Student Services Program Review & 
Technical Assistance Site Visit

A Guide to Writing Your Self-Evaluation 

[image: image1.png]



California Community Colleges

Student Services and Special Programs Division

Fall 2007
Table of Contents

Purpose of the Categorical Program Review
1
Components
1
The Self-Evaluation
1
The Site Visit
1
The Team Report
2
Evaluation of the Process
3
Format and Content for the Self-Evaluation Report
5
Cover Page  
7
Signature Page  
9
Contact Sheet  
11
Table of Contents  
13
Self-Evaluation Report Content  


I.
Introduction (5-10 pages)
15
II.
Collegewide Student Services Integration and Coordination (1-4 pages)
15
III.
Program-Specific Self-Evaluation(10 - 15 pages per program)
15
A.
Matriculation: Credit and Non-Credit
20
A.
Management Information System (MIS) Data Reporting  
16
B.
Access  
16
C.
Progress  
16
D.
Success  
16
E.
Student Learning Outcomes  
17
F.
Compliance  
17
B. 
EOPS/CARE: Extended Opportunity Programs and Services/Cooperative   Agencies Resources for Education
24
A.
Management Information System (MIS) Data Reporting  
16
B.
Access  
16
C.
Progress  
16
D.
Success  
16
E.
Student Learning Outcomes  
17
F.
Compliance  
17
C.
DSP&S:  Disabled Students Programs and Services
26
A.
Management Information System (MIS) Data Reporting  
16
B.
Access  
16
C.
Progress  
16
D.
Success  
16
E.
Student Learning Outcomes  
177
F.
Compliance  
17
D.
CalWORKs/TANF:  California Work Opportunities and Responsibility to 
Kids/Temporary Assistance to Needy Families
28
A.
Management Information System (MIS) Data Reporting  
16
B.
Access  
16
C.
Progress  
16
D.
Success  
16
E.
Student Learning Outcomes  
17
F.
Compliance  
17
IV.
Effective Practices and Opportunities for Improvement  (1-4 pages per program)
30
V.
Planning Agenda (2-4 pages)
30
VI.
Implementation and Technical Assistance
30
VII.
Supplemental Information
30


Purpose of the Categorical Program Review

The categorical program review process lends itself to meeting several institutional needs:

1. To provide technical assistance for improvement of student services programs.

2. To provide a process for program review of student services.

3. To prepare for accreditation.

4. To determine compliance of categorical programs with federal and state requirements.

5. To prepare a planning agenda for program improvement.

6. To identify effective, exemplary practices to be disseminated statewide.

Components

The categorical program review process has three components:

1. A self-evaluation document to analyze the strengths and weaknesses of the programs.
2. A site visit by a team of peers.
3. A report by the team.
The Self-Evaluation

The self-evaluation is a key component of the process used for program review of the categorical programs:  Matriculation, EOPS/CARE, DSP&S and CalWORKs.  It is to be written as a combined document for all four of the programs for each college.  The self-evaluation could also be used in program review of other student services areas (such as financial aid) although these site visits are planned only for the four categorical programs.  The System Office will provide summary MIS data in advance to support completion of this self-evaluation.

The self-evaluation process has been developed based on the guidelines prepared by the Accrediting Commission for Community and Junior Colleges - Western Association of Schools and Colleges.   This guide has been written using portions of their document: Self-Evaluation Manual – ACCJC Standards-Adopted June 2002
 and a compliance review of selected California Education Code and/or Budget Act Language, Title 5 regulations, federal regulations and program guidelines that apply to each program.  

The Site Visit

Team: 

The site visit team, selected by the System Office, is comprised of a chief student services officer serving as chair, and at least one representative each from Matriculation, EOPS/CARE, DSP&S, CalWORKs, and the System Office.  Additional team members may be assigned based on any issues identified in the self-evaluation or the size of the college or program(s).
Schedule:

The complete timeline for the site visit process is included in the attachments.  In general, the schedule includes the following:

Prior to the Visit:  

· Team chair contacts President, CSSO, and CIO to confirm two-day agenda.
· Team members review self-evaluation and identify initial commendations and recommendations.

· Team members preliminarily identify individuals to interview.

· The chair compiles and sends the list of individuals to be interviewed to the college.

· Team meets the evening before the visit to discuss the two-day agenda.

During the Visit:

Day 1:

Team members:
· Meet with CSSO, CIO and program directors and coordinators to outline the process.
· Conduct interviews with college staff and students on the areas in the self-evaluation, 
i.e., access, progress, success, learning and compliance.

· Review files and documentation.

· Meet to discuss results of first day, draft report and identify areas for follow-up or for technical assistance on the following day.
Day 2:

Team members:
· Conduct additional interviews and follow-up as needed.
· Provide technical assistance in areas identified.
· Finalize drafting of the report.
· Conduct informal, individual interviews with program directors, CSSO and/or college President on major findings as needed.

· Conduct exit interview.
The Team Report

The team report, prepared by the team members during the site visit, will be reviewed and finalized by the CSSO team chair and the System Office staff member.  The final report will be sent to the college within 30 days.  The college will then have 60 days to respond in writing to the System Office if required. The team report will contain a description of:

· Effective practices

· Opportunities for improvement

· Required follow-up

Evaluation of the Process

The team members and the college staff will be asked to submit an evaluation of their experience with this review process.  These evaluations will be used as part of the annual review of the process. 

Format and Content for the Self-Evaluation Report

Cover Page 
Signature Page 
The signature page should include the name and address of the college, the name, contact information and signatures of the key individuals at the institution, and the percentage of time devoted to the program for each program director.  The individuals who will need to sign the self-evaluation report include:
President

Chief Student Services Officer

Chief Instructional Officer

Chief Business Officer

Director/Coordinators for Matriculation (Credit and Noncredit), EOPS/CARE, DSP&S, and CalWORKs

Contact Sheet 
In addition to the individuals listed on the signature page, the Contact Sheet should include the name and contact information of all key personnel at the college associated with these programs who may be contacted during the site visit including:
Academic Senate President

Student Body Government President

Chief Information Officer (MIS)

Curriculum Committee Chair

Institutional Researcher

Student Equity Coordinator

Financial Aid Director
Counseling Administrator
Director of Admissions and Records 
Assessment Coordinator 
Physical Education Department Chair

ADA/504/508 Coordinator

County Department of Social Services Representative (CalWORKs)

Table of Contents 
Self-Evaluation Report Content 
I. Introduction

II. Collegewide Student Services Integration and Coordination
III. Program Specific Self-Evaluation
A. Matriculation

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

B. EOPS/CARE

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

C.
DSP&S

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

D. CalWORKs

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

IV. Effective Practices and Opportunities for Improvement
V. Planning Agenda

VI. Implementation and Technical Assistance 

VII. Supplemental Information

Categorical Programs Self-Evaluation for

(College name)
(insert College Logo)
Report Date:  
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California Community Colleges

Student Services and Special Programs Division

Signature Page

College: 


Address:


President 

Signature:


Printed Name:

Date:


Phone Number:

Email Address:


Chief Student Services Officer 

Signature:


Printed Name:

Date:


Phone Number:

Email Address:


Chief Instructional Officer
Signature:


Printed Name:

Date:


Phone Number:

Email Address:


Chief Business Officer 

Signature:


Printed Name:

Date:


Phone Number:

Email Address:


Director/Coordinator – Credit Matriculation
Signature:
% of Time:


Printed Name:

Date:


Phone Number:

Email Address:


Director/Coordinator – Noncredit Matriculation

Signature:
% of Time:



Printed Name:

Date:


Phone Number:

Email Address:


Director/Coordinator – EOPS
Signature:
% of Time:


Printed Name:

Date:


Phone Number:

Email Address:


Coordinator – CARE
Signature:
% of Time: 


Printed Name:

Date:


Phone Number:

Email Address:


Coordinator – DSP&S
Signature:
% of Time:


Printed Name:

Date:


Phone Number:

Email Address:


Coordinator – CalWORKs
Signature:
% of Time:


Printed Name:

Date:


Phone Number:

Email Address:


Contact Sheet

College ___________________________________________________________

Key Individuals (add additional pages as needed):

	Academic Senate President
	

	Phone Number
	

	Email Address
	

	Student Body Government President
	

	Phone Number
	

	Email Address
	

	Chief Information Officer (MIS)
	

