Guidelines for Writing the Report:

Your report should be a well-organized narrative describing and evaluating your program, about 15 pages in length (single-spaced).  Please use a traditional font and point size (such as Times New Roman 12) and number your pages.

Please be sure to check grammar, spelling, and dates.  Your report will be viewed by others as representing the quality and integrity of your unit.

Consider adding a glossary of terms if the report uses a number of acronyms or abbreviations that a general audience would be unlikely to understand.

Consider using appendices for survey results, audit reports, organization charts, forms, assessment instruments, samples of promotional materials, inventories, etc.  Appendices should be numbered or lettered so you can direct readers to them in the body of the report.

The report consists of the following parts/sections:

· Mission/Vision

· Overview

· Current Services

· Constituencies

· Resources

· Planning

· SUMMARY

· ACTION PLAN

· Appendices (if needed)
Presenting the Report to the College Community:

Program review reports are presented to the college community in April.  Units will be expected to produce summary documents (i.e., Summary and Action Plan; 2-4 pages) for distribution during their presentations.  You should not duplicate your entire report for distribution to the college community, although you may make it available electronically.

Many units also use PowerPoint to present program review highlights.  Due to the increasing number of program reviews each year, media services will no longer be able to produce videos, take photos, etc., for your unit’s presentation. Each unit must rely on its own expertise and resources to produce a presentation.
Follow-Up Activities:
1.
Archiving Program Review Forms and Supporting Documentation

· Paper copies of the completed program review including supporting data and other accompanying documentation should be filed with the:

· Unit head

· Appropriate Vice President

· Institutional Research Office, and the

· Curriculum Office/Administrative Services Office
Administrative Services will provide notebooks containing complete Administrative Services program review information to the Library for Institutional Reserve and eventual archiving.

· Select completed program review forms and accompanying documentation are available for viewing on a CGCC Web site:  http://www.cgc.edu/progreview/.  So this information can be made available on an ongoing basis, please send an electronic copy of the completed program review form and other accompanying documentation that is in an electronic format as e-mail attachments or on CD to the Administrative Assistant in the Administrative Services Office.

2.
Minute Papers

· Team Chairs will be invited to present brief action plan updates during the public forum for program reviews in the year following their full presentation.  This is an optional activity that gives you a chance to report your unit’s progress to the college community.  A suggestion would be to keep an ongoing list of successes and challenges relating to action plan goals.
Process and Timeline:
The process and a suggested timeline for a specific program’s review is provided below.  The Team Chair may modify the number of meetings according to the needs of the program and the public forum schedule.

Identify programs to review for the next academic year 
and identify Team Chairs by 
 December 1

Orientation for Team Chairs by 
 May 1

Team Chairs identify team members for program review 
and notify unit Vice President by 
 May 15

Meet with Director of Research, Planning and 
Development regarding data needs 
 Summer

Collect qualitative and quantitative data 
and other pertinent documents 
 Summer and Early Fall

Schedule of public forum presentations announced so that 
teams can adjust timeline as needed
September 1

First team meeting to focus on purpose, process  and end product by 
 September 30

Second team meeting to review standard data sets by 
 October 30

Third team meeting to review data from other sources 
and determine if more data is needed by 
 November 30

Fourth team meeting to formulate recommendations and 
begin writing results by 
 February 15

Fifth team meeting to prepare draft by 
 March 15

Final report completed by 
 March 31

Presentation of entire program review to unit, unit Vice President 
and as others as appropriate in 
March or April

Presentation of program review summary at a public forum in 
 March or April

Provide program review materials as directed for college archives 
 March or April

One-Minute White Papers at a public forum in 
 March or April of following year

