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UTB/TSC Quick Reference Guide for Assessment

This Quick Reference Guide is aimed to assist Reporting Units at UTB/TSC prepare their assessment
documents.

Continuous Improvement Cycle. Assessment is conducted in three phases that encompass
Planning, Implementtion, Assessment and Analysis and Improvemenilhe three phases make up
the Continuous Improvement CyclgCIQ. The assessment documents are a set of four forms that
are used by Reporting Units to follow the CICThe CIQs illustrated in Diagram 1 below:
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Diagram 1: Continuous Improvement Cycle

Phase I: Planning
In this phase Reporting Units develop and submit their assessment plan.

Phase II: Implementation, A ssessment and Analysis

During this phase, action steps to achieve intended outcomes set during the Planning Phase are
implemented, assessment data is collected, analyzed and reportethd proposed changes for
improvement are developed, if necessary.

Phase IlI: Improvement
Proposed changedor improvement set during Phase llare implemented and reported.This
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The forms are submitted by the Deans and Division Headsia email (assessment@utb.ed)yto the
Institutional Research and Planning (IRP) Office.The assessment documents follow the review
processshown onDiagram 2below:
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Diagram 2: Assessment Reviéxoces

UTB/TSC Assessmeruick Reference Guide | Fall 2008



mailto:assessment@utb.edu

Forms. The purpose of the four forms that make up the assessment documents is described below

Unit Information z Form A
This form contains general information about the Reporting Unit, including

Unit Namez use no acronyms or abbreviations€.g.School of Business not SoB).

Mission Statementinsert the mission statement associated with the unit being reported
Assessment Plan Type there are two types of plans: Student Learning Outcomesand
Administrative/Educational Support Outcomes An Assessment Plan can be submitted for

either one or both depending onthe type of Reporting Unit. The table below can be used to
determine which plan(s) to submit.

Unit Assessment Plan Type(s)

Academic Department Administrative/Educational Submit a SLO plan for each
(e.g, English and Communications) Support Outcomes and Student degree program.
Learning Outcomes

Colleges and Schools Administrative/Educational Will also submit a SLO planfia

(e.g, Dean of the School of Business) Support Outcomes degree program is administered
within the college or school

Administrative/Educational Support Administrative/Educational

Services Department Support Outcomes

(e.g, Purchasing Office)

Executive Offices Administrative/Educational Submit a plan only if a core
(e.g, Provost, President, Vice Presidents, | Support Outcomes function is managed directly by
Assistant/Associate VPs Offices) the executive office.

Table 1. Types of Assessment Plans

Degree Programs Offereg (for Academic Departments only)insert each degree progam and
level that is offered by the Reporting Uniz e.g.B.B.A. in Accounting.

Contact Informationz provide the contact information for the individual(s) responsible for the
assessment plan. The primargontact should be the grson in charge of the Reporting Unit.
The secondary contact can be an administrator, a faculty member or an administrative support
member.

Two samples of the Unit Information (Form A) for are included as Appendix 1
(Administrative/Educational Support Units) and 2 (Academic Units)

Unit Assessment Planz Forms B1 and B2

There are two Form Bs forUnit Assessment Plans: Form B1 is for Administrative/Education
Support Services Outcomes and Form B2 is for Student Learning Outcomes. The assessment
plan should be written in a clear and comprehensible way so that it can be understood by those
outside the Reporting Unit.

The Unit Assessment Plan for Administrative/Education Support Services Outcomes
(Form B1) contains the following:
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Unit Namez use no aconyms or abbreviations €.g.Environmental Health and Safety Officaot
EH&S. The Unit Name listed here should match what was listed in the Unit Information Form A.

Unit Goalsz list up to eight Unit Gals. These goals must align withthe respective divisional
goals andthe current Strategic Plan. These goaterve to guide the daily activities of each unit.

