Worksheet: Administrative #2

Administrative and Support Units

Assessment Plan
	Office of Instructional Coordinator at Pohnpei Campus
	
	

	Unit/Office/Program
	
	Assessment Period Covered

	( X ) Formative Assessment
	
	

	(  ) 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 1: Promote learning and teaching for knowledge, skills, creativity, intellect, and the abilities to seek and analyze information and to communicate effectively.
a. Promote quality teaching and learning-centered behaviors and environments for the six campuses

b. Make developmental courses an institutional priority

c. Enhance faculty involvement in the college


	Administrative Unit/Program Mission Statement:

In support of the mission of the College of Micronesia-FSM, the Office of the Instructional Coordinator at Pohnpei Campus (PCIC Office) promotes instructional programs with both theoretical perspectives and practical experiences that provide a wealth of opportunities for students and to prepare them for careers in the local community and abroad, and for advanced studies in the fields of their choice.  

The PCIC Office carries out its mission by:

· Coordinating instructional programs, courses, workshops, and trainings
· Supervising department chairs and instructional faculty 

· Liaising between administration and department chairs and instructional faculty, and Pohnpei Campus and the community with regard to programs, courses, and workshops and trainings

· Maintaining contact with relevant personnel at the National and other State Campuses with regard to program development

· Coordinating the development of credit and non-credit academic certificate or degree programs

· Overseeing the development and revision of course outlines in all subject areas

· Assisting as a technical assistant for development of non-credit trainings or workshops designed for the private and public sector and other members of the community

· Coordinating data collection, and organizing and maintaining departmental data and other relevant data

· Researching, writing, and editing grant proposals that pertain to program development or private funds

· Disseminating information to all faculty and staff of current, new, and revised programs, courses, and training and workshops offered at the College

· Attending relevant training courses, workshops, conferences and seminars for professional development

· Overseeing the LRC operations


	Administrative Unit/Program Objectives: 

	Objective 1: PCIC Office will improve its supervisory functions by maintaining and implementing a systematic plan of work.

	Objective 2: PCIC Office will enhance faculty and public awareness of current, new, and revised programs, courses, and training and workshops offered at the College by disseminating relevant information on a timely manner.

	Objective 3: PCIC Office will maintain effective contact with relevant personnel at the National and state campuses by participating in related meetings, conferences, and discussions.

	Objective 4: PCIC Office will ensure that instructional programs meet high academic standards and students receive quality education by overseeing the development, revision, and maintenance of programs and courses. 


	Evaluation questions
	Data sources
	Sampling
	Analysis

	1. Was the PCIC Office plan of work systematically maintained and implemented?
	· Document Review
· Survey-Supervisors & Chairs
· Observation

	· Personnel annual review

· Records of meetings

· Class observations
· Contracts

· Timeline
	· Descriptive & Content

	2. Was information disseminated by PCIC Office relevant and on a timely manner?
	· Document Review
· Satisfaction Survey 
	· Log
· Faculty

· Staff

· Students

· Relevant others at the state & national campuses
	· Descriptive, Inferential, & Content 

	3. Did PCIC Office participate in relevant meetings, conferences, and discussions?
	· Document Review
· Reports
	· Minutes of meetings
	· Descriptive, Inferential, & Content

	4. Were programs and courses developed, revised and maintained as needed?
	· Document Review

· Survey  

· Interviews
	· Records

· Faculty 

· Staff

· Relevant others 
	· Descriptive, Inferential, & Content


Timeline

	Activity
	Who is Responsible?
	Date

	Assessment Plan
	IC, Director, Division Chairs, SSC
	January 2008

	Data Collection
	IC, Division Chairs
	February–April 2008

	Data Analysis
	IC, Division Chairs
	May-July 2008

	Report Writing
	IC, Division Chairs, Director, SSC
	August-September 2008

	Report Due
	Director
	October 2008


Comments:
