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1. Mission/Vision

· State the unit’s mission (the purpose(s) for which the unit exists) and vision (how the unit sees itself in the future; what it will become).

· Describe the unit’s goals and objectives; how and by whom were these determined?

· Describe how the unit contributes to student success and to the college’s mission and goals.

2. Overview
· Provide a brief history of the unit.

· Describe significant changes that have occurred since the last review (if applicable) or over the last five years.

· Describe the unit’s organizational structure? (Provide an organizational chart.)  Does the structure facilitate the unit’s ability to accomplish its goals and objectives?

· Describe the unit’s culture.  What are some distinguishing characteristics in terms of your staff and their approach to work?  How would others outside your unit describe it as a place to work?

· Describe any external forces that affect your unit—historical, economic, political, geographical, etc.

· What are the historical strengths of your unit, and how have these changed over time?  Identify the principal factors that determine your success.  What innovative programs/services/practices has your unit instituted that puts it out front in the “best practices” category?  How, using existing resources, can your unit maintain and build on these strengths?

· What aspects of your unit need the most improvement and how have these changed over time?  What needs to occur, primarily within existing resources, to successfully make these improvements?

3. Current Services

· Describe and assess the services provided to internal and external constituencies.

· How are your constituents made aware of priorities, policies and procedures?  How does the unit learn about the constituents’ needs and obtain feedback regarding service delivery?  Are there services that constituents need or request which the unit cannot provide?

· Describe and assess the demand for services from internal and external constituencies.  (Demand may be described in terms of the number of calls or visits to the unit, requests for service, or clients actually served in a period of time, etc.)  How is this determined? What are the unit’s key program/service performance goals or targets in relation to demand level?  How does the unit measure effectiveness or efficiency in meeting demand?

· Customer satisfaction:  How does the unit assess the extent to which constituents are satisfied with services?

· What procedures or communication mechanisms do constituents use to express dissatisfaction with services?  How does the unit ensure that complaints are resolved effectively and promptly?  How are complaints aggregated and analyzed for use in improvement throughout your unit?

· Relationships with co-providers (other units or locations)
· For any critical services provided by the unit in conjunction with other units within the institution, please describe and assess the relationship.  How is the work coordinated between or among units or locations?  How can such relations be facilitated?

· What are the primary strengths of your unit in relation to the unit’s services, and how have these changed over time?  Identify the principal factors that determine your success.  What innovative programs/services/practices has your unit instituted that puts it out front in the “best practices” category?  How, using existing resources, can your unit maintain and build on these strengths?

· What needs improvement in relation to current services ?  What needs to occur, primarily within existing resources, to successfully make these improvements?

4. Constituencies

· Constituencies are people internal or external to the college who use the unit’s services and resources; professional organizations with which the unit is affiliated.

· Internal: Current students, faculty, other units or departments…

· Describe and assess your methods of providing service to constituents at Williams Campus, Sun Lakes Education Center, and off-campus sites (if applicable).  How do you facilitate communication with these constituencies?  What changes are needed, if any, and why?

· External: Prospective students, educational institutions, community, District Support Services, business, industry, government…

· What county, state, and federal regulations and compliance issues impact your unit (examples:  city fire codes, handling of hazardous materials, grant regulations, special license requirements, copyright, etc.)?

· Does your unit comply with practices recommended by an external professional organization? If so, what organization(s)?  Briefly describe your compliance with these practices.  Is your unit periodically assessed by a professional organization?  If so, include a copy of your last professional association evaluation in the appendices and indicate here when you were last reviewed, the results, and when you will be reviewed again.

· What are the primary strengths of your unit in relation to constituencies, and how have these changed over time?  Identify the principal factors that determine your success.  What innovative programs/services/practices has your unit instituted that puts it out front in the “best practices” category?  How, using existing resources, can your unit maintain and build on these strengths?

· What aspects of your unit need the most improvement in relation to constituencies?  What needs to occur, primarily within existing resources, to successfully make these improvements?

5. Resources

· Human

· Describe and assess the unit’s administration, faculty, and support staff in terms of number, length of experience, age, gender, ethnicity, full- or part-time status, etc.

· Describe and assess the professional development activities of the unit’s employees; for example, seminars, conferences, workshops, credit courses, advanced degrees, and memberships in professional organizations.

· Partnerships: Does your unit have partnerships with external organizations?  If so, please describe the nature of these partnerships and assess their benefit to the unit.  If the unit contracts with any other organizations for services, describe and evaluate them here.

· How does the unit provide for backup in critical staff functions?

· Physical

· Facilities:  Describe and assess the areas in which the unit operates.

· Technology:  Describe and assess the technology used by the unit including, computer hardware and software, telecommunications equipment, etc.

· Furniture, Fixtures, and Other Equipment:  Describe and assess these items in terms of usefulness, obsolescence, or needs for ongoing maintenance and replacement.

· Other Physical Resources:  Describe and assess inventories or other consumable or renewable resources required by the unit.

· Financial – Optional
· Is there anything unique or distinctive about your unit’s finances, e.g., special funding, grants, capital allocation, etc.?  Is the unit facing specific issues relating to financial resources?  If so, explain.

· Operating and capital budgets:  You may wish to include information about permanent and temporary funding sources, and indicate how these sources have changed over time.

· What are the primary strengths of your unit in relation to resources, and how have these changed over time?  Identify the principal factors that determine your success.  What innovative programs/services/practices has your unit instituted that puts it out front in the “best practices” category?  How, using existing resources, can your unit maintain and build on these strengths?

· What aspects of your unit need the most improvement in relation to resources?  What needs to occur, primarily within existing resources, to successfully make these improvements?

6. Planning

· Describe and assess the planning process used by the unit.  Who are the key participants in planning activities?  What are your short- or long-term planning horizons?

· What are the primary strengths of your unit in relation to planning, and how have these changed over time?  Identify the principal factors that determine your success.  What innovative programs/services/practices has your unit instituted that puts it out front in the “best practices” category?  How, using existing resources, can your unit maintain and build on these strengths?

· What aspects of your unit need the most improvement in relation to planning?  What needs to occur, primarily within existing resources, to successfully make these improvements?

