Worksheet: Administrative #2

Administrative and Support Units
Assessment Plan
	Facilities & Security 
Office
	
	FY 2008 (10/01/07-1/31/08)

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	January 31, 2008

	(    ) Summative Assessment
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	Mission: Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.

	Strategic Goal (which strategic goal(s) most support the services being provided):

Strategic Goal 3: Create an adequate, healthy and functional learning and working environment.
a. Provide for adequate facilities to support a learning community.
b. Provide for maintenance and upkeep of grounds, facilities and equipment
c. Provide for a safe , secure and effective college environment.



	Administrative Unit/Program Mission Statement :
The Facilities and Security office is responsible for all campus’ buildings, grounds, campus security and safety matters by:
· Develop and implement preventative maintenance programs.
· Receive work orders needed for repairs.
· Plan and schedule weekly work schedules for all maintenance & custodian staff.
· Monitor on a day to day security operations.
· Assist the Campus Director in managing and supervising the activities involved in the operations of the Facilities and Security Division.



	Administrative Unite/Program Objectives: 

	The Facilities & Security office will improve implementation and monitoring of the strategic plan by:

· Improving scheduling of preventative maintenance programs.
· Receiving and completing work orders needed for repairs on a timely manner.
· Improving reporting (monthly and quarterly reports) to Campus Director on a timely manner.
· Planning and scheduling weekly maintenance and custodian work schedule
· Monitoring daily activities of the security  functions.



	Evaluation questions
	Data sources
	Sampling
	Analysis

	1. Did this division implement a preventative maintenance program?
  
	Annual Evaluation

Employee’s supervisor
	Random Sample
	Descriptive analysis Content
Analysis

	2. How effective was Facilities and Security Office in carrying out its work or services?
	Document Review
Employee’s supervisor


	Random Sample
	Descriptive analysis
Content analysis



	3. How effective are the personnel under the facilities & security division to this campus?
	Document Review
Employees

Records
	Random Sample
	Descriptive analysis
Content analysis

	
	
	
	


Timeline

	Activity
	Who is Responsible?
	Date

	1. Develop a calendar plan for fiscal year ‘08-‘09
	Maintenance Specialist
	FY 2008

	2. Develop weekly schedules for all required personnel
	Maintenance Specialist
	FY 2008

	3. Organize, assign, direct and review of all weekly work orders and schedule
	Maintenance Specialist
	FY2008

	
	
	


Comments:
