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CCAAÑÑAADDAA  CCOOLLLLEEGGEE    
IINNSSTTRRUUCCTTIIOONNAALL  PPRROOGGRRAAMM  RREEVVIIEEWW  IINNTTRROODDUUCCTTIIOONN  

 (Revised in 2005) 
 
In accordance with Title V regulations and Accrediting Commission mandates, review of instructional 
programs at Cañada College will be performed under the following procedures. In addition to meeting the 
Title V mandates, the College affirms the purpose of Program Review is to improve the quality of 
instruction and student services at Cañada College and to demonstrate institutional effectiveness. In 
addition, Program Reviews form the basis for College and District long range educational and facilities 
planning and will be linked to our accreditation self study. 
 
Program Reviews will serve as the basis for annual planning and budget allocations in instructional and 
student service areas each year. These reviews are of prime importance in providing program 
assessment and analysis. Program Review should be the beginning point to determine priorities for 
staffing requests, equipment, software and supplies, and facilities alterations and planning. Since 
resources are limited, not all projects can be funded; priority will be given to requests with appropriate 
justifications found in Program Review documents. 
 

 
Purposes 

 To develop, maintain, improve and promote quality instruction and support services in order to 
optimize the potential for student learning, success and access 

 To promote cooperation among faculty, administration, classified staff, and students 
 To enhance interaction among instructional and student support services 
 To ensure the effective and efficient utilization of the College's personnel, financial and physical 

resources 
 To ensure a process of orderly institutional self-direction consistent with legal requirements and 

District and College mission and goals 
 

Cycle 
 

Bi-Annual State of the Department: Every second year, faculty analyze the state of their department 
using the Bi-annual State of the Department Data Collection Document. Department faculty may choose 
to do the reporting annually, particularly if there have been major changes in their field of study.  If they 
intend to request full time faculty they must include the report as part of their justification. Each 
Department may include additional data to aid in analysis. The Office of Instruction will provide new 
standardized data which will be posted on the web no later than August 15.  The Division Dean will assist 
in compilation of data for sections III and IV. 
One copy of the Bi-Annual State of the Department document will be kept on file in the division office as 
longitudinal data for the more comprehensive review in year 6. In addition, if program faculty intend to 
make requests with budgetary implications (faculty, instructional equipment, technology needs) for the 
fiscal year, The Division Dean will forward the Departments recommendations with a copy of the 
completed Bi-Annual State of the Department document to the Budget and Planning Committee for 
consideration.  
 
 
Comprehensive Review: Each department conducts a Comprehensive Program Review every six years 
based on a calendar maintained by the Office of the Vice President of Instruction. The Office of 
Instruction will provide current standardized data. This information can be found online at 
http://www.smccd.edu/accounts/portal.  Once you are at the SMCCCD Portal page simply select 
Downloads, select Cañada Forms/Documents, then select Institutional Research.  Departments will be 
required to submit the Bi-Annual State of the Department report every second year.  Each Program 
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Review may be the work of a single Department, or it may be the work of a combination of Departments 
as determined by the Department faculty, Division Dean, and the Curriculum Committee. During the sixth 
year there should be time set aside for analysis of information, development of proposals and 
preparation of a final report. Program Review culminates with a special meeting of the Curriculum 
Committee. The President, the Vice President and Deans will be invited to attend. All members of the 
campus community are also invited and encouraged to attend. After Curriculum Committee review 
completed Program Reviews are submitted to the College Council and the Budget and Planning 
Committee by the Curriculum Committee Chair. Finally The President will submit the Executive Summary 
to the SMCCCD Board of Trustees. 
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SSUUGGGGEESSTTEEDD  TTIIMMEELLIINNEESS    
FFOORR  TTHHEE  BBII--AANNNNUUAALL  SSTTAATTEE  OOFF  TTHHEE  DDEEPPAARRTTMMEENNTT  PPRROOCCEESSSS  AANNDD 

TTHHEE  SSIIXX  YYEEAARR  CCOOMMPPRREEHHEENNSSIIVVEE  PPRROOGGRRAAMM  RREEVVIIEEWW  PPRROOCCEESSSS  
 

BBII--AANNNNUUAALL  SSTTAATTEE  OOFF  TTHHEE  DDEEPPAARRTTMMEENNTT  TTIIMMEELLIINNEE    

August 

o The Office of Instruction will provide current standardized data to each Department.  At 
that time faculty analyze the state of the program with any necessary assistance from the 
Division Dean. Analysis includes the following: program goals and objectives, curricular 
offerings, enrollment data, faculty and staffing concerns, and equipment and facilities 
concerns.  Departments may include additional data to aid in analysis. Additional 
materials for this analysis may be provided to the Department representative by the 
division dean as necessary. 

September 

o The Department must complete a Bi-Annual State of the Department Document and 
submit it to Division Dean by September 30. 

o One copy of the Bi-Annual State of the Department document will be kept on file in the 
division office as longitudinal data for the more comprehensive review in year 6. In 
addition, if Department faculty intends to make requests with budgetary implications 
(faculty, staff, instructional equipment other than replacement, and technology needs) for 
the fiscal year, a Bi-Annual State of the Department must be completed, and a copy of 
the document will be forwarded with program recommendations by the Division Dean to 
the Budget and Planning Committee for consideration.  

 
CCOOMMPPRREEHHEENNSSIIVVEE  PPRROOGGRRAAMM  RREEVVIIEEWW  SSEELLFF  SSTTUUDDYY  TTIIMMEELLIINNEE  ((2200  PPAAGGEE  MMAAXXIIMMUUMM))  
 
August 

 Department is informed by the Division Dean of scheduled Program Review. Forms are 
available on the Academic Senate web page at: 
http://canadacollege.edu/about/academicsenate.html. The Division Dean will provide to the 
Department all previous Bi-Annual State of The Department documents and the Office of 
Instruction will provide the most current standardized data at this time. 

 Department/Program faculty will appoint a review team and selects a review team leader. 
Small or one-person Departments may need to consult with their peers at CSM or Skyline, or 
meet with Division Dean to acquire assistance. While all full time faculty are expected to 
participate in the Program Review process, Departments are urged to include part-time 
faculty and appropriate classified staff in the review process 

September 
 Division Dean will convene a meeting of the review team.  At this meeting the team will 

discusses review instrument and plan review process  
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October through December 

 Review team collects data, reviews all course and assures course outlines are correctly 
formatted and up-to-date. Courses that require substantial modifications should be submitted 
to the Curriculum Committee by Department faculty with assistance from their supervising 
Dean following the Curriculum Committee’s deadlines.  

January through February 
 Review team analyzes data and information 
 Review team completes a program review draft  
 All Department/Program faculty and Division Dean discuss and analyze the initial findings. 

March 
 Prior to March 30, department faculty finalize the Program Review report and submit the 

original signed report to the Office of the Vice President Instruction for the Curriculum 
Committee’s review and response. The Vice Presidents office will make copies for all 
Curriculum Committee members. 

April 
 The Curriculum Committee, Vice President of Instruction and the Academic Deans will read 

and respond to Program Review reports. The President is also invited to review the 
document. At this time Department/Program members meet with the Committee to present 
their Program Review in a 10 to 15 minute oral presentation, highlighting its findings and 
allowing the Committee to ask questions. The campus community is invited by the 
Curriculum Committee to the presentation. 

 The Curriculum Committee will review the document to: 
 Determine if the Program Review follows the applicable model 
 Assess the coherence of the program goals with general college goals 
 Determine the progress on prior goals (if applicable) 
 Review the program's responses to load and retention (instruction) and outcome data 

(student services) 
 Develop responses to the recommendations 
 Respond to other sections in the Program Review 

 
May 
 

 The Curriculum Committee, Deans and Vice President of Instruction will submit a written 
response to the department within 30 days using the response sheet 

 Department faculty will incorporate Program Review recommendation into planning and 
budget requests for the subsequent academic year. 

 Vice President of Instruction will forward the Executive Summary to College Council for their 
review. 

 Vice President of Instruction will forward the Program Review documents to the Budget and 
Planning Committee for consideration in the planning process. 

