes,  
t ren ds in  occupat iona l  demand,  developments  in  d isc ip l ines  or  modi f ica t ions  to  un ivers i ty  t rans fer  po l ic ies .   
 

 
Reviewed by (appropriate Vice President or designee signature required) :  

 
Vice President:     ___________________________________ 
      (V ice P res ident  Name and T i t le  Here )  
 
Director or  Dean:    ___________________________________ 
      (D i rec tor  or  Dean Name and T i t le  Here)  
  

http://www.jjc.edu/about/college-info/institutional-research/aqip/Documents/2008-category-3.pdf�
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DEPARTMENTAL REVIEW SCHEDULE 

Div is ion  Department  
2010-
2011 

2011-
2012 

2012-
2013 

2013-
2014 

2014-
2015 

Academic  A f fa i r s  

iCampus  x      
Communi ty  & Economic  
Development      x  

Extended Campuses and Dual  
Credi t   x     

L ibrar y  (a lso  LSTS )     x   

Admin is t rat ive  Serv ices  

Campus Po l i ce     x   
Fac i l i t i es  Serv ices    x    
Bus iness  & Aux i l ia ry  Serv ices   x     
F inanc ia l  Serv ices  x      

Ins t i tu t iona l  Advancement  
& Research* 

 x      

Learner  Support  & 
Technology  Serv ices  

L ibrar y  (a lso  Academic  
Af fa i rs )     x   

Media  Serv ices  x      
In format ion  Techno logy   x     

S tudent  D eve lopment** 

Student  Act iv i t ies/Wel lness     x   
Mult icu l tura l  Student  A f fa i rs   x     
Career  Serv ices      x  
Adv is ing/Counsel ing   x     
Academic  Sk i l ls  Cen ter**  x      
Admiss ions  x      
F inanc ia l  A id      x  
Reg is t rat ion  and Records    x     
S tuden t  Accommodat ions  & 
Resources  (S tAR)      x  

Ath let ics  x      
Human Resources  Human Resources  x      

 
*One rev iew su bmit ted fo r  the ent i re  d iv is ion (Communicat ions  & Ex te rnal  R ela t ions ,  I ns t i tu t ional  Advancement ,  
Ins t i tu t ional  R esearch,  and Market ing  & Creat i ve  Serv ices)  
 
**According  to  the ICCB Prog ram Rev iew Manual  (p .  19 ) ,  co l leges  are  mandated to  rev iew the fo l lowing s tudent  
serv ice  a reas :  advis ing/counse l ing ,  f inanc ia l  a id ,  l ib rary/Learn ing  Resource  Center ,  tu to r ing/s tudy  
sk i l ls/ learning  support  s e rv ices ,  admiss ions ,  and  records  func t ion/reg is t rar .   
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RESOURCES 
Guides and Standards  
 
I l l ino is  Communi ty  Co l lege Board,  P rogram Rev iew Manual ,  
http : //www. iccb.s tate . i l .us/pdf/manua ls/ fy07programrev iewmanua l .pdf  
 
H igher  Learn ing  Commiss ion ,  Handbook on  Acc redi tat ion ,   
h t tp : //www.ncah lc .org/ index .php?opt ion=com_ content&task=v iew&id=37&I temid=116  
See Core Component  4C and sect ion  on organiza t iona l  compl ian ce.  
 
J JC  Student  Learn ing  Committee,   
h t tp : //www. j j c .edu/about/committees/student - learn ing/Pages/defau l t .aspx  
 
JJC  Of f i ce  o f  Inst i tu t iona l  Research  & E f fect iveness ,   
h t tp : //www. j j c .edu/about/co l lege- in fo/ inst i tu t iona l - research/Pages/defau l t .aspx   
 
Books ,  Ar t i c les ,  and Monographs 
 
Rober t  Barak ,  1986,  The Role  of  Prog ram Review in  St ra teg ic  P lanning ,  A IR Profess iona l  F i le ,  No.  26 .  
 
