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STANDARD ONE 
 
 

INSTITUTIONAL MISSION 
AND 

GOALS, PLANNING 
AND 

EFFECTIVENESS 
 
 

APPENDICES 
 
 
 

The Strategic Plan and Annual Report are provided separately in packet. 
 

Instructional Program Planning and Assessment Executive Summaries 
Presented as Appendix 2.H. 

(Full reports presented as Exhibit 1.4.1) 



 

 

STANDARD TWO 
 
 

EDUCATIONAL PROGRAM AND ITS 
EFFECTIVENESS 

 
 

APPENDICES 
 

 
2.A.  Available Analysis Sets (Exhibit 2.1.1) 

 
2.B  Program Planning and Assessment Instructions (Exhibit 2.1.3) 

 
2.C  External Review Process (Exhibit 2.1.4) 

 
2.D  Sample Noel-Levitz Surveys, Students and Faculty (Exhibit 2.1.5) 

 
2.E.  Enrollment Plan for 2001-2003 (Exhibit 2.2.3) 

 
2.F.  Degrees and Certificates by Program 1998-2002 (Exhibit 2.4) 

 
2.G.  Organizational charts which show relationship of CE to academic units (Presented 

as Appendix 6.C  (Exhibit 6.2.1)) 
 

2.H.  Instructional Program Planning and Assessment Executive Summaries 
(Full reports presented as Exhibit 1.4.1)  

 



 0

APPENDIX 2.A 
(Exhibit 2.1.1) 

 
Shoreline Community College Self Study 2001-02 
 
 
DOCUMENT CODE: 1.2 
 
DOCUMENT DESCRIPTION:   
Available Analysis Sets provides documentation for data developed to address a variety 
of institutional outcomes identified  by SCC faculty and staff.  All data are available 
campus-wide on a shared network drive.  This document describes locations and 
descriptions of the analysis sets.  It is included as an electronic file called 
"READ_ME_FIRST.doc" in the folder containing the data. 
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Shoreline Community College 

Available Analysis Sets 
 

This document provides brief descriptions of data analysis sets available to Shoreline 
faculty and staff for examination and analysis pursuant to program planning, Self Study 
and other college related efforts.  The data analysis sets are in the form of Excel 
Workbooks, containing tables, charts, or combinations thereof.  They were created in 
Excel 2000.  While many of them are usable with Excel 97, the user is likely to have a 
more pleasant experience with Excel 2000.  If you do not have 2000 installed on you PC, 
you may request it from TSS at no charge under the campus licensing agreement.  It is 
also available on all campus lab computers. 
 
The data analysis sets are available at any PC logged on to the Shoreline network.  There 
location is on the "X" drive at X:\Institutional Effectiveness\SelfStudyData 
 
Also available in a separate folder and with separate documentation is a summary of the 
results of the Noel-Levitz Student Satisfaction Inventory (X:\Institutional 
Effectiveness\SelfStudyData\Student Survey) 
 
Please note that all of the Workbooks are read only.  No attempt should be made to alter 
them in any way.  You are, of course, welcome to copy them to your own PC for further 
manipulation and analysis 
 
The following list is current as of late May 2002.  It will be updated as new material is 
posted. 
 
GradeDistributions.xls contains a grade distribution analysis originally produced for the 
Faculty Senate.  It shows distributions campus wide, by instructional division, and in 
comparison with distributions for UW undergraduate courses.  Where letter grades are 
used in charts, they are based on decimal equivalences in the current Catalog. 
 
CourseEnrTrendsxQuarter.xls contains course-level headcount and FTE enrollments, 
number of sections, average-minimum-and maximum section size for Fall quarter 1997-
2000 and Winter and Spring Quarter 1997-99. 
 
CourseEnrTrendsxStartHour.xls is similar to the above, but breaks data down a step 
further to show trends by the time at which the course begins. 
 
DistanceLearningTrends.xls shows headcount and FTE trends in distance learning 
courses by instructional division. 
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PPAB_ProgramDemos.xls contains customizable tables of demographic and 
degree/certificate data by Educational Program Code; and types of post-grad employment 
and average wages by Shoreline program completion.  It also contains a non-
customizable table showing transfer patterns between Shoreline and other state 
institutions. 
 
If you are using Excel 2000, you may select the program(s), years and quarters viewed by 
clicking the dropdown arrows, and checking/unchecking boxes.  In Excel 97, there are no 
dropdown arrows.  In this case you click the title bar of the field you wish to select from 
(e.g., PROGRAM); then on the Tool Box which opens when you open the workbook, 
click the Pivot Table dropdown arrow, then click Fields... 
  
This will produce a list where you select/deselect by highlighting/unhighlighting items. 
 
NB: Over the years, program titles and degree titles have been entered using 
varying abbreviations, e.g., "BUS ADMIN " some years and "BUSINESS ADMIN"  
other years.  When looking at trends for particular programs or degrees, be sure to 
scan the lists and include all appropriate titles. 
 
 
In the case of employment/wages data you choose one Shoreline Program at a time, to 
examine employment and wage patterns.  Data in this table includes graduates, leavers 
and early leavers from 95-96, 96-97, 97-98, and 98-99 with their employment status 7 to 
9 months after college (that is up through January to March 2000). 
 
PPAB_CourseClasDemos.xls contains customizable tables of demographic data by 
Course Classification.  "Course Classification" is an attempt to address the needs of those 
who conceptualize "programs" in terms of curriculum areas (English [ENG], Accounting 
[ACCTG], etc).  Students are counted once for each area in which they enroll in a given 
academic year.  Therefore, counts are unduplicated within a given area and year, but not 
across areas or years.  Ie., if a student takes both music course and  math courses during 
1999-2000 s/he is counted once in both music and math demographics for the year. 
With this approach, you can only observe the demographics for one area (CourseClass) at 
a time. 
 
EmployeesDemos.xls contains customizable tables of employee demographics by 
Department and Employee Type (Fall, 2000-01 only) and 5 year demographic trends by 
Employee Type for 1996-97 to 2000-01. 
 
EnrollmentTrendCharts_OA.xls contains Quarterly enrollment trend charts for factors 
identified by the Intake Services Task Force.  These charts are customizable using the 
procedure described above.  However, they will only operate properly under Excel 2000.  
TrendCharts_Documentation.doc contains a detailed dictionary of data items used in 
the charts. 
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UW_FollowUp1.xls contains customizable tables which allow the user to: (1) Select an 
"SCC Course" (2) Select a "UW Course" (3) display the Count of students who took both 
courses and their average grade for the UW course.  UW courses include all of those 
taken by students taking any of the SCC courses on the list, so it is possible to indicate 
combinations where no students appear.  SCC data is from Fall 1990 to present; UW data 
is from Fall 1992 to present.  SCC Courses are arranged in separate tables by Division 
 
For your reference, the UW Course Catalog is available at  
http://www.washington.edu/students/crscat/  

 
 NB: In cases where Deans and others have identified courses for tracking 
transfers, SCC courses have been selected from their lists.  In other cases, I have 
made some guesses regarding appropriate inclusions.  If there are other SCC 
courses you would like to have included, I can add them on a limited basis--please 
let me know. 
 
UW_FollowUp2_degrees.xls contains a customizable table which shows degrees and 
graduation mean GPAs attained by former Shoreline students over about the last 10 
years.  Parallel information for "native" UW students will be added as soon as possible. 
 
 NB: in a few instances (BUS, CON, EDUC, NURS, ACCT, C)  degrees 
completed at the Tacoma and Bothell campuses have separate degree designators.  
E.g., to get a complete picture of Nursing degrees, it is necessary to combine the 
UW_Majors: B NURS, NURS, AND T NURS 
 
FTEF_FTES_Ratios.xls contains a customizable table with 5 years of IFTEF, FTES and 
S/F Ratio data arranged by discipline within current administrative unit. 
You may choose which administrative units, disciplines, years, and measures are 
displayed by clicking their respective drop-down arrows and checking/unchecking the 
check-boxes. 
  
All data are annualized using the standard procedure of summing FTE's over 4 quarters 
and dividing the sum by 3.  The Student/Faculty Ratio is based on these annualized FTEs. 
  
It was decided to use discipline as the primary unit of analysis, because it seems to be the 
most stable over time.  Please note that disciplines and administrative units  have been 
added, deleted, and moved over the years, and take these changes into account when 
looking at trends.  A current coding crosswalk  
AU Chart-NEW.xls,  prepared by Phyllis Harris, has been added to the folder to assist 
you in this endeavor. 

http://www.washington.edu/students/crscat/
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CourseGrades_990_A01.xls contains customizable tables of student grades, by quarter, 
for all courses taught during 1999-2000 and 2000-01.  To view grades for all courses 
combined in a given discipline, check the discipline under the Dept. list  (e.g., PSYCH) 
and "All" under the Course list.  To view courses one at a time, check the appropriate 
number in the course list (e.g., 100). 
  