 President will forward the Executive Summary to the SMCCD Board of Trustees. 
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RREESSPPOONNSSIIBBIILLIITTIIEESS  OOFF  FFAACCUULLTTYY,,  AADDMMIINNIISSTTRRAATTIIOONN  
AANNDD  CCOOMMMMIITTTTEEEESS  IINNVVOOLLVVEEDD  IINN  PPRROOGGRRAAMM  RREEVVIIEEWW  

 
 
The Cañada College Curriculum Committee, a standing committee of the Academic Senate and 
the Office of Instruction are jointly responsible for the oversight of Program Review.  All full-time 
faculty and Division Dean’s shall participate in the process with additional support from part-time 
faculty and College staff. 
 
Department Faculty: 

 Stay abreast of current trends in their discipline. 
 Review and revise as necessary each course outline regularly and at least within the six year 

Program Review cycle. 
 Review and analyze annual standardized data 

 
Program Review Committee: 

 Meet with Dean to establish schedule of Program Review process 
 Meet regularly to research and review all relevant data 
 Complete all required documentation within the established guidelines including but not 

limited to: 
 Bi-Annual State of the Department Data Collection Document 
 Comprehensive Program Review Checklist 
 Comprehensive Program Review Self Study Document 
 Comprehensive Program Review Executive Summary 
 Evaluation of the Comprehensive Program Review Process 

 Make oral presentation to the Curriculum Committee 
 
Curriculum Committee: 

 Maintain and update the Program Review process as necessary 
 Schedule the oral presentation and invite the campus community 
 Read and respond to program reviews with the primary focus for 

 academic/curriculum standards 
 impact on educational and support services 
 ensuring projections are reasonable 

 
Division Deans: 

 Stay abreast of Program Review calendar and cycle 
 Provide support to Program Review Committees 
 Read and respond in writing to each Program Review within their division and attend the 

Program Review presentations with primary focus to: 
 ensure consistency with District/College mission and goals 
 ensure that Department faculty have consulted with related programs on campus with 

respect to comprehensive course offerings 
 review student outcomes 
 assess impacts on educational and support services 
 ensure projections are reasonable 
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Vice President Instruction: 
 Keep the Program Review calendar, inform programs of scheduled review and keep on file 

completed Program Reviews 
 Provide standardized data and institutional information to the departments 
 Read and respond in writing to each Program Review and attend the Program Review 

presentations with primary focus to: 
 ensure consistency with District/College mission and goals 
 review student outcomes 
 assess impacts on educational and support services 
 ensure projections are reasonable 

 Ensure that Budget and Planning Committee has the Executive Summary of each Program 
Review and the required written response from administration and Curriculum Committee 

 
Budget and Planning Committee: 

 Maintain a master notebook with Program Review information for all completed Program 
Reviews 

 Ensure that Program Reviews be given to each successive chair with clear statements as to 
which recommendations have been acted on and which have been carried over. 

 Utilize Program Review recommendations in the budget and planning process 
 
College President: 

 Review Program Review documentation as necessary 
 Submit completed Executive Summaries to SMCCCD Board of Trustees 
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AAPPPPEENNDDIIXX  AA  
  

MMIISSSSIIOONN  AANNDD  GGOOAALLSS  OOFF  TTHHEE    
SSAANN  MMAATTEEOO  CCOOMMMMUUNNIITTYY  CCOOLLLLEEGGEE  DDIISSTTRRIICCTT  

 
Please check current catalog for most recent mission and goal statements. 
 
Mission 

 Provide a breadth of educational opportunities and experiences which encourage students to 
develop their general understanding of human effort and achievement 

 Provide lower division programs to enable students to transfer to baccalaureate institutions 
 Provide occupational education and training programs directed toward career development, 

in cooperation with business, industry, labor, and public service agencies 
 Provide developmental and remedial education in language and computational skills 

required for successful completion of educational goals 
 Provide a range of student services to assist students in attaining their education and career 

goals 
 Provide self-supporting community education classes, contract education and training, and 

related services tailored to the human and economic development of the community 
 Celebrate the community’s rich cultural diversity, reflect this diversity in student enrollment, 

promote it in its staff and maintain a campus climate that supports student success  
 
Goals 

 Provide varied general educational opportunities which acquaint students with the broad 
outlines of human knowledge and experience 

 Provide lower-division transfer programs which prepare students for continued education in 
four-year colleges and university 

 Offer occupational education and training programs directed toward career development, in 
cooperation with business, industry, labor, and public service agencies 

 Advance the economic growth and global competitiveness of our community through 
education, training, and services that contribute to continuous work force improvement 

