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College of Lake County Non-Academic Department Review (NADR)
5-Year Manual
Description: Non-academic department review (NADR) is a comprehensive system for the
review of non-academic units of the college including but not limited to the areas of
administrative affairs, office of the president, and student support areas not included under
academic department review (ADR). Departments at CLC undergo a comprehensive review
every 5 years with shorter annual updates each year. Similar to ADR, the NADR process helps to
ensure departments are: contributing to and supporting the goals, objectives, and mission of
the college; documenting key processes and functions; adhering to industry and peer best
practices; collecting and analyzing data to assess and improve their performance; and
developing short and long-term goals that align with CLC’s budgeting and strategic planning
activities. Furthermore, NADR fosters a culture of continuous quality improvement and enables
the college to fulfill ICCB and HLC accreditation requirements and expectations.
Self-Study: Departments will undertake a self-study by completing the online 5-Year NonAcademic Department Review (NADR) Workbook. As part of the self-study, the college expects
departments to provide various documents and files as well as to verify the completion of
expected tasks. Once the Workbook is complete, department leadership will meet with their
appropriate Dean/VP to discuss the self-study and make edits as needed. Deans/VPs provide
feedback by affirming the final Workbook before formal submission to the college and review
by the Executive Staff.
Preparation for Program Review: The director of the department is responsible for the
planning of the review. Although the director is the responsible party, programs reviews should
be a collaborative process. Others within the department provide critical input. Depending on
the size of the department, a director may choose to form a committee within the department
to complete the review. Additionally, department’s should solicit student input and input from
faculty and staff outside the department where relevant.
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5-Year Non-Academic Department Review (NADR) Executive Summary
Department Name
Department Summary
Please provide a brief summary of the
function of the department.
Prior Review Update
Describe any key improvements or
modifications made since the last review
period.
Strengths
What are the identified or potential
strengths of the department?
Areas for Improvement/Opportunities
What are the identified or potential
areas for improvement in the
department?
Major Findings
Detail all major findings resulting from
the current review.
Department Goals and Priorities
List your department’s goals and
priorities for the next review cycle.
Intended Action Steps
Detail action steps to be completed in
the future based on this review. Include
a timeline and/or anticipated dates for
completion.
Note: Executive summaries for the student service areas will fulfill the ICCB ADR reporting requirement for Student and
Academic Support Services and the college will submit them to ICCB with the ADR materials each year.
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5-Year Non-Academic Department Review (NADR)
Workbook Outline
Part I: Department Background
Section 1: Mission
a. State the department’s formal mission.
b. Verify that the department’s has formally documented and posted its mission.
c. How does the department mission align with CLC’s institutional mission, vision, values, and
goals?
Section 2: Duties and Functions of the Department
a. What are the essential duties/functions/programs/services of the department?
b. Why are these duties/functions/programs/services important for the college?
c. How do these duties/functions/programs/services compare to those offered at peer
institutions and/or industry best practices?
d. Are there any functions that the department could offer that it does not currently offer?
Explain.
Section 3: Structure
a. Provide a current department organization chart.
b. Provide a current department succession plan.
c. How does your department structure/organization compare to that of peer institutions or
industry best practices?
d. Who are the department’s primary stakeholders?
e. List key internal collaborative relationships.
f. List key external collaborative relationships.
g. How does your department assess stakeholder satisfaction?
Part II: Resources
Section 1: Human Resources
a. Complete Staffing Table (provide counts of staff by position)
b. Based on the data provided, is your department adequately staffed to fulfill the department
mission, duties, and functions? Explain.
c. How do your department staffing levels compare to those at peer institutions and industry
standards?
d. Do you anticipate turnover in key positions over the next 5 years?
e. List new and replacement staffing needs for the next review cycle (5-year). Rate the urgency of
each position from 1 (least) to 5 (most).
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Section 2: Technology, Systems, Equipment, and Facilities Resources
a. Complete the Technology, Systems, Equipment, and Facilities Inventory.
b. Based on the data provided, is your department adequately equipped to fulfill the mission,
duties, and functions? Explain.
c. How do your department technology, systems, equipment, and facilities compare to those at
peer institutions and industry standards?
d. List your department’s technology, systems, equipment, and facilities needs for the next review
cycle (5-years). Rate the urgency of each from 1 (least) to 5 (most).
Section 3: Financial Resources
a. Describe your department’s major funding sources (i.e. revenues; e.g. student fees, grant
funding, fundraising, etc…) if other than the General Fund.
b. Attach a copy of your department’s most recent budget document outlining major expenditure
categories.
c. Describe your department’s budget process (i.e. who is involved and how in preparing the
budget)
d. Provide a current budget process manual/map.
e. What cost-saving steps has your department taken over the past 5 years?
f. What is your department’s contingency plan for reduced revenues? How will you decide which
areas to make cuts in your budget if necessary in the future?
Part III: Quality
Section 1: Policies, Procedures, and Processes
a. List key departmental policies, procedures, and processes.
b. What percent of the department’s key policies, processes, and procedures has the department
formally documented and shared (e.g. manuals, process maps, etc.)?
c. Provide a copy of your department’s cycle/plan for reviewing and updating key processes (e.g.
who updates which processes when).
d. Describe any professional standards/organizations or legal/accreditation responsibilities that
guide the department’s policies, procedures, and processes.
Section 2: Measurement, Analysis, and Assessment
a. Provide a copy of the department’s current performance assessment plan.
b. What are the department’s key performance indicators?
c. What methods and tools does the department use to assess its performance (i.e. surveys, data
sets, systems, etc…)?
d. Describe how department leaders use the assessment results for decision-making. How has the
department used the assessment results to make improvements?
e. Describe any quality improvements or modifications since the last review period.
f. List the department’s student learning outcomes (Co-Curricular areas only)
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g. Verify that the department’s learning outcome assessment plan is up to date (Co-Curricular
areas only)
Part IV: Strategic Planning
a. List the goals from your last review and explain whether each goal was achieved and why/why
not.
b. Based on the current review, what are the department’s strengths?
c. Based on the current review, what areas for improvement has the department identified?
d. Complete the Goals Worksheet.
e. What structure and personnel changes will your department need to make in order to achieve
its goals for the next 5 years?
f. What financial support will your department need in order to achieve its goals for the next 5
years?
g. What additional resources (e.g. technology, equipment, systems, and facilities) will your
department need in order to achieve its goals for the next 5 years?
h. What factors (internal and external) could impact your department’s ability to meet its goals for
the next 5 years?
Part V: Division Dean or VP Response
To be completed by the division dean or VP after reviewing responses provided in Sections 1-4 and discussing
the NADR with department leadership
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Resources
Department Staffing Table

Current Staff
Please list each position by classification
(insert additional rows as needed)

Number of FT staff
(40+ hrs/wk) per
position

Number of PT
staff(<40 hrs/wk)
per position

Months per
year of
employment

Administrative/Professional

Specialist

Classified

PT Flex

Student Worker

Other

Total Staff
6

Source of
funding
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Technology, Systems, Equipment, and Facilities Inventory

Technology, Systems, Equipment, and Facilities Inventory
Please list essential resources by classification (insert additional rows as needed)
Systems/Applications
Equipment
Facilities
Technology
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Goals Worksheet
Using the table below, list the short (1-2 years) and long-term (3-5 years) goals (a minimum of two for each)
for your program. These goals should follow logically from the information provided in the self-study. Use a
separate table for each additional goal (add additional tables as needed).
Short Term Goal 1
Goal
Action Plan
Measurable
Outcome(s)
Anticipated
Challenges

Long Term Goal 1
Goal
Action Plan
Measurable
Outcome(s)
Anticipated
Challenges

Resource Needs
Complete a new table for each goal listed that would require additional financial resources. These requests for
resources must follow logically from the information provided in the self-study.
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