In order to accomodate both decimal and "student option" grading, decimal grades have 
been converted to letter grades using a condensed version of the conversion table on page 
33 of the current SCC Catalog. 
 
  Employment_Wages.xls contains a customizable table of  post-SCC employment and 
wage data by SCC program.  Note: SIC=Standard Industrial Code. 
 
EnrProjection.xls contains trended and projected Annualized FTES for state, contract 
and student (continuing ed) funding categories.  Originally prepared for master planning. 
 
 
DocMaster.doc is a complete data dictionary for student and personnel databases. 
 
 



APPENDIX 2.B 
 (Exhibit 2.1.3) 

Shoreline Community College  
October 31, 2000 

Instructions for Completion of 
2000-01 Program Planning and Assessment 

Reports 
(For Development of 2001-03 Goals) 

NOTE:  

The upcoming program planning and assessment process has been 
modified for two reasons: 

1. The college decided to change the process from an annual activity 
to one that occurs every other year so that the process can be more 
comprehensive.  

2. The college will incorporate the ongoing program planning and 
assessment process into the overall accreditation self-study that will 
be carried out during 2000-02, culminating in the campus visitation 
by the accreditation team October 16-18, 2002.  

For these reasons, the following timeline will be apply: 
 Instructions and forms for the planning and assessment 
process will be distributed to all college programs by 
October 31, 2000. 
 Each program is to submit its planning and assessment 
report by December 10, 2001. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
General Instructions 
1.  The completion of this report should have collaborative involvement of 
all faculty and staff in the program. 
2.  Reports are to be completed by all programs, not just those supported 
by state general funds. 
3.  Program planning and assessment forms, instructions, the official list of 
college programs and the overall timeline are available (a.) electronically or 
(b.) on hard copy:  

a. To access these materials electronically, go to Shoreline Community 
College's Governance Website 
(http://intranet.shore.ctc.edu/intranetgovern) and in the left column 
click on PPA 2000-01 (Program Planning and Assessment for 2000-
01). 

http://intranet.shore.ctc.edu/intranetgovern


b. To obtain these materials on hard copy, contact Chuck Fields at 
extension 4659.  

4.  By December 10, 2001, instructional programs are to submit these 
reports to division chairs and non-instructional programs are to submit 
these reports to vice presidents.  
5.  Programs are to submit reports on hard copy or electronically, as 
specified by the vice president for your area. If on hard copy, instructional 
programs should please submit four (4) copies to your division chair and 
non-instructional programs please submit three (3) copies to your vice 
president, all on blue paper and three-hole punched.  
6.  Whether vice presidents choose to have programs submit reports to 
them on hard copy or electronically, all vice presidents should submit two 
(2) hard copies, on blue paper and three-hole punched, to the Office of the 
President by January 11, 2002. One of these two copies will be maintained 
in the President's Office, the other in the Library. 
7.  When completing this report, start by reviewing your program report that 
was submitted during Fall Quarter1999 and the administrative response to 
that report that was provided back to your program during Winter Quarter 
2000. 
  
Program Planning and Assessment Form 
1.  Program Mission/Purpose: Succinctly describe the specific reasons this 
program exists. Describe the expected outcomes for the program and 
indicate how they are consistent with the vision, mission, strategic 
directions and strategies of the 2000 Strategic Plan 
(http://intranet.shore.ctc.edu/intranetgovern). Describe the knowledge, skills 
and abilities students will gain by completing work in this field of study. 
2.  Students/Clients Served by Program: To the extent possible, describe 
the demographics and characteristics of the students/clients served by this 
program. Are there noticeable changes and trends that you have seen over 
the years and/or that you predict in the future?  
3.  Criteria and Methods for Measuring Program Effectiveness: Indicate the 
criteria and methods used to determine the program’s effectiveness. What 
methods are used to measure if the program’s expected outcomes are 
being achieved? If this is an instructional program, how does the program 
determine whether students are achieving the outcomes in this field of 
study? Examples of criteria might include such things as:  

a. Student learning outcomes. 
b. Student/client satisfaction with program. 
c. State Performance Reporting Criteria:  

 Basic Skills Rate (SBCTC definition: The basic skills rate 
describes the extent to which basic skills students complete at 
least one subject area during the year. Basic skills students are 
all English as a Second Language (ESL), Adult Basic Education 
(ABE) or High School Equivalency (GED) students (excluding 

http://intranet.shore.ctc.edu/intranetgovern


sheltered workshops) included in the official enrollment counts. 
Subject areas include reading, math, writing and listening within 
ESL or ABE classes or GED completion.) 
 
 Prepared for Work (SBCTC definition: Students leaving 
college vocational preparatory programs (excluding 
international students) with the following level of training 
completed: 
Students who have left college after completion of a 
vocational degree or certificate, apprentice program 
(including Exit Code 4) or unique program completion as 
identified by Exit Code 9. 
Majors in vocational programs who have left college after 
completion of 45 vocational college-level credits with a 
GPA of 2.0.) 
 Transfer Prepared (SBCTC definition: Earned 45 or more 
college-level credits with a GPA of 2.0 or higher and coded as a 
transfer student (Kind of Student code of T) in last quarter of 
enrollment for the year. This group includes students (about 55 
percent of the group) who will continue on at the college for 
another year or more.) 

d. Student success in obtaining employment. 

e. Student success on-the-job following enrollment at 
Shoreline. 

f. Student success in transferring to four-year colleges and 
universities. 

g. Student academic success at four-year colleges and 
universities to which they transfer. 

h. Number of students served by program. 

i. Degree of community involvement, outreach to community, 
etc. 

j. Ways in which the program contributes to student success. 

k. Ways in which the program contributes to the mission of 
the college. 

l. Other reasonable criteria that you can identify. 

Note: This section (3.) is not for indicating evaluation results, 
but rather to list the criteria and methods that are used to 
measure program effectiveness. 



4.  Enrollment/Staffing Trends: (Non-instructional programs do not need to 
complete this section of the report.) Instructional programs will receive 
through their division chairs a comprehensive set of historical enrollment 
and staffing trend data identified by the instructional divisions to facilitate 
program planning. 
5.  Significant Anticipated Changes: Indicate any anticipated internal or 
external factors that will significantly affect the operation of this program in 
the future. Examples might include new state or federal changes or 
mandates, changes in the environment in which the program operates, etc. 
6.  Program Self-Assessment: Using the descriptive information in items 1-
5 immediately above, plus any other program evaluation data you have, 
provide an analysis/assessment of how well the program is accomplishing 
its expected outcomes. A portion of this analysis/assessment should be a 
description of program strengths and weaknesses. Of particular importance 
in academic programs is attention to student outcomes assessment, which 
is an accreditation requirement for all course offerings. Please see: 
http://www.cocnasc.org/. 
Programs that have undergone recent external reviews should incorporate 
the results of those reviews into this program self-assessment.  Should 
external review of a program be desired, it can be requested here. 
7.  Diversity/Multiculturalism: Succinctly indicate what your program is 
doing to help achieve the college's goals related to diversity and 
multiculturalism, as shown in the 2000 Strategic Plan.  How will you 
measure your accomplishments? 
8.  Achievement of 1999-2000 and 2000-01 Program Goals/Objectives: 
Report on the achievement of the program’s 1999-2000 and 2000-01 
goals/objectives that were developed by the program. Indicate the extent to 
which goals/objectives were achieved and what factors led to any goals not 
being achieved or partially being achieved. Highlight any improvements 
that resulted from program assessment activities. What changes were 
made in the program as a result of student feedback, outcomes 
assessment, performance measures, or feedback from other sources 
(transfer institutions, employers or clients)? 
9.  2001-03 Program Goals/Objectives: Now that the college is conducting 
program planning and assessment every two years rather than annually, 
program are asked to set goals/objectives for the two-year period of 2001-
03. Based on your program analysis/assessment and a review of the 
college's Strategic Plan, provide a list of specific, measurable 
goals/objectives that the program intends to accomplish during the 2001-
2003 period. Identify goals/objectives that were developed in response to 
program assessment activities. Longer-term goals/objectives (three-five 
years) can also be addressed. In developing program goals/objectives, 
carefully consider the vision, mission, strategic directions and strategies 
contained in Shoreline’s 2000 Strategic Plan. Identify specific strategic 
directions and strategies from the Strategic Plan that the program will help 
to implement. Also, review pertinent standards of the Accreditation 
Handbook, available at: http://www.cocnasc.org/. 
Economic development is increasingly important to Shoreline's success.  
Consider including in your goals ways in which you can expand 

http://www.cocnasc.org/
http://www.cocnasc.org/


partnerships, outreach or community visibility for your program.  This could 
include increasing collaboration both inside and outside the college, 
developing alternative instructional or service models to serve new student 
populations, connecting with the community, and potential grants and 
contracts.  Please use the college's Workforce and Economic Development 
Office as a resource if you would like assistance with this.  
10.  Preparers of Report: Please indicate the lead person and all other 
program faculty and staff who participated in the preparation of this report.  
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