University Assessment Committee

Instructions for Preparing a Service Unit Self-study Report
The self-study process is conducted on a regular basis by all university units and departments. To that end, the chair of the UAC will notify unit chairs and department heads of the timelines for completion of each study. It is expected that staff/faculty in the unit or department will participate in the self-study process. The Self-study Report, which is a reflection of the Strategic Plan, is conducted in consultation with the Dean and is supported by data supplied to the unit under review from Institutional Analysis and other relevant sources.

The self-study will take place according to the following schedule:  
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2009-2010

(August 25-December 5

2014-2015

Dean meets with unit to share UAC comments and review assessment 

report

Unit continues assessing student outcomes

2015-2016

UAC Chair notifies unit heads of upcoming self-study 

process and forwards instructions (May 28)

Unit continues assessing student outcomes



(August 25 - December 7)

Unit submits revised Strategic Plan to Dean and AVP Provost Office

(December 7)

Unit continues assessing student outcomes



2013-2014

Unit uses WEAVEonline ® to generate electronic assessment report 

UAC reviews assessment report on WEAVEonline ®

of student outcomes

(January 5 - April 24)

Unit continues assessing student outcomes

UAC returns review comments to the Dean and Unit Head

Assessment report completed on WEAVEonline ®

(by May 1st)

(December 7)



2012-2013

Unit revises Strategic Plan







2011-2012

Dean 

forwards Self-

Study Report 

to UAC   

August 1

UAC reviews Self-Study report

Dean meets with unit to share UAC comments and review Self-Study 

Report 

(Augst 29 - Decmber 9)

UAC Returns review comments to Dean

(December 16)

Unit meets to begin reviewing and revising strategic plan and continues assessing student outcomes

Unit Self-Study Schedule for Units Reporting May 20th, 2011

UAC Chair notifies unit heads of upcoming self-study 

process and forwards instructions (May 28)

2010-2011

Unit undertakes self-study and writes Self-Study Report per UAC instructions - including an electronic assessment report of student outcomes since 

the last assessment report using WEAVEonline®

(August 30 - May 20)

Self-Study Report due to Dean

(May 20)

Unit continues assessing student outcomes


SELF-STUDY REPORT TEMPLATE
SECTION I: Narrative 

In the first section, give clear and succinct descriptions of the following items, making appropriate reference to material in the Appendix:

A. Mission, Vision, Values – Please list the mission, vision, and values for your unit. Please also include the Web site where your current strategic plan is accessible.

B. Process (approximately one page) – Describe the process involved in conducting the self-study and composing the Self-study Report. This may include the process for drafting and revising the report, the type of meetings used to discuss the self-study, retreats, etc. While not every member of a unit will be involved in writing up the report, all members of a unit should have the opportunity to be involved in the self-study process. 

C. Progress -- Discuss the progress toward achieving the unit’s past goals as articulated in the previous Strategic Plan. In particular address the following:

1. Program Goals: For example, programs offered/contemplated, programs under development, and relationship with the community.

2. Student Goals: For example, student groups to be reached and served, desired outcomes for graduates.

3. Staff/Faculty Goals: For example, staffing goals, professional development, teaching and/or research interests, the criteria, policies, and procedures used to evaluate staff/faculty.

4. Student Centered/Learning Goals: a brief summary of results from the Assessment Report available in WEAVEonline®.

D. Findings -- Reflection on the major finding of the self-study. In particular describe:

a. What are the particular strengths for which the unit would like to be recognized?

b. What are the particular challenges the unit should address in the next Strategic Plan?

SECTION II: Appendix

The Appendix should include any data and additional materials that support the conclusions made in your self-study.  Most data is best presented as a table or graph. The following are examples that may apply to your self- study. Only provide the data you believe to be useful in evaluating your unit’s progress toward achieving its strategic plan.
A. Summary of programs, activities, services provided by the unit.

B. Summary of program-specific evaluations.

C. Other supporting documentation referenced in the narrative.

D. List of (AP, COT, faculty) staff members with job titles, brief job descriptions and credentials, and scholarly/professional activity highlights from the self-study period (maximum one page per staff member).
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