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SWTJC Service Self Assessment
2010-2011
Due to the OIP&R and Service Operations Committee Chair 
by October 30
Service Unit
Director/Coordinator Name and Title
  
   Date
	
	
	


List the unit’s staff member(s):

Name                                                        Title                                                                                      Yrs of Service    Education Level
	
	
	
	

	
	
	
	

	
	
	
	


	Describe how the service supports SWTJC’s mission and purpose:




	Provide the service’s purpose statement:




List the service unit’s services provided/functions
	1.

	2.

	3.

	4.

	5.

	6.


	1.  Budget report summary (Business Office website—it’s the first report after clicking on Budget Tools):


	2.  Equipment/Facility review and needs (e.g. depreciable assets such as office space and/or equipment >$1,000):



	3.  Resources review and needs (e.g. human resources and/or consumables such as software, office supplies or                                                                                                                                     consultants.  Attach a Service Staffing Assessment and Request if identifying a human resource need):



	4.  Evidence that services are being successfully provided (provide service assessments e.g. surveys, focus   groups, logs):



	5.  Required external certification/license status (if applicable. e.g. food handlers, LPC, inspection approval):


	6.  Positive achievements:


	7.  Areas needing improvement:


	8.  Summary of results and changes made from previous UAPs.


	9.  Documentation of staff development/training.


	10. Staff  professional development needs:

	11. Summary of status of previous review recommendations: (List all recommendations separately and provide detail of actions/changes/results) 




Attachments:  
Include with the completed SSA:


1. Office/Department Policies and Procedures manuals
 
2. Current job descriptions

3. Outcomes Assessment Report


4. Unit Action Plans

5. Advisory/Standing and/or other committee agendas and minutes

6. Service Staffing Assessment and Request  
The complete SSA and all attachments must be saved as one single electronic file, preferably pdf.

Send the complete file to both the Carol LaRue, Coordinator of Institutional Effectiveness and Mark Underwood, Service Operations Committee Chairperson.
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