Rober t  Barak  an d Barbara  Br ier ,  1990,  Successfu l  Prog ram Rev iew,  San Franc isco:  Jossey  Bass .  
 
Rober t  Barak  an d L isa  Mets ,  1995,  Using Ac ademic  Prog ram Rev iew,  San Franc isco:  Jossey  Bass .  
 
Mar i lee Bresc ian i ,  2006,  Outcomes-bas ed Academic  and Co-cur r icu lar  P rogram Rev iew,  S ter l ing ,  VA:  Sty lus .  
 
C l i f ton  Conrad an d Richard Wi lson,  1985,  Ac ademic  Prog ram Rev iews,  Wash ington,  DC:  ERIC-ASHE Report ,  No.  5 .   
 
D iane Cooper  and Sue Sanders ,  2000,  Assess ing  P rogrammat ic  Needs,  In  Powerfu l  Programming for  S tudent  
Learn ing ,  San Franc isco :  Jossey Bass .  
 
E .C.  Craven,  1980,  Academic  P rog ram Evaluat ion ,  San Franc isco:  Jossey Bass .  
 
Rober t  D iamon d,  2008,  Design ing  and Assess ing  Courses  and Curr icu la ,  San Franc isco:  Jossey Bass .  
 
Rober t  D ickeson,  1999,  Prior i t i z ing  Ac ademic  P rog rams and Serv ices ,  San F ranc isco:  Jossey  Bass .  
 
R ichard Harpe l ,  1986,  The Anatomy  o f  an Ac ademic  Prog ram Rev iew ,  A IR Profess iona l  F i le ,  No.  25.   
 
Ga i l  P i t ter ,  2007,  Program Review:  A Tool  for  the Cont inuous  Improvement  of  Academic  Programs ,  A IR 
Profess iona l  F i le ,  No.  105.   
 
L isa  Lat tuca and Joan  Sta rk ,  2009,  Shap ing the Col lege Curr icu lum:  Academic  P lans  in  Context .  San F ranc isco:  
Jossey Bass .  
 
John Schuh,  2009,  Asses sment  Methods  fo r  S tudent  A f fa i rs ,  San Franc isco:  Jossey Bass .  
 
M.  Lee Upcraf t  an d John Schuh,  1996,  Assess ment  in  Student  Af fa i rs :  A  Gu ide fo r  P rac t i t ioners ,  San Franc isco:  
Jossey Bass .  
 
M.  Lee Upcraf t  an d John Schuh,  2001,  Assess ment  Pract ice  in  Student  A f fa i rs :  An  App l ic at ions  Manual ,  San 
Franc isco:  Jossey Bass .  
 
 
 

http://www.iccb.state.il.us/pdf/manuals/fy07programreviewmanual.pdf�
http://www.ncahlc.org/index.php?option=com_content&task=view&id=37&Itemid=116�
http://www.jjc.edu/about/committees/student-learning/Pages/default.aspx�
http://www.jjc.edu/about/college-info/institutional-research/Pages/default.aspx�
http://airweb3.org/airpubs/26.pdf�
http://www.amazon.com/Successful-Program-Review-Practical-Evaluating/dp/1555422411/ref=sr_1_1?ie=UTF8&s=books&qid=1250715476&sr=1-1�
http://www.josseybass.com/WileyCDA/WileyTitle/productCd-0787999202.html�
http://styluspub.com/clients/STY/Books/BookDetail.aspx?productID=113962�
http://www.eric.ed.gov/ERICDocs/data/ericdocs2sql/content_storage_01/0000019b/80/30/5d/be.pdf�
http://www.josseybass.com/WileyCDA/WileyTitle/productCd-047026134X.html�
http://www.josseybass.com/WileyCDA/WileyTitle/productCd-0787948160.html�
http://airweb3.org/airpubs/25.pdf�
http://airweb3.org/airpubs/105.pdf�
http://www.josseybass.com/WileyCDA/WileyTitle/productCd-0787985554.html�

