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Wraparound Program Review for Administrative and Student Service Areas 

Program Review is part of an integrated planning process that ties departmental activities and resource allocations 
to mission fulfillment. Program Review is an important component of the college's self-governance, and is required 
to maintain accreditation as a public community college. The Program Review tasks departments to set 
measurable goals by which the department can track its progress, and to submit resource allocation requests for 
needs associated with those goals. It is meant to provide a standardized view of departmental activities. Updates 
are published annually on the college's website and are part of the public record.  

Standardizing a process of review for administrative and student service departments is challenging because each 
has a unique function and structure. The wraparound approach is designed to help departments set goals that 
make sense by focusing on activities that they already do, or intend to start doing. The approach presumes that 
managers already have experience setting goals and directing departmental activities, and that they are working 
with guidance from their division to deliver services in response to a real need. This template is designed to help 
departments present their activities in a way that makes sense from the lens of Program Review. Although there is 
no single way to do this, three possible ways include:  

• Functional Activities Approach – Think about your department's activities, and group them into
functional areas. What are the intended outcomes of these functions? What goals have you set to track
achievement of these outcomes, and what resources will you need to achieve them? Be sure to link each
functional area to the college's mission and core values, and to one of its strategic goals.

• Program and Service Development Approach – Think about the steps required to improve or expand
services in your department. In what ways will this activity improve achievement of the colleges mission
and core values or its strategic goals? What goals will you set to track achievement of these outcomes,
and what resources will you need to achieve them?

• Instructional Program Review – Some departments have missions and functions that are directly related
to instructional delivery and outcomes, and might prefer to use the Instructional Program Review
template and approach available on the Program Review webpage. Please check with your supervisor
about whether this is appropriate for your department.

Goal setting. This template tasks departments to set goals to achieve each of their intended outcomes. Goals 
should be measurable and attainable. They can be informed by a wide range of evidence including instructional 
outcomes, point-of-service outcomes, or attainment of implementation milestones. In some cases, goals might be 
easily assessed using easily gathered internal sources of information. These sources might include routinely 
reported instructional outcomes, data gathered from a department-specific database, or summarized responses to 
point-of-service feedback forms. More complex goals might require more complex assessment. In cases where 
services were professionally assessed or evaluated by a third party, for instance, it might be effective to cite and 
summarize the evaluation report as evidence of goal attainment rather than attempt to reproduce it internally. 

Gathering information to assess goal attainment is an ongoing task that requires attention and planning outside of 
the Program Review reporting process. Plan ahead to anticipate reporting needs, making sure to not leave 
important data gathering tasks to the last minute when they cannot be achieved. Do not commit to measuring 
something unless you are sure that it can be measured. The College Planning and Research Department is an 
excellent consulting resource to help develop goals with achievable measurement. 

All departments will submit a brief assessment of their goal attainment, supported by evidence, each year, and 
will update goals at least once starting with each full cycle of review. 

This PDF template does not auto-save! 

Please save a copy to your own computer or drive 
before getting started, and save your work as you go. 

When you are ready to send it to your dean or 
supervisor, you can attach the saved copy to an email.

https://www.gocolumbia.edu/institutional_research/program_review.php
https://www.gocolumbia.edu/about/mission.php
https://www.gocolumbia.edu/about/goals.php
https://www.gocolumbia.edu/about/mission.php
https://www.gocolumbia.edu/about/mission.php
https://www.gocolumbia.edu/about/goals.php
https://www.gocolumbia.edu/institutional_research/program_review.php
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Wraparound Program Review for Administrative and Student Service Areas 
 

Department managers, please complete or update this form annually and submit to your supervisor with 
supporting materials. 
 
a) Which department is under review?    _______________________________________ 
 
 
b) Who is the person submitting the form?   _______________________________________ 
 
 
c) On what date was this form submitted?   _______________________________________ 
 
 
d) What is the current academic year? 
 AY2021-22  AY2022-23  AY2023-24  AY2024-25 

 AY2025-26  AY2026-27  AY2027-28  AY2028-29 
 AY2030-31  AY2031-32  AY2032-33  AY2034-35 

 
 
e) Please indicate the type of review. Student Support Services units can refer to the Synchronized Program 
Review and SLO Assessment Cycle to determine whether they are due for a full review. 

Year One Full 
Review: 

Update all sections of the form, or start with a fresh form. Consider evidence gathered 
over the last four-year cycle and complete a thorough retrospective discussing how 
well outcomes were attained. Review goals, and update them to chart a fresh path 
forward. Be sure to submit resource allocation requests associated with your goals. Be 
prepared to present your findings about outcome attainment and your path forward at 
the next Fall In-Service Day. 

 

Year Two, 
Three, and 

Four Update: 

Review all sections of the form compiled at the last fresh review. Submit a brief 
demonstration (e.g., a brief narrative or slide-deck), with supporting evidence, of how 
well the department has been achieving its intended outcomes. Update goals where 
necessary to account for mid-course corrections and new activities. Be sure to submit 
resource allocation requests associated with your goals. 

 

 
 
f) Please briefly describe the program or service mission of the department 

 

 

https://www.gocolumbia.edu/institutional_research/Synchronized%20Program%20Review%20and%20SLO%20Assessment%20Cycle%20Assignments-round%202.pdf
https://www.gocolumbia.edu/institutional_research/Synchronized%20Program%20Review%20and%20SLO%20Assessment%20Cycle%20Assignments-round%202.pdf


Columbia College Wraparound Program Review 
Form version: April 2022 (Pilot - Revised) 

 

3 

g) Please describe how this department's mission aligns to the college's mission and core values 

 
h) In what ways does this department or its activities promote student equity? 

 
 
i) Please itemize the positions employed by this department 

Position Classification or Role (e.g., Counselor, Program 
Technician, Research Analyst, etc.) 

Role Constituency 
(Classified, Faculty, 

Manager, or Student) 
Number 

Employed 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 
________________________________________ 

 
_______________ 

 
_______ 

 

 

 

https://www.gocolumbia.edu/about/
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Goal Setting and Review 
 
On the following pages, please establish goals for your department, or programs within. Keep in mind the purpose 
of the Program Review is to drive continuous improvement, as well as to help establish a need for funding or other 
support to achieve improved outcomes. What sorts of things will the department be doing, or would like to be 
doing, to maintain, expand, or improve operations and service? 
 
Update goals for your department each full-cycle and report on their status in the years between each full-cycle. 
Pursuing goals and achieving outcomes should take some time, but it is certainly acceptable to change them or add 
new goals mid-cycle if circumstances call for it.  
 
This template has space to establish up to three goals. If you run out of space, download additional goal-
worksheets as needed. 

 
  

https://www.gocolumbia.edu/institutional_research/Program%20Review%20Extra%20Goal%20Setting%20Worksheet.pdf
https://www.gocolumbia.edu/institutional_research/Program%20Review%20Extra%20Goal%20Setting%20Worksheet.pdf
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Goal Setting Worksheet – GOAL I * 
 
a) Describe the overarching goal that your department will be striving toward over the next year or more.  

 
b) Give this goal a two- or three-word title that you can easily refer to in your resource requests, such as 
"increase certificate completions." These will be the words typed into the Resource Request form. 

 
c) In what ways will achieving this goal support the college's mission and core values? 

 
d) What collegewide strategic goals will be addressed by this outcome (check all that apply)? 

 1) Increase award completion  2) Increase transfer readiness 
 3) Reduce barriers to completion  4) Increase workforce readiness 

 5) Reduce equity gaps  6) Maintain institutional stability 
 
e) Please briefly describe the types of resources that will be used to achieve the goal (you will have a chance to 
itemize requests in more detail later). 

 
f) Specify how the goal will be measured and assessed, including sources of evidence. If setting specific 
milestones or benchmarks, be sure to indicate why they were selected and their current values. 

Track your outcomes and goals annually. Gather evidence and provide a brief demonstration each year of how well 
you are attaining your intended outcome based on the goals you have set (e.g., a 1 to 3 page written narrative; a 

small set of PowerPoint slides with charts, etc.). Every few years, when starting a fresh Program Review cycle, 
complete a more comprehensive assessment of your intended outcomes, thoroughly review your outcomes and 

goals and determine if they should be retained or refreshed to chart a new path forward. Be prepared to present 
your findings at the next Fall In-Service Day. 

 

 

 

 

 

https://www.gocolumbia.edu/about/mission.php
https://forms.office.com/Pages/ResponsePage.aspx?id=5q81PawmfkO0s3W1DUWeRUM0sq-bdjBLvWi4aYYmr3NUQkdIV1JSNDRNNjhWQlZXSDRZV1lWQVdFVi4u
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Goal Setting Worksheet – GOAL II * 
 
a) Describe the overarching goal that your department will be striving toward over the next year or more.  

 
b) Give this goal a two- or three-word title that you can easily refer to in your resource requests, such as 
"increase certificate completions." These will be the words typed into the Resource Request form. 

 
c) In what ways will achieving this goal support the college's mission and core values? 

 
d) What collegewide strategic goals will be addressed by this outcome (check all that apply)? 

 1) Increase award completion  2) Increase transfer readiness 
 3) Reduce barriers to completion  4) Increase workforce readiness 

 5) Reduce equity gaps  6) Maintain institutional stability 
 
e) Please briefly describe the types of resources that will be used to achieve the goal (you will have a chance to 
itemize requests in more detail later). 

 
f) Specify how the goal will be measured and assessed, including sources of evidence. If setting specific 
milestones or benchmarks, be sure to indicate why they were selected and their current values. 

Track your outcomes and goals annually. Gather evidence and provide a brief demonstration each year of how well 
you are attaining your intended outcome based on the goals you have set (e.g., a 1 to 3 page written narrative; a 

small set of PowerPoint slides with charts, etc.). Every few years, when starting a fresh Program Review cycle, 
complete a more comprehensive assessment of your intended outcomes, thoroughly review your outcomes and 

goals and determine if they should be retained or refreshed to chart a new path forward. Be prepared to present 
your findings at the next Fall In-Service Day. 

 

 

 

 

 

https://www.gocolumbia.edu/about/mission.php
https://forms.office.com/Pages/ResponsePage.aspx?id=5q81PawmfkO0s3W1DUWeRUM0sq-bdjBLvWi4aYYmr3NUQkdIV1JSNDRNNjhWQlZXSDRZV1lWQVdFVi4u
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Goal Setting Worksheet – GOAL III * 
 
a) Describe the overarching goal that your department will be striving toward over the next year or more.  

 
b) Give this goal a two- or three-word title that you can easily refer to in your resource requests, such as 
"increase certificate completions." These will be the words typed into the Resource Request form. 

 
c) In what ways will achieving this goal support the college's mission and core values? 

 
d) What collegewide strategic goals will be addressed by this outcome (check all that apply)? 

 1) Increase award completion  2) Increase transfer readiness 
 3) Reduce barriers to completion  4) Increase workforce readiness 

 5) Reduce equity gaps  6) Maintain institutional stability 
 
e) Please briefly describe the types of resources that will be used to achieve the goal (you will have a chance to 
itemize requests in more detail later). 

 
f) Specify how the goal will be measured and assessed, including sources of evidence. If setting specific 
milestones or benchmarks, be sure to indicate why they were selected and their current values. 

Track your outcomes and goals annually. Gather evidence and provide a brief demonstration each year of how well 
you are attaining your intended outcome based on the goals you have set (e.g., a 1 to 3 page written narrative; a 

small set of PowerPoint slides with charts, etc.). Every few years, when starting a fresh Program Review cycle, 
complete a more comprehensive assessment of your intended outcomes, thoroughly review your outcomes and 

goals and determine if they should be retained or refreshed to chart a new path forward. Be prepared to present 
your findings at the next Fall In-Service Day. 

 

 

 

 

 

 

https://www.gocolumbia.edu/about/mission.php
https://forms.office.com/Pages/ResponsePage.aspx?id=5q81PawmfkO0s3W1DUWeRUM0sq-bdjBLvWi4aYYmr3NUQkdIV1JSNDRNNjhWQlZXSDRZV1lWQVdFVi4u


Columbia College Wraparound Program Review 
Form version: April 2022 (Pilot - Revised) 

 

8 

Annual Resource Allocation 
 
If you have not already done so, click here to enter your resource allocation requests for the upcoming year. 
 
Wrapping Up 
 
When you reach this point, please review your entries above and make sure the form is complete. Afterwards, 
please save the form and email it to your supervisor to complete the section below.  
 
Supervisors: Please review the form-entries above and place any thoughts or feedback that you have in the space 
below. When all parties have agreed that the review is final, please email the final version, with all materials, to the 
College Planning and Research Department, which will compile materials for each department’s review into a single 
document and post it to the Program Review webpage. 

 
 
 
 
 

https://forms.office.com/Pages/ResponsePage.aspx?id=5q81PawmfkO0s3W1DUWeRUM0sq-bdjBLvWi4aYYmr3NUQkdIV1JSNDRNNjhWQlZXSDRZV1lWQVdFVi4u
https://www.gocolumbia.edu/institutional_research/program_review.php
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