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Adult and Distance Learning Program Audit

· Competitor analysis
· Independent, for-profit, public in region
· Application overlap data
· Analysis covers as many topics as possible from the list below
· Web site
· Content
· Scope
· Appropriateness
· Thoroughness
· Navigation
· Ability to find needed information quickly and easily
· Visibility in common search engines
· From prospective and, separately, current student’s points of view
· From faculty and staff points of view
· From alumni/ae point of view
· Analysis of lead/inquiry response timing and thoroughness
· Tested by inquiring of the program and documenting response(s) and utility/quality of the information and material provided
· Detailed financial and enrollment/retention analysis
· By major programs as possible
· Financial history
· Revenue
· Expenditures
· Reinvestments in program
· Accounts receivable issues, e.g., students on hold with outstanding balances, in collections, loan default rates
· Lead/Applicant/Admit/Enroll/Retain/Graduate history
· Program/degree offerings
· Subjects and level
· Undergraduate
· Associate’s
· Bachelor’s
· Master’s
· Doctorate
· Certificates
· Continuing education (credit)
· Continuing education (non-credit)
· Professional development workshops
· Conferencing and summer/intersession programs
· Customization for specific employers
· Accreditations
· Scope of the above, e.g.,, all programs for adults in each area or some owned by other programs/departments
· Organization
· On-ground and distance learning together or separate
· Tuition/costs
· Tuition and fees
· Same or different than traditional
· Discounts
· Programs
· Employers/organizations
· Veteran
· Yellow Ribbon program
· Other
· Payment plans
· How deal with employer reimbursement
· “Batch” billing to employers where appropriate, e.g., on-site programs
· Financial aid and financial counseling
· Institutional aid
· State programs
· Specialized grant/loan programs
· Specialized financial aid services for adults
· Turn-around time for aid counseling
· Student demographics by program
· Current students
· Compared to inquiries/leads, applicants, admits
· Facilities
· Dedicated adult facilities/sites by location
· Owned, leased, rented
· Proximity to major highways/public transportation
· Quality and adult-friendliness of facilities, furnishings, technology (e.g., “smart classrooms,” extent of wireless connectivity)
· Security
· Parking
· Lounges
· Food services
· Book store
· Library
· Description of neighborhood and nearby services, shops, restaurants, etc.
· Evidence-based decision making?
· Market research
· Business process evaluation and continuous improvement
· Response times to various activities, e.g., inquiry, admissions, financial aid, problem resolution
· Completion and satisfaction rates
· Course/program/teaching evaluation and continuous improvement
· Tools or instruments used for evaluation
· Program assessment
· Assessment for student learning
· Review of recent accreditation self-study reports and evaluations
· Marketing, lead generation and conversion
· Advertising $$ and media mix
· Leads/medium
· $$/lead
· Record keeping for ROI
· Lead conversion rates by lead source
· $$/start
· Wholesale marketing/recruitment, e.g., cultivating relationships with employers
· Integration with alumni office
· Use of testimonials from current students, graduates, organizational leaders
· Admissions procedures and policies
· Admissions requirements
· Transfer policies and procedures
· Prior Learning credit policies, procedures, costs
· Nature of core curriculum
· Same or different for adults
· Credits required
· Substitution policies for transfer students
· Articulation agreements
· Transcript analysis
· Who responsible for acquiring transcripts?
· Turn around time
· Retention and graduation rates
· Nature of course/program design
· Design 
· With design team that includes subject matter experts who are practitioners in the field, pedagogical expertise, technology expertise OR traditional approach?
· Design once/use many times over
· Continuous improvement strategies
· Each instructor designs own course each time taught
· Outcomes based “backward” course design? – Outcomes, assessments, assignments, learning resources
· Incorporation of best practices in curriculum
· Is focus on technology for teaching or on use of modern technology tools for individual and group learning as relevant to the appropriate profession/discipline?
· Review of syllabi and learning resources for courses
· What materials given to instructors
· Authentic assessment (rubrics)
· Adult friendly?
· Linked to students’ experiences and work
· Teamwork
· Authentic problem solving
· Integrated with “soft skills” e.g., critical thinking, writing, quantitative reasoning, listening, et cetera
· Faculty recruitment, hiring, evaluation, professional development
· Full-time (or multi-year contract part-time) faculty dedicated to/employed by the program
· Participation/role of FT traditional faculty
· Program or departments responsible for recruiting/hiring?
· Approval process
· Qualifications/characteristics of faculty
· Evaluation procedures
· Training/professional development
· Governance/decision making
· Dependence upon “main campus”
· Organization of, e.g., committees where proposals must be reviewed and/or acted upon
· Timeliness of decision making
· Separate governance for adult programs
· Staff
· Staff functions (e.g., academic, marketing/recruitment/admissions, advising, registration, billing, financial aid, career services, alumni)
· Number
· Organization/reporting lines
· Interdependencies with other “traditional” offices
· Extent of best practice adult service expertise in other offices upon which dependent
· Professional development
· Association memberships
· Professional travel
· In-house training
· Tuition remission/reimbursement policies
· Calendar
· Length for courses/terms – calendar(s)
· Start dates per year
· Courses/term required for FT status
· Time to degree completion if
· FT
· PT
· Class times – start/end
· Meetings/week
· Required out-of-class (e.g., study group) meetings
· Cohort/sequenced vs. a la carte
· Average class size
· Availability of required courses
· Role of Distance Learning/hybrid courses/programs
· Importance to institution
· Stakeholder perceptions/engagement with
· President
· VPAA, CFO
· FT faculty representatives, particularly primary departments
· Administrative offices
· History
· Financial contribution to bottom line
· Availability of services
· One-stop at all locations
· Non-stop shopping available online
· Hours of operation
· Communication media
· Turn-around time
· Student online access to their account?
· Billing
· Payment
· Registration
· Financial aid application and status
· Advising
· Student at center
· Reactive or proactive serving as student’s advocate with other services
· Degree audit
· Continuous or episodic
· Solely as “control tool” or as “what if” tool for student
· Career/placement services
· Academic support services
· IT help desk
· Technology infrastructure
· Customer relationship management (CRM)
· For recruiting?
· For retention?
· SIS/Finance/Financial Aid
· LMS
· Integration of two
· Student portal
· Any hand processing required (e.g., for registration, billing, or financial aid) because software doesn’t “fit” with calendar/terms?
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