	Phone Number
	

	Email Address
	

	Curriculum Committee Chair
	

	Phone Number
	

	Email Address
	

	Institutional Researcher
	

	Phone Number
	

	Email Address
	

	Student Equity Coordinator
	

	Phone Number
	

	Email Address
	

	Financial Aid Director
	

	Phone Number
	

	Email Address
	

	Counseling Administrator
	

	Phone Number
	

	Email Address
	

	Director of Admissions and Records
	

	Phone Number
	

	Email Address
	

	Assessment Coordinator
	

	Phone Number
	

	Email Address
	

	Physical Education Department
	

	Phone Number
	

	Email Address
	

	ADA/504/508 Coordinator
	

	Phone Number
	

	Email Address
	

	County Dept. of Soc. Services Rep.
	

	Phone Number
	

	Email Address
	


Categorical Programs Self-Evaluation
Table of Contents

I. Introduction

II. Collegewide Student Services Integration and Coordination

III. Program-Specific Self-Evaluation
A. Matriculation

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

B. EOPS/CARE

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

C.
DSP&S

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

E. CalWORKs

1. Management Information Systems Data Reporting

2. Access

3. Progress

4. Success

5. Student Learning Outcomes

6. Compliance

IV. Effective Practices and Opportunities for Improvement
V. Planning Agenda
VI. Implementation and Technical Assistance

VII. Supplemental Information

Please provide the information requested below for each section of the Self-Evaluation.

I. Introduction (5-10 pages)

A. A brief overview of the college, to include the credit/non-credit enrollments, demographics and a description of the organization of the college with an organizational chart detailing the four categorical programs.
B. A brief overview of each of the four categorical programs to include number of staff, number of students served annually, facilities/location, and responses to or progress made towards recommendations from your last categorical program or fiscal review, as appropriate.

II. Collegewide Student Services Integration and Coordination (1-4 pages)
This section should summarize responses for Student Services as a whole.  If there are specific issues for one or two programs, those issues should be described in the appropriate program-specific section.
A. How these four categorical programs work with each other and with other student services programs.
B. How student services works with instruction, institutional research, and the management information systems (MIS).   

C. How these programs are integrated with student equity planning and other strategic planning initiatives of the college.
D. How effective the programs are in enabling success for underprepared and underrepresented students?  (i.e., are they using data to reassess how services are provided?)

E. How the program directors/coordinators and the business office work together to monitor allowable expenditures and reconcile fiscal reporting.

III. Program-Specific Self-Evaluation (10 – 15 pages per program)
The self-evaluation is based on the WASC Accreditation Standard IIB – Student Support Services:  
“The institution recruits and admits diverse students who are able to benefit from its programs, consistent with its mission.  Student support services address the identified needs of students and enhance a supportive learning environment.  The entire student pathway through the institutional experience is characterized by a concern for student access, progress, learning and success.  The institution systematically assesses student support services using student learning outcomes, faculty and staff input, and other appropriate measures in order to improve the effectiveness of these services.”

Please complete a separate narrative for each categorical program by responding to the following questions.  The response should not exceed 4 pages per program or 16 pages total for this section.  :
A.
Management Information System (MIS) Data Reporting - For access, progress and success, MIS data for the prior three years (2005-06, 2004-05, and 2003-04) will be provided annually by the System Office for each college.  Program staff will need to conduct an analysis of the data sent by the System Office.  Colleges may also use in-house data to complete this section. 
Questions for Analysis:

1. How is the categorical program director involved in the review of MIS data before it is submitted to the State Chancellor’s Office?

2. Does the data appear to be accurate? Do the numbers of students in the MIS report match your program records?

3. If the data does not appear to be accurate, identify the problem (e.g. too many or too few participants listed; demographics seem incorrect, etc.).   Document the process used to identify the problem.  Share this information with the college information technology services staff to determine ways to correct your MIS reporting.  

B.
Access - Identify how accessible the program is by comparing demographic data from the college to the program.  Data to be compared include gender, ethnicity, age, informed educational goal, Pell and BOG fee waiver recipients, English Language Learners (ELL) and students with disabilities.

Questions for Analysis:

1. How does the program compare with the total college demographic data?

2. Describe the areas where you have concerns about access.
3. Please describe any plans in place for improving access. 

4. What programs and services do you feel specifically contribute to student access at your college?  Why?

C.
Progress - Compare how well students served by the program perform compared to those of the whole college.  Data to be compared include course success rates, academic and progress dismissal, and persistence.