 Offer development/remedial education to enable students to develop those basic skills 
essential to successful completion of college goals 

 Identify and meet community needs not otherwise served by college credit courses by 
offering self-supporting Community Service classes and activities 

 Provide a program of student services to assist students in attaining their educational and 
career goals 

 Actively support a program that promotes diversity in recruitment of students as well as 
personnel 
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AAPPPPEENNDDIIXX  BB  
  

FFRREEQQUUEENNTTLLYY  AASSKKEEDD  QQUUEESSTTIIOONNSS  
 
1. Why are faculty asked to perform Program Review? 
Faculty are the members of the campus community who best understand the intricacies of the courses and 
the body of work within programs. Faculty work each day with students and staff within these programs and 
are best suited to understand the strengths and needs of specific programs. Because Program Review is 
also used for budget and planning, it is imperative that faculty perspective is included in that process. 
 
2. How do I know that all the work I put into this document will have any impact? 
Honestly, there is no guarantee. The Academic Senate Governing Council has developed a process that will 
allow the conclusions from the Program Review process to have an impact on planning and future 
development. It will be up to all participants to fulfill their responsibilities and check to see that the process 
has been effective.  
 
3. I and/or others on campus have done a Program Review and it went nowhere. How will this be 
different? 
With the implementation of this new process, we have a clear system in place for reviewing your work. This 
process provides for an increased level of oversight from the Curriculum Committee, the administration and 
the Budget and Planning Committee.  Some examples of that oversight are as follows. Within 30 days of the 
oral presentation each program will receive a written response from their Dean, the Vice-President and the 
Curriculum Committee. The Vice President will give a copy of the completed Program Review to the Chair of 
Budget/Planning committee. The Chair of the Budget and Planning Committee will be expected to utilize 
these summaries during planning and budget. Each Division Dean will also have the Reviews available 
during the planning and budget process.  
 
4. Why the oral presentation to curriculum committee? 
The oral presentation of your Program Review to the Curriculum Committee serves two purposes. Primarily, 
it will educate a cross-section of the campus community about the Departments accomplishments, future 
goals and needs. It will allow each program to shine! Secondly, it allows the Program Review process to 
become more personal.  The oral presentation provides an open forum at which Curriculum Committee 
members and programs faculty and staff will have the opportunity to interact, question each other, and 
discuss the Program Review. Finally, it will help the College do systematic planning and coordinate our 
efforts. 
 
5. I am a one-person department – I don’t have the capability or time to perform this review. 
All forms are now available on line. This should reduce preparation time. Each Division Dean is also 
available to assist you in gathering information and preparation for the Comprehensive Self Study; please 
call upon him or her. Also, keep track of the amount of time spent on the self-study. When submitting your 
evaluation of the Program Review process, please include the total hours involved in the process. This will 
help with future planning and modifications to the review process. 
 
6. How will the self-study questions be kept current and useful? 
Academic Senate Governing Council with the help of your feedback, along with The Curriculum Committee 
will review the process regularly. 
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AAPPPPEENNDDIIXX  CC  

  
DDEEFFIINNIITTIIOONN  OOFF  TTEERRMMSS  

  
DEPARTMENT: An organization of faculty and staff offering courses and academic support in a 
specified discipline. 
 
PROGRAM: A single department or a group of departments offering an organized sequence of 
courses and academic support, leading to a defined objective, a degree, a certificate, or transfer 
to another institution of higher education in the areas of lower-education, and student 
development. (District Rules & Regulations 6.01). 
 
WSCH – weekly student contact hours 
WSCH = contact hours per week X enrollment in the class 
 
FTE – One full-time faculty assignment 
FTE for one class = % of a full assignment 
 
LOAD – a measure of efficiency 
LOAD = WSCH / FTE 
 
FTES – full time equivalent student 
One student taking 15 units per semester for two semesters 
 
FTES = WSCH X 17.5 
          525  
 
N GRADES: The total number of grades awarded (A+B+C+D+F+CR+NCR+I+W) 
 
RETENTION = (A+B+C+D+CR)/(A+B+C+D+F+CR+NC+W) 
 
SUCCESS = (A+B+C+CR)/(A+B+C+D+F+CR+NC+W) 

 

 


