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NORCO COLLEGE ANNUAL ADMINISTRATIVE PROGRAM REVIEW  

http://www.norcocollege.edu/about/president/strategic-planning/programreview/Pages/index.aspx
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Annual Administrative Program Review Update 

Instructions  
 
 
The Annual Administrative Program Review is conducted by each unit and consists of an analysis of changes within the unit as well as significant new 
resource needs for staff, resources, facilities, and equipment.  It should be submitted or renewed every year in anticipation of budget planning for the 
fiscal year, which begins July 1 of the following calendar year.   
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Educational Master Plan/Strategic Goals and Objectives 2013-2018  
 
 

Goal 1:  Increase Student Achievement and Success 
 
Objectives: 
1. Improve transfer preparedness (completes 60 transferable units with a 2.0 GPA or higher). 
2. Improve transfer rate by 10% over 54ove
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Goal 3:  Increase Student Access 
 
Objectives: 
1. Increase percentage of students who declare an educational goal. 
2. Increase percentage of new students who develop an educational plan. 
3. Increase percentage of continuing students who develop an educational plan. 
4. 
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Goal 6: Demonstrate Effective Planning Processes 
 
Objectives: 
1. Increase the use of data to enhance effective enrollment management strategies. 
2. Systematically assess the effectiveness of strategic planning committees and councils. 
3. Ensure that resource allocation is tied to planning.  
4. Institutionalize the current Technology Plan. 
5. Revise the Facilities Master Plan. 
 
 
 
Goal 7: Strengthen Our Commitment To Our Employees 
 
Objectives: 
1. Provide professional development activities for all employees. 
2. Increase the percentage of employees who consider the college environment to be inclusive. 
3. Decrease the percentage of employees who experience unfair treatment based on diversity-related characteristics. 
4. Increase participation in events and celebrations related to inclusiveness. 
5. Implement programs that support the safety, health, and wellness of our college community. 
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COLLEGE ADMINISTRATIVE UNIT ANNUAL REVIEW WORKSHEETS 

DUE:  AUGUST 31, 2017 
 
 

Administrative Unit: Facilities Department (Custodial) 
 

Prepared by: Deon Stowers 
 

Date: August 31, 2017 
 
 

Submit only your Worksheets.  Do not alter the forms, or eliminate pages.  If a page does not apply simply mark N/A. 
 
 
 
I.  The Unit PROGRAM REVIEW 

 
The Administrative (Unit Program Review) is meant to provide a broad understanding of the unit, current trends related to the unit’s 
mission, and how the unit serves to meet the overall mission or goals of Norco College and the Riverside Community College District.   
 
 
1. What is the mission of your unit?   

 
The mission of the Norco Facilities Department is to provide a clean, well-maintained, and attractive environment for students that are 
conducive to learning, mechanically sound, and free of health and safety hazards and unpleasant distractions that might compromise 
learning. 
 

2. Identify or outline how your unit serves the mission of Norco College.   Please limit to a single paragraph. 
 
The Facilities Department acts as the communication link between the college, community, the District Office, and State and College 
officials and the various custodial, grounds, and maintenance units. It is the administrative arm that directs the work of these units and 
provides the resources and information for their function. 
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3. List the major functions of your unit.  

 
Function 

To work with the Department of Toxic Substance Control for materials used in cleaning 

To work with the Environmental Protection Agency on safety and hazardous materials 

To work with the State Board of Equalization on hazardous materials 

Vacuuming carpets 

Stripping, mopping, and waxing floors 

Cleaning toilets, sinks and mirrors 

Stocking toilet paper, paper towels, soap, and seat covers 

Cleaning counter-tops, desk-tops, and table-tops if clear 

Cleaning windows and window sills 

Dusting 

Emptying trash 

Replacing burnt-out light bulbs/tubes 

Moving and/or arranging furniture (Operations Center) 

Removing spider webs 

To provide support for set-up of all facilities for campus/college events, including convocation and commencement 
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4. Briefly comment on the status of your previous 
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Previous Assessments 

SAO Assessed: Assessment method used: What was your target or 
benchmark? 
 

What were the results? How do you anticipate using 
these results? 

In support of students, the 
staff in the custodial  
department will improve 
on positive feedback on 
annual survey 

Survey 
 
 
 
 
 
 
 
Foot Prints/service cards 

Increase in positive survey 
feedback. 

Survey 2016:  Survey 2017: 
76 responses   87 responses 
Bathrooms:      Bathrooms: 
75.32%            82.56 
Classrooms:   Classrooms: 
73.68%           64.38%     
 
 Outreach to faculty/staff of 
services rendered and 
informed the college 
community of any needed 
maintenance  

The internal assessment will be 
used to measure the level of 
satisfaction of the Norco 
community. And will be used to 
give special attention to the areas 
that are below average. It will 
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Current Cycle assessment plan 
SAO  to be assessed: 
 

What assessment 
methods do you plan to 
use? 

When Will Assessment Be 
Conducted and 
Reviewed? 
 

What result, target, or 
value will represent 
success at achieving this 
outcome? 

How do you anticipate using 
the results from the 
assessment? 

EMP 
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Provide the official Organizational Chart of your unit which includes all levels of services and positions.  If necessary, provide very 
brief narrative descriptions by numbering the chart and including a numbered list with clarifications on a subsequent page. The official 
chart can be obtained from Human Resources.    
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Unit Name:  _________________________________________  
7. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrator, Faculty or Classified)1  
List Staff Positions Needed for Academic Year___________________ 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement  

 

Annual 
TCO*  

 
EMP 

GOALS 

1.  
Reason:   
 
Impact to Student Learning: 
 

   

2. 
 
Reason:   
 
Impact to Student Learning: 
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            Unit Name:____Facilities Custodial________________ 
  

8.  Equipment (including technology) Needs Not Covered by Current Budget2  

 
** 
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Unit Name:  _________________________________________ 

 
9. Space Needs Not Covered by Current Building or Remodeling Projects*3   

 

List Space Needs for Academic Year___________________ 
(
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Unit Name:  ____ Facilities Custodial _____________________________ 
  

10.   Professional or Organizational Development Needs*4 
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    Unit Name:  _________________________________________  
 

11.   OTHER NEEDS5 
 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 
may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
Number 

Requested 
Total Cost of Ownership 

1. 
Reason: 

 
 
 

  
 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

 
 TCO:  http://www.norcocollege.edu/about/business-services/Pages/index.aspx 

 
 

 

                     
5 If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the 
“reason” section of this form.  


