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Department of Community Colleges and Workforce Development

ATTACHMENT 1
PROGRAM HIGHLIGHTS STATEMENT EXAMPLES AND APPLICATION WORKSHEET
Using the Worksheet

[image: image1.wmf]
The blank Application Worksheet is used to develop program highlights, record documentation and evidence; it is available at http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/

ins_and_app_for_new_pgm.doc
.  Please do the following:

1. Review all standards, elements, key questions and sample Program Highlight statements,
2. Type in the expandable boxes of the blank worksheet the Program Highlights of the new program,
3. Check the boxes in the left hand column under Supporting Documentation /Evidence, that indicate the work that has been accomplished (programs vary, not every item may be necessary),
4. Identify the elements which are supported by the documentation identified,
5. Identify where the Supporting Documentation/Evidence is located at the college; remember that the EII Education Specialist may request this information as he/she reviews the program and finalizes the Program Abstract,
6. Transfer the Program Highlights that best describe the program to the Application for a New Program  (this is the official application) Attachment 3;  also located at http http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/ins_and_app_for_new_pgm.doc, and
7. Keep the Application Worksheet for your records and for use in discussions with the Education Specialist.
ATTACHMENT 1 (cont.)
Application Worksheet* (Blank)
	Standard A

Need:  The community college provides clear evidence of the need for the program.

	A need analysis is necessary well before a Notice of Intent or Application for New Program is submitted.  Programs must be based on clearly identified need in order to serve the students effectively and remain viable.
Program Highlights
· Insert program highlights here



	Standard A:  Need

Supporting Documentation/Evidence:
	Location

(Dean’s Office, Curriculum Office, Web, etc.)

	 FORMCHECKBOX 

1)
Labor Market Information Worksheet ESSENTIAL  (As noted in Attach. 2)
[Submitted with the Notice of Intent.  Required with Application for New Program if additional information or updates are needed]
	 FORMCHECKBOX 


1)

On file in the Office of Educational 






Improvement & Innovation
               (As noted in Attach.2)



	 FORMCHECKBOX 

2)
Summaries of similar programs offered by other providers, how the proposed program compares, and why it is needed.  Evidence of unmet training and workforce need.
	 FORMCHECKBOX 


2)

	 FORMCHECKBOX 

3)
Explanation of why the training need cannot be met through existing courses, training, or programs offered by the college. 
	 FORMCHECKBOX 


3)

	 FORMCHECKBOX 

4)
Advisory committee minutes demonstrating the determination of need.
	 FORMCHECKBOX 


4)

	 FORMCHECKBOX 

5)
Written support from relevant employers, workforce development agencies, and/or professional/trade associations.
	 FORMCHECKBOX 


5)

	 FORMCHECKBOX 

6)
Employment needs surveys.
	 FORMCHECKBOX 


6)

	 FORMCHECKBOX 

7)
Documentation from professional literature, journals, and/or popular press sources.
	 FORMCHECKBOX 


7)

	 FORMCHECKBOX 

8)
Other documentation/evidence 


	 FORMCHECKBOX 


8)

	NOTES:  *This completed Application Worksheet should be maintained on file at the college, for reference.



Application Worksheet (cont.)
	Standard B

Collaboration:  The community college utilizes systemic methods for meaningful and ongoing involvement of the appropriate constituencies.

	Collaboration is a process which is integral to designing, developing and operating programs that address workforce and student needs systemically; collaboration should be integrated into ongoing operations.  The key to demonstrating collaboration is to describe how constituents are systemically involved with the college and the proposed program.

	Program Highlights

	· Insert program highlights here

	Supporting Documentation/Evidence
	Location

(Dean’s Office, Curriculum Office, 
Web, etc.)

	 FORMCHECKBOX 

1)
Descriptions of established connections with various appropriate constituencies and/or statements of support/testimony from business, industry, labor communities, and/or workforce development partners.  Evidence of on-going connections, plans, schedules, etc.   (ESSENTIAL)
	 FORMCHECKBOX 


1)      


	 FORMCHECKBOX 

2)
Descriptions of how the proposed program supports PK-20 system integration/student transitions.  (ESSENTIAL)
	 FORMCHECKBOX 


2)

	 FORMCHECKBOX 

3)
Minutes, rosters, and schedules of relevant meetings and associations.
	 FORMCHECKBOX 


3)

	 FORMCHECKBOX 

4)
Copies of relevant contracts/agreements.
	 FORMCHECKBOX 


4)

	 FORMCHECKBOX 

5)
Summary of contributions and in-kind donations from partners.
	 FORMCHECKBOX 


5)

	 FORMCHECKBOX 

6)
Apprenticeship related training and services agreements. 
	 FORMCHECKBOX 


6)

	 FORMCHECKBOX 

7)
Professional/trade association agreements.
	 FORMCHECKBOX 


7)

	 FORMCHECKBOX 

8)
Descriptions of collaborations with professional organizations and groups, e.g., the Oregon Tradeswomen, Inc., Oregon Center for Nursing, etc.
	 FORMCHECKBOX 


8)

	 FORMCHECKBOX 

9)
Descriptions of professional development materials and strategies for program staff leading to the successful recruitment and retention of students in a program leading to an occupation which is nontraditional by gender.
	 FORMCHECKBOX 


9)

	 FORMCHECKBOX 

10)
Other documentation/evidence that describes the program development.
	 FORMCHECKBOX 


10)

	NOTES:


Application Worksheet (cont.)
	Standard C

Alignment:  The program is aligned with appropriate education, workforce development, and economic development activities.

	Alignment is the demonstrable outcome or product of collaboration. Programs that are aligned share common outcomes and proficiencies for students and workforce providers. Students can transfer credit or get credit for proficiency. In PK-20 systems, student can move not only vertically but laterally between and among programs, building as they go and transitioning to their next step.

	Program Highlights

	· Insert program highlights here



	Supporting Documentation/Evidence
	Location

(Dean’s Office, Curriculum Office, Web, etc.)

	 FORMCHECKBOX 

1)
Agreements with partner educational institutions.  Examples include:
a) High school, community college and university articulation plans or agreements based upon learner outcomes/skill sets/proficiencies (ESSENTIAL)

b) Credit transfer and dual enrollment with universities

c) Middle college opportunities with high schools


	 FORMCHECKBOX 


1)     

	 FORMCHECKBOX 

2)
The program has applied to be or is included on the Workforce Investment Act (WIA) Eligible Training Provider list.


	 FORMCHECKBOX 


2)


	 FORMCHECKBOX 

3)
Letters of support, memoranda of agreement, or other documentation indicating how the program supports and/or is aligned with relevant economic and workforce development efforts regionally, statewide or nationally.


	 FORMCHECKBOX 


3)


	 FORMCHECKBOX 

4)
Documentation indicating alignment with industry, economic, or occupational clusters.


	 FORMCHECKBOX 


4)


	 FORMCHECKBOX 

5)
Other documentation/evidence that describes the program development.

	 FORMCHECKBOX 


5)


	NOTES:




Application Worksheet (cont.)
	Standard D

Design:  The program leads to student achievement of academic and technical knowledge, skills, and related proficiencies.

	Design involves program admission procedures, instructional methodologies, student assessment, learning outcomes, student follow-up processes, performance indicators, program evaluation, and all other aspects of the program of study. 

	Program Highlights

	· Insert highlights here



	Supporting Resources/Documentation/Evidence:
	Location

(Dean’s Office, Curriculum Office, Web, etc.)

	 FORMCHECKBOX 

1)
Identification of learner outcomes. (ESSENTIAL)


	 FORMCHECKBOX 

1)
       

	 FORMCHECKBOX 

2)
Proposed Curriculum: defined sequence of courses format, e.g., quarter-to-quarter curriculum sequence.  (ESSENTIAL)


	 FORMCHECKBOX 

2)
  Office of Educational Improvement 



     and Innovation

	 FORMCHECKBOX 

3)
Individual course outlines


	 FORMCHECKBOX 

3)


	 FORMCHECKBOX 

4)
Individual course syllabi


	 FORMCHECKBOX 

4)


	 FORMCHECKBOX 

5)
Internal continuous improvement process, including how the proposed program will be evaluated


	 FORMCHECKBOX 

5)


	 FORMCHECKBOX 

6)
Documentation of how DACUM/Industry standards have been used in course and/or program design


	 FORMCHECKBOX 

6)


	 FORMCHECKBOX 

7)
Advisory committee minutes


	 FORMCHECKBOX 

7)


	 FORMCHECKBOX 

8)
Individual program accreditation, as appropriate


	 FORMCHECKBOX 

8)


	 FORMCHECKBOX 

9)
Documentation of how Oregon Skill Sets or other skill set(s) have been used in course and/or program design.
	 FORMCHECKBOX 

9)


	 FORMCHECKBOX 

10)
Evidence demonstrating that the schedule of classes for professional technical courses indicates all students have an equal opportunity to participate
	 FORMCHECKBOX 

10)


	 FORMCHECKBOX 

11)
Other documentation/evidence that describes the program development.
	 FORMCHECKBOX 

11)


	NOTES:

	Application Worksheet (cont.)



	Standard E

Capacity:  The community college identifies and has the resources to develop, implement, and sustain the program.

	The capacity necessary will be largely determined by the need and design of the proposed program.  The college must have the resources to offer the proposed program and not negatively impact existing approved programs. Capacity may also reflect financial and in-kind resources contributed by partners.

	Program Highlights

	· Insert highlights here



	Supporting Documentation/Evidence:
	Location

(Dean’s Office, Curriculum Office, Web, etc.)

	 FORMCHECKBOX 

1)
Description of the ongoing support and resources needed and available to sustain the program (ESSENTIAL)

	 FORMCHECKBOX 


1)      

	 FORMCHECKBOX 

2)
Institutionally approved budget statement


	 FORMCHECKBOX 


2)

	 FORMCHECKBOX 

3)
Foundation report of donations


	 FORMCHECKBOX 


3)

	 FORMCHECKBOX 

4)
Community sponsors’ and other partners’ statements of support/testimony 


	 FORMCHECKBOX 


4)

	 FORMCHECKBOX 

5)
College Board minutes which include approval of the proposed program


	 FORMCHECKBOX 


5)

	 FORMCHECKBOX 

6)
Description of the ongoing support and resources needed and available to sustain the program
	 FORMCHECKBOX 


6)

	 FORMCHECKBOX 

7)
Statement(s) or agreements of ongoing support from relevant partners
	 FORMCHECKBOX 


7)

	 FORMCHECKBOX 

8)
Relevant advisory committee minutes


	 FORMCHECKBOX 


8)

	 FORMCHECKBOX 

9)
CWE, internship or work-based learning records and agreements


	 FORMCHECKBOX 


9)

	 FORMCHECKBOX 

10)
Applicable provisions of bargaining unit contracts


	 FORMCHECKBOX 


10)

	 FORMCHECKBOX 

11)
Individual college accreditation self studies


	 FORMCHECKBOX 


11)

	 FORMCHECKBOX 

12)
Other documentation/evidence that describes the program development.
	 FORMCHECKBOX 


12)

	NOTES:
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