Intended Outcome use the following four guidelines to write the Intended Outcomes:
A indicate the end result to be achieved rather than an actioio be

implemented,

state inspecificmeasureable terms
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A measurableduring the upcomingassessment cycle.
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Example 1

Sreamline the emergency loan plan process to reduce the wait time for processing the
applications, thereby aiding student retention. Currently, the average wait time for
processing payment applications is 75 minutes per student.

Example 2

Increase production of press and video news releases and news media coverage by 20%
over FY2007 while enhancing an ongoing relationship with local, state, national and
international media.

Action Steps to Achieve Intended Outcopepeciy the steps that will lead to the achievement of
the Intended Outcome. Action steps should be achievable within the current planning cycle
AT A OEA 2 Abdured Eso@ces 1 EOBS O

Assessment Methodologyprovide a brief description of the plannedassessment activity to
include:
A Measurable criteria for success
A Timetable for assessment activity
Responsible person(s) and specific duty
Required resources such as staff, equipment, funding, and facilities
Targeted population,
Assessment measures
Other.

> > > D> >

Two samples of Administrative/Education Support Services Outcomes Assessment PlafForm
B1) are included as Appendix3 (Administrative/Educational Support Units) and 4 (Academic
units).

The Unit Assessment Plan for Student Learning Outcomes ( Form B2) contains the
following elements:

Unit Name- use no acronyms or abbreviations€.g, Computer and Information Sciences
Department not CIS). The Unit Name listed here should match what was listed in the Unit
Information Form A.

Degree Program Name insert degree program namge.g, Bachelor of Science in Computer
Sciencg@. Submit aseparateUnit Assessment Plarz Student Learning Outcomeg Form B2 for
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each degree progran{e.g.a B.B.A in Accounting is separate frormaA.A.S. in Accounting
Techndogy).

Degree Program Mission Statemenpinsert the appropriate mission statementassociated with
the degree program being reported.

Degree Program Student Learning OutcomngeBst all Degree ProgramStudent Learning
Outcomesthat students in this program should be able to demonstrate upon completion of
degree program and/or attach a curriculum map.

Student Learning Outcome describe the specific measurabl&nowledge, skills, and behaviors
that students should be able to demonstrate as a result of coreging the course/program.

Example 1
Students in the capstone course will demonstrate interpersonal skills during the completion
of teamrbased course assignments.

Example 2:
Students will be able to demonstrate in their ceop work experience the abilty to work
cooperatively with others in the workplace.

General Education Competencies (undergraduate programs onlgpecify the general education
competencies met bythe Student Learning OutcomeAlthough all six General Education
Competencies do not hve to be assessed in one assessment cycle, they should be met in the
program of study. See Appendix 1@or a list of the General Education Competencies.

Assessment Methodologyprovide a brief description of the planned assessment activity to
include:

A Measurable criteria for success

Timetable for assessment activity

Responsible person(s) and specific duty

Required resources such as staff, equipment, funding, and facilities

Targeted population,

Assessment measures

Other.

> D> >

A sample of Unit AssessmentPlan for Student Learning Outcomes (Form B2 included as
Appendix 5.

Unit Assessment Results z Form C
This form is used to report the results of assessment, the use of those results, and to state the
proposed changes for improvement.An example of Brm C is included as Appendi%.

Unit Improvement Report z Form D

Form D is used to report the changes implemented based on the results of assessment, thus
improving programs and services. This form also includes a section to report improvements
based ;m assessment results from other sources in addition to the CI€.¢.,Peer Review, Audit,
Program Review, or other assessment activity).
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For the Assessment Cycldeginning with Fall 2008, Form C is due on December 1, 2009 and
Form D is due on December 12010. Details on completing these forms will be provided in
Spring 2009. An example dform D is included as Appendix.

Resources The submission deadhes are listed on Appendix8 for Administrative /Educational
Support Outcomes and Appendi® for Student Learning Outcomes Examplesof Direct and
Indirect Types of Assessment Methodare included as Appendix 11. Appendix 12 describes the
Advantages and Disadvantages of Various Assessment MethoAsGlossary of commonlysed
assessment terminologyis attached as Appendix3.

If you need additional assistance, pleassubmit your question to the SACS Assessment Team via
email atassessment@utb.edu

Acknowledgement. The University of Texas at Brownsvilleand Texas Southmost College
Assessment Team would like to express their gratitude to the University of Texas at Arlingt@ffice
of Institutional Research, Planningand Effectiveness for their guidance and encouragemein the
creation of our assessment pocess. Specificallymany thanks to Dr. Pam Haws, Associate Vice
President and Director of Institutional Research Planning anBffectiveness, and Ms. Rebbeca
Lewis, Assistant Director of Outcomes Assessment.
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APPENDIX 1

The University of Texas at Brownsville and Texas Southmost College
CONTINUOUS IMPROVEMENT CYCLE

Unit Information
2008-2009 - Assessment Cycle

Unit Name: Business Office Diate Submitted:
[Insert name of office/department, college,/division being reported, e.g., Purchasing Office, Computer
and Information Sciences Department. ]

Unit Mission 5tatement:

[Insert the appropriate mission statement associated with the unit being reported.]
The Business Office provides the most effective and efficient professional support
services to students, faculty, staff, and management of the University and the Community
College. lts goals are to build and enhance the reliability of the fiscal responsibility and
protect the assets of the University. i preserves and enhances the quality of life in an
educational environment and ensures that the purpose of the University and the College is
fulfilled.

Plan Type:
[Indicate if the assessment plan is for Administrative Outcomes, Student Learning Outcomes or both._]

E] Administrative/Educational Support Outcomes [Use Uinit Assessment Plan - Form B1)
[0 Student Leaming Outcomes (Use Unit Assessment Plan SLOs - Form B2)

Degree Program(s): [Academic Units Only)
[1dentify degree level and name of degree program(s) offered (e g, BA. Psychology).]
Mot applicable.

Contact Information:
[List the individuals that will serve as Unit Assessment contacts for this unit_]

Primary Contact

Name: Yolanda de Ia Riva Llor. fIMs. [ ]Mr

Tite: Director

Phone: 8828702 Emnail: Ydﬂlth_tﬂ!lﬂhﬂlﬂ]m

Frimary Contoct
Mame: Lor. ElMs. []Mr

Title:
Phone: Email:

Form & — Unit Information Paze 1of 1
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APPENDIX 2

The University of Texas at Brownsville and Texas Southmost College
CONTINUOUS IMPROVEMENT CYCLE

Unit Information
2008-2H0 - Assessment Cycle

Unit Name: Allied Health Department Date Submitted:
[Inzert name of office/department/college’dnision bemmg reported, & g, Purchasing Office, Computer and
Information Sciences Department. ]

Unit Mission Statement:

[Inzert the appropriate mission statement associated with the vmit being reported ]

The mission of the Allied Health Department reflects the mission of both The University of Texas
at Brownsville and Texas Southmost College and the School of Health Sciences by providing high
quality education opportunities to students of the Lower Rio Grande Valley and those enrolled in
distance education. The Allied Health Department Mission Statement is supported by gualified
faculty, clinical instructors, professionals in each designated area of expertise, and physicians
committed to education. Through its individual Allied Health Programs the department seeks:

1. Circulate health care kmowledge through scholarship, consultation, and professional
development activities [Division Goal 4) (School Goal 4)

2. To prepare graduates with employable skills as an entry level health care professional [Division
Goal 2) (School Goal 2)

3. To prepare graduates to be successful in the certification examination of the designated
professional area [Division Goal 2) (School Goal 2)

4. To cultivate professional ethics and standard of practice for each individual program [Division
Goal 2) (School Goal 3)

5. To develop student’s problem solving and critical thinking skills (Division Goal 4) (School Goal
1)

6. To provide workforce training, continuing educafion, and lifelong learning to students (Division
Goal 3) [School Goal 2)

7. Review student leaming outcomes of each Allied Health Program{Division Goal 1) (School Goal
1)

. Review the Assessment Plan of each Allied Health Program [Division Goal 1) (School Goal 1)

9. To promote service through active participation in professional and community organizations
and activities directly related to each professional area (Division Goal 4) [School Goal 1)

10. To provide the health care community with qualified medical professionals [Division Goal 4)
[School Goal 1)

Plan Type:
[Indicate 1f the assessment plan 15 for Admimistrative Outeomes, Student Learming Cateomes or both. ]

00 Administrative/Educational Support Qutcomes (Tse Uit Assessment Plan - Form BI)
B Student Learming Qutcomes (Tse Uit 4ssessment Plan SLOs - Form B2)

Degree Program(s): (Academic Units Omnly)

[Identify depree level and name of degree program(s) offered (e.g., B A. Psychology). ]
Associate in Applied Science in Diagnostic Medical Sonography Program

Contact Information:

Form A — Unit Information 2008-2010 Page 1 of2
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APPENDIZ

The University of Texas at Brownsville and Texas Southmost College
CONTINUOUS IMPROVEMENT CYCLE

Unit Assessment Plan
Administrative/Educational Support Dutcomes
2008-2009 - Assessment Cycle

Unit Mame: Business Office Diate Submitted:
[Insert name of office/department,college/division being reported, e.g., Purchasing Office, Computer
and Information Sdences Department.]

Unit Goals: [List up to sight Unit Goals derived from your respective office/college/division.)
I. Disbursement of financial aid funds to students.
II. Provide students with altemnative payment plans in order to facilitate registration.
. Ensure proper billing of student accounts and assist in the resolution of
outstanding balances.
IV. Process payments to vendors through accounts payable and payroll for
University employees_
V. Maintain accounting and financial reporting for the University including external
grants and contracts.
V1. Provide cash and investment management for the University resources.
Vil. Provide inventory management of the University's assets.
WVill. Provide return on investment data on University initiatives.

Unit Goal 1 - Intended Outcome 1:

[Insert the number of the Unit Goal listed above that is related to this Imtended Outcome. Describe the

specific measurable outcome that is expected at the end of the assessment period.]
Streamline the emergency loan plan process to reduce the wait time for processing the
applications, thereby aiding student retention. Currently, the average wait time for
processing payment applications is 75 minutes per student.

Action 5teps to Achieve Intended Dutcome:

[Specify the action steps that will lead to this outcome. ]
=  Create and implement an online payment plan application.

Assessment Methodology:
[Provide a brief description of the planned assessment activity to incude:
= Measurable criteria for success
= Timetable for assessment activity
=  Responsible person|s) and specific duty
= Required resources such as staff, equipment, funding, and facilities
=  Targeted population
=  Ascescment Measures
=  (Other.
See Assessment Method in the Glossary.]
Evaluate the electronic report of average student wait time and application processing
time by semester. Success will be determined by a 50% decrease in wait time, cumently at
T5 minutes, and decrease in processing time experienced by students each semester
starting with Fall 2008. The Director of Business Office is responsible for the
implementation of the program. Mo additional resources will be required to meet intended
outcome.

Form B1 — Unit Assassment Plan — Admimistrative,/Educational Support Outcomes Pazelofl
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APPENDIX

The University of Texas at Brownsville and Texas Southmost College
CONTINUOUS IMPROVEMENT CYCLE

Unit Assessment Plan
Administrative/Educational Support Outcomes
2008-2009 - Assessment Cycle

Unit Mame: Department of Health and Huoman Performance Date Submitted:
[Insert name of office/department/college/division being reported, e.g., Purchasing Office, Computer
and Information Sdences Department. ]

Unit Goals: [List up to eight Unit Goals derived from your respective officefcollege /division. ]
I. Promote and increase student enrollment in the master's degree program offered under the
Department of Curmiculum and Instruction (School