Questions for Analysis:
1. How well do the students served by your program perform compared to the total college population?

2. Describe areas where you have concern about student progress.

3. What programs and services do you feel specifically contribute to the progress of students at your college?  Why?

D.
Success - Review how well your students are completing their educational goals. Data to be included are number of degrees and certificates awarded, number of transfer-prepared students, number of transfers, and achievement of non-credit educational goals.

Questions for Analysis:
1. How well do the program students perform compared to the total college population?

2. Describe areas where you have concern about student success.

3. What programs and services do you feel specifically contribute to the success of students at your college?  Why?

E.
Student Learning Outcomes - Describe your progress in the development and implementation of Student Learning Outcomes (SLOs) for the program at the college.  

Questions for Analysis:
1. What are the SLOs for the program?

2. What process was used (or plan to use) to develop these outcomes?

3. What types of activities are you conducting in order to achieve these outcomes?

4. How are you assessing the achievement of the outcomes?

5. How have you used the assessment information to improve the services?

F. Compliance - Provide an overview of how each program is meeting the applicable minimum requirements of the federal regulations, California Education Code, Title 5 regulations, Budget Act Language and/or program guidelines.  The key areas to be reviewed include: 1) student eligibility, 2) student services, 3) program requirements, 4) funding, expenditures, and accountability, and 5) other.  The review should clearly demonstrate that the programs are responsibly handling categorical dollars.

Questions for Analysis for each program are on the following pages.
Matriculation: Credit and Non-Credit

Student Eligibility

The Matriculation process is a comprehensive and integrated set of services designed to enhance student retention and persistence, and thereby contribute to the educational opportunities of all students.  Matriculation provides and coordinates fundamental student services, including admissions and orientation assistance, general assessment, counseling/advisement, and follow-up assistance to all non-exempt, students in credit and noncredit Matriculation programs.  Please provide a copy of your Board approved exemption policy for Matriculation.
Student Services

Admissions
The admissions component is the first opportunity for the potential student to declare an educational goal and to identify any supportive or language needs that may be critical to the student’s successful enrollment.  

Are there significant student populations on campus that speak primary languages other than English? If yes, are there application materials available for these students in their native languages? 
(Title 5 - 55520(a); 55522; 55510(a)(4))

Orientation

The orientation component signals the student’s introduction to the college environment and provides the opportunity for the student and counselor/advisor to interact while exposing the student to the college’s programs, services, facilities and grounds, academic expectations and institutional procedures.

1. What modes of orientation are available to students? 

2. What topics are covered in orientation? Is there a script, PowerPoint presentation or outline available? If yes, please provide a copy. 

3. Are modified modes of orientation available for ethnic or language minority groups? 

(Title 5 - 55530(b)(d); 55502(j); 58106(c)(d)(e); 55534 (a)(b); 55522; 55532(a)(c)(d))

Assessment
The assessment component is critical to the accurate placement of students into the college’s curricula.  Student placement must be accomplished with an approved test instrument and appropriate multiple measures.  If the college uses a self-placement procedure, identify the elements of the placement process.

1. Are all validation studies for the college’s assessment instruments up to date? 

2. Describe the multiple measures and how they are regularly used for placement. 

3. Identify the test instruments used for placement. 
(Title 5 - 55510(a)(4); 55520(c); 55521(a)(b)(c)(e); 55522; 55532(a)(c)(d))

Counseling and Advising
The counseling and advisement component provides academic advice as well as academic planning opportunities for all students. The college must provide these services to all nonexempt students with reasonable attempts to counsel the following student groups: probationary, those enrolled in pre-collegiate basic skills courses and students without a declared educational goal.

1. How do you address the counseling needs of: 

· Students who speak languages other than English? 

· Evening/weekend students?  

· Students attending summer or inter-sessions?

· Students who are only distance education students?

· Other students who seek online counseling support?

2. Describe how paraprofessionals are used in the provision of counseling/advising services. 
3. Describe the activities associated with developing Student Educational Plans (SEPs)

· At what point in the counseling/advising process is the SEP initiated?
· How many SEPs are written by counselors or advisors each term?
· How often are the SEPs reviewed and updated?
· Are SEPs available in an electronic format?

(Title 5-55520(d) (g)(1)(2); 55523(a)(1)(2)(3)(4); 55526; 55525(a),(b)(c)(d); 55530(d); 55201(f),(g);58106(c),(d),(e); 55534(b); 55522; 55510(a)(4)(5); 55532(a)(c)(d))

Student Follow-Up

The student follow-up component is intended to ensure that students who are experiencing academic difficulties are identified early enough during the term for appropriate and effective intervention to occur. 

Describe the follow-up services provided for students who are in probation or dismissal status, basic skills, undecided, provided by the college:

· How are students selected for follow-up? 

· How do instructional faculty participate in follow-up? 

· Does the college utilize an Early Alert Program?

(Title 5 - 55520(f)(g); 55522; 55523(a)(1-3); 55526; 55510(a)(4))

Program Requirements

Coordination and Training
Much of the coordination of Matriculation services depends upon a network of service providers with different responsibilities. It is important that staff and personnel in each component be properly integrated into the comprehensive Matriculation process. This is accomplished primarily with training and staff development opportunities.

1. Identify who is responsible for each matriculation component and the process used to keep staff up-to-date on matriculation requirements.

2. What types of matriculation training are provided to faculty, staff and administrators
 (e.g. FLEX activities, etc.)?
(Title 5 - 55516; 55510(a)(3)(4); 55523(b)

Research and Evaluation

The research and evaluation component can readily illustrate the efficacy of the provision of Matriculation services by analyzing and reporting on student retention, persistence, course completions, educational goals, transfer, etc. 
1. Describe the resources available and committed for matriculation research.

2. Describe the research agenda supporting matriculation and what studies have been completed.

(Title 5 - 55512(a)(1)(2)(3)(4)(5)(6); 55514(a)(b)(c)(d)(f)(g)(h); 55520(g); 55532(a); 55510(a)(4))

Prerequisites, Co-requisites and Advisories on Recommended Preparation

Establishing prerequisites, co-requisites, and advisories on recommended preparation is an academic responsibility of instructional faculty. The responsibility for ensuring that policies are in place in order to establish and enforce pre- and co-requisites is shared by Matriculation.

1. Are there local board-adopted policies governing prerequisites? 

2. Have all prerequisites been approved by the curriculum committee? 

3. Does the college follow the Model District Policy?
(Title 5 - 55201(b)(3); 55002(b)(2)(D); 55002(a)(2)(E); 55510(a)(6); 55201(e); 55002(a)(2)(D); 55201(b)(1); 58106(b))

Funding, Expenditures and Accountability

The credit and noncredit Matriculation funding formulas are complex and comprised of different elements with different weights and matching requirements. 

1. Are you familiar with the distinctions between the formulas and their elements and how these determine the college/district allocation(s)? Would you like technical assistance in this area?
2. How do you ensure that Matriculation funds are only used to pay for allowable matriculation expenditures?

3. Describe the process for developing and approving the Matriculation Budget and Expenditures.

4. Identify the process for completing the Matriculation Year-End Report and relationship to the district’s year-end program accounting.

Other

With which other departments or areas on campus do you coordinate to provide services to students?
EOPS/CARE: Extended Opportunity Programs and Services/Cooperative Agencies Resources for Education

EOPS provides financial and academic support to community college students whose educational and socioeconomic backgrounds might prevent them from successfully attending college.  Services are specifically designed for at-risk students and their special needs.  Counseling contacts are mandatory and a Student Educational Plan (SEP) is developed for each student to assist the student in achieving their individual goal.

CARE further assists EOPS students who are recipients of TANF and CalWORKs, single heads of household with children under 14 years old, to break the welfare-dependency cycle by completing college-level educational training programs, and therefore, become more employable and economically self-sufficient.

Student Eligibility

Student eligibility for the EOPS program is limited to those who meet specific criteria identified in Title 5.  The program is responsible for determining the student’s eligibility and documenting this in the student’s file.  The CARE program has additional eligibility requirements which must be reviewed and documented to accept students into the program.  The programs must monitor student continued participation.  

1. Describe the factors your program uses to determine that students are educationally disadvantaged and how these factors are communicated in your program information/handouts?  (Title 5 – 56208)
2. Describe the process used to monitor continued EOPS eligibility (70 units/6 semesters).

(Title 5 – 56226)
3. Describe the process for assisting students in completing their Student Educational Plan (SEP) and making necessary revisions.

4. Describe the process and documentation used to verify eligibility for the CARE program.

Student Services

1.
Does the EOPS program offer all of the program services listed in Article 3 of Title 5?  If not, which ones are not offer in EOPS and why?  (Title 5 – 56232 – 56240)
2.
How are the required counseling contacts documented?  (Title 5 – 56236)
3.
Describe the process you have in place to ensure all eligible students meet their required counseling contacts.  (Title 5 – 56236)
4.
Describe the tutorial services for EOPS that are over and above those available to the general students.
5. 
What services are provided to CARE students and how are these over and above those provided to EOPS students?

Program Requirements

1.
Title 5 regulations require the program to have a full-time EOPS director.  Identify the individual designated as the EOPS Director.  If the director is less than full-time in EOPS/CARE, please identify the other program responsibilities and the percentage of time for each.  In addition, if the position is less than full-time attach a copy of the letter granting a waiver to this criteria.

2. 
Describe the role of the EOPS or EOPS/CARE advisory committee, identify the membership/composition, list the frequency of the meetings and provide a copy of the last meeting’s minutes. (Title 5 – 56028)
Funding, Expenditures and Accountability

EOPS and CARE funds may only be used to fund over and above services to EOPS and CARE students.  This also applies to district funds reported as district contribution. 
1. Understanding the EOPS and CARE funding formulas is essential in effectively administering and advocating for your program. The funding formula is complex and comprised of different elements. Would you like technical assistance in this area?

2. For staff reported in your EOPS program plan that are not assigned 100% to EOPS/CARE, please list the position(s) and how the percentage of time was determined.  How are these staff accountable to the EOPS Director for the services they provide to EOPS students? In addition, how are their duties for this assigned time above and beyond what they provide to non-EOPS or CARE students?  (Title 5 – 56293)  

3. For CARE funded positions that provide services to CARE students, please list the position(s) and describe how the services provided are above and beyond those provided to EOPS students?
4. How do you ensure that EOPS and CARE funds are only used to pay for allowable services for EOPS/CARE eligible students?

5. Describe the process for developing and approving the EOPS and CARE Budgets and Expenditures.

6. Identify the process for completing the EOPS and CARE Year-End Reports and relationship to the district’s year-end program accounting.

Other 

1.
What other areas or departments on campus do you coordinate with to provide services to EOPS and CARE students?

2.
What other programs or agencies off-campus do you coordinate with to provide services to EOPS and CARE students?

3.
Is there any training that you believe would improve performance in the EOPS program?  Please describe training needs as you see them.

DSP&S:  Disabled Student Programs and Services

The Disabled Student Programs and Services (DSP&S) program administered by the System Office is unique in the nation in the scope of services provided to individuals with a range of physical and cognitive disabilities to assist them to succeed in postsecondary education.  The DSP&S program authorizes the provision of support services, specialized instruction, and educational accommodations to students with disabilities so that they can participate fully and benefit equitably from the college experience.

Colleges are charged with providing an equal opportunity for students with disabilities to succeed, but cannot guarantee success.  “Equal, not better” is the critical determinant in whether DSP&S should provide a service or arrange for an accommodation for a student with a disability.  These services assist California’s community colleges in meeting the requirements that college programs and activities be accessible to and useable by students with disabilities contained in Section 504 of the federal Rehabilitation Act of 1973, the federal Americans with Disabilities Act (ADA) of 1990, State Government Code sections 11135-11139.5 and California Education Code section 67310.

Student Eligibility

1. Describe the processes used to verify and document a student’s eligibility for DSP&S services and instruction.  Please provide a copy of the form(s) used to document a student’s eligibility for services.
2. Describe the process used to determine what support services the student would need to enable his or her participation in activities, programs and classes offered by the college, given the student’s educational limitation.

(Title 5 - 56000, 56002, 56004, 56005, 56006, 56008, 56010, 56022, 56026, 56027, 56028, 56029, 56032, 56034, 56036, 56038, 56040, 56042, 56044) 

Student Services 

1. List and describe the DSP&S services that are provided to students with disabilities, above and beyond the regular services offered by the college.
(Title 5 – 56005, 56026)
2. List and describe the DSP&S special class instruction that is offered by the college, if applicable. 
(Title 5 – 56028)
3. Describe how regulations, policies, legal opinions, US Department of Education, Office for Civil Rights (OCR) decisions and administrative directives are incorporated into DSP&S program operations and service delivery. 
(California Education Code and Title 5)
4. Describe the procedures for preparing, monitoring, and annually updating the Student Educational Contract (SEC). What methods are being used to evaluate student progress?
(Title 5 - 56022)

Program Requirements

1.   Describe the role of the advisory committee, identify the composition of the advisory committee representatives, the frequency of the meetings, and attach minutes from the two most recent meetings.
(Title 5 - 56050)
2.   Identify the individual designated as the DSP&S Coordinator and how the individual serving in this position meets the minimum qualifications. 
(Title 5 – 56048)

3.   List and describe each of the positions funded by or supporting DSP&S and how the individuals serving in these positions meet the minimum qualifications. 
(Title 5 - 56048)

Funding, Expenditures and Accountability

1. Describe how DSP&S funding is being used to provide support services and/or instruction to students with disabilities.  

2. How is the DSP&S Coordinator’s salary funded? 
3. How is revenue from DSP&S Special Classes being accounted? 
(Title 5 - 56060, 56064, 56070, 56072)

4. Describe the process for developing and approving the DSP&S Budget and Expenditures.
5. Identify the process for completing the DSP&S Year-End Report and relationship to the district’s year-end program accounting. 
6. Identify the process for tracking and documenting Deaf and Hard of Hearing Allocation funds expenditures, if the college receives these funds, and the required college match.
7. Describe how the college utilizes the funds in the DSP&S allocation for Access to Print and Electronic Information and funds from other sources, to ensure that educational materials are provided in a format that is accessible to and usable by students with disabilities.

8. Describe the procedures for recording the student’s minimum four service contacts per year that are required in order to receive funding, and the process of verifying and reporting those service contacts to MIS 
(Title 5 – 56062)
9. In general, describe the DSP&S funding allocations formula and its elements.  Understanding the formula is essential in effectively administering and advocating for your program. The funding formula is complex and comprised of different elements, including weights assigned by disability category.  Would your college like to request technical assistance in this area?

Other

1.
Describe other areas or departments on campus you coordinate with to provide services to students served by DSP&S.
2.
What type of training would you like to receive in order to improve the efficiency and performance of your college’s DSP&S program?  Please describe all DSP&S related training needs as you see them.

CalWORKs/TANF:  California Work Opportunities and Responsibility to Kids/Temporary Assistance to Needy Families
Student Eligibility

Colleges must coordinate with the local County Welfare Department (CWD) to determine eligibility.  Eligibility must be determined at the beginning of each term.  The college’s CalWORKs program is responsible for determining and tracking student eligibility and for all CalWORKs and TANF-funded services.  Services provided through other college department, like the Child Care Center, must be coordinated with the college CalWORKs program to verify a student’s ongoing eligibility for services, academic progress, monitor program expenses, and report data.
1. Describe your college’s coordination with the local county department of social services to determine student eligibility for services and coordinate services to be consistent with and in support of the student’s welfare-to-work plan.

2. What documentation is used for eligibility for CalWORKs funded services? Do the student files contain this eligibility documentation?  
3. If provided, describe how student eligibility for on-campus child care is determined and how is this service coordinated between the college’s Child Development Center and the CalWORKs program.
(State Budget 6870-101-0001 Schedule (8) 20.10.045-Special Services for CalWORKs Recipients; CalWORKs Handbook, Essential Program Elements (a))

Student Services

The California Community College CalWORKs program funds are used for specific coordinated student services as detailed in the annual budget act.  These comprehensive support services are designed to assist welfare recipient students obtain the educational level they need to transition off of welfare and ultimately achieve long-term self-sufficiency.  These funds enable the community colleges to be a full partner in the statewide welfare reform system by requiring the colleges to provide the following direct student support services:  service coordination; curriculum development and redesign; work-study; subsidized chilled care; and job development and job placement.

