Instructions for filing out and submitting the 

Student Services Annual Program Review Update Form

Who should fill out the form?

The person (or persons) that has taken the lead role for SSLO in the program should fill out the form.  Some programs may use an assigned “recorder” to fill in the update form.

How do we define “programs”?

At this time, a “program” is any area that currently submits a Program Review.  If your area submitted a Program Review in 2008-09 then you are a program.  For a list of Student Services programs and the pdf file of their Program Reviews go to:

http://deanza.edu/gov/SSPBT/resources.html
Why should the form be filled out?

This Annual Update is the first step to implementing the new six-year Program Review process. We also need to annually document the SSLO work within the college as evidence for our accreditation. 

Who will read it?

It will be available to be read by such groups and individuals as the SLO Team, the SLO Steering Committee, the administration, SSPBT Program Review teams, College Council, the Accreditation Site Visit Team, and any other planning groups as appropriate.

Time Frame? 

Please complete the form and submit it by July 23
How to name and save the completed form?

It is recommended that you rename and save the document early in the process of filling out the form.  Rename and save the completed document by replacing the SS in the original document title with your program name or initials e.g. SS Annual Update Form 2010.xls becomes APE Annual Update Form 2010.xls.

How to submit the completed form?

Submit your saved document via email as an attachment to Jim Haynes (haynesjim@deanza.edu) by July 23.
Filling in the form.  

The update form is an Excel Spreadsheet.  Fill in the yellow sections with your responses.  The fields are expandable so write as much as you feel is necessary to make your information clear to a reader that may not be familiar with your program or services.  (The yellow section on the form will expand as you type, but when you finish and move on to the next section the yellow section on the form will not remain expanded However, everything you have written has been captured in the Formula Bar dialogue box at the top of the screen. It is recommended you save the document as you begin to fill it out and continue to save often. See: How to Name and Save above)

I.
General Information 

Authors of Report = Name the person or persons ho is filling out this form? See: Who should fill out the Form (above).

II.
Status Since Previous Program Review

You will need to review your most recent Program Review document to refresh your memory. For the pdf file of your Program Review go to:

http://deanza.edu/gov/SSPBT/resources.html
Try to keep the Changes and the Effects of those changes brief and to the point.  This information may be used to modify/edit/change your last Annual Update Report or Comprehensive Program Review document including previously identified resource allocation requests.

III 
SSLO Information

Program/Department: This section is intended to be a snapshot of where you are in the SSLO process at the end of the 2009-10 academic year and what your plans are for the 2010-11 year.

A Student Services Learning Outcomes Assessment Cycle (SSLOAC) is complete if you have: 

1) Written an SSLO, 

2) Assessed that SSLO, 

3) Reflected on the results /process, and 

4) Identified and planned enhancements to improve student learning/achievement in your program area.
Faculty/Staff in the Program: This section will demonstrate that the SSLO process has involved a broad level of participation in your program.  It is not necessary to differentiate between staff, faculty, and administration.  The SSLO process is intended to be a team effort.

SSLOAC Discussion & Analysis:

See the suggestion points on the form.  This is where you identify what are your program plans to improve your services to students based on what you learned in the SSLOAC process.  This section is critical for program planning and is the most important area of interest to the Planning and Budgeting Teams, College Council and the Accreditation process.

Are you Done?

If enhancements/improvements that you have just identified can be implemented within your program or division's currently existing structures and allocated resources, then consider this update form complete and submit to Jim Haynes (haynesjim@deanza.edu) by July 23.   

Yes - Unless:

If ADDITIONAL resources are needed and cannot be implemented within your program or division's currently existing structures and allocated resources, your allocation request must go through the Student Services Planning and Budgeting process.  To do this you need to then complete Section IV. 

IV. Resource Requests: (Use this section ONLY if you have a NEW resource request)

NEW means in addition to resource needs already identified in a previous Annual Update or in the Comprehensive Program Review.  For example, if you have already made a staffing request in your most current Program Review you do not need to make the request again.  If this current Annual Update process indicates that you need an additional staff position then fill out Section IV.

Now your Done!!!

Submit your completed and saved Annual Update Form to Jim Haynes (haynesjim@deanza.edu) by July 23.   