1.
Describe each of the program component services that are provided using CalWORKs and TANF funds and how these services are documented. 
(State Budget Act; Education Code)

2. 
Describe your college’s process for providing case management services.  
(State Budget Act; CalWORKs Handbook, Essential Program Elements (c) & Case Management Section)

Program Requirements

The community college CalWORKs program must have a program coordinator or director in place to manage the use of funds, ensure coordinated services are provided to students, and ensure that reports, forms, and program plans are submitted to the System Office in a timely basis.
1. Do you have a program coordinator or director?  What percentage of time does this position have assigned to CalWORKs and how was it calculated?  
(CalWORKs Handbook, Essential Program Elements (g); Organization Section)

2. Describe how the CalWORKs program coordinator and staff coordinate with the local country welfare department to provide services to eligible CalWORKs students.

Funding, Expenditures and Accountability

The community college CalWORKs program must have a process for tracking the expenditure of CalWORKs funds, to ensure expenditures comply with legal requirements set forth in the Education Code and annual Budget Act language, and in guidelines issued by the System Office.
1. How do you ensure that CalWORKs funds are only used to pay for allowable services for CalWORKs eligible students? 
(State Budget Act, Education Code, CalWORKs Handbook)

2. How do you ensure the declared match are from allowable sources and are for direct services provided to CalWORKs students?
3. Describe the process for developing and approving the CalWORKs Budget and Expenditures.

4. Identify the process for completing the CalWORKs Year-End Report and relationship to the district’s year-end program accounting.

Other

What other areas or departments on campus do you coordinate with to provide services to CalWORKs students?

IV. Effective Practices and Opportunities for Improvement 
(1-4 pages per program)

Please complete a separate narrative for each categorical program by describing:
A. What is working well.
B. What areas need to be addressed more effectively.
C. Any exemplary practices and services that may be replicated by other colleges.
D. Any successful pilot projects implemented by your program.
V. Planning Agenda (2-4 pages)

As you evaluate each program with respect to the data provided and topics reviewed, identify areas where you may need to make adjustments.  The Planning Agenda will provide the opportunity for the programs to list changes needed in order to improve their services to students.  The planning agenda should include new plans, timelines, resources needed and who is responsible for implementing the plans.

VI. Implementation and Technical Assistance
A. Is there any training or technical assistance that you believe would improve the effectiveness of your programs?
B. Are there any laws, regulations or other requirements that you find problematic in implementing any of these categorical programs to your college? (Optional)
VII. Supplemental Information
Please provide copies of the following documents (for all team members) with your self-evaluation.

A.
Collegewide Information 
1. College Application

2. College Catalog

3. Class Schedule

4. Student Handbook

5. Student Equity Plan

6. Student Services SLOs 

B.
Matriculation

1. Matriculation Program Plan

2. Orientation outline or presentation.
3. Matriculation SLOs
C. EOPS/CARE

1. List of what is maintained in an EOPS and CARE student file.
2. Examples of typical counselor entries.
3. List of special majors exceeding the 70 unit limit.
4. Forms used in EOPS (i.e. EOPS application, educational plan, and mutual responsibility contract, student eligibility determination, progress monitoring, notifications to students that apply to the EOPS and CARE programs)

5. EOPS and CARE SLOs

D. DSP&S
1. DSP&S Program Plan

2. Approved list of DSP&S credit/non-credit special classes.
3. Policies and procedures for special class repetition, accommodation requests and academic adjustments, suspension and termination of services, assessment and testing, access for students with sensory disabilities.
4. Emergency Preparation and Disaster Plan for students with disabilities.
5. Forms used in DSP&S (i.e. DSP&S application, release of student information, disability verification, student educational contract, educational accommodations)
6. List all of the elements retained in the DSP&S Student File and provide the record retention period for each item contained in the student file.
7. DSP&S SLOs
E. CalWORKs

1. County verification form for cash assistance.
2. List of what is maintained in a CalWORKs student file.
3. List of county approved degree and certificate programs.
4. Forms used in CalWORKs (i.e. CalWORKs eligibility verification, intake/needs assessment, educational plan, student class schedule, CalWORKs progress review, workability agreements)

5. CalWORKs SLOs
� Self Study Manual – ACCJC Standards Adopted June 2002, Accrediting Commission for Community and Junior Colleges, Western Association of Schools and Colleges, August 2005


� Self Study Manual – ACCJC Standards Adopted June 2002, Accrediting Commission for Community and Junior Colleges, Western Association of Schools and Colleges, August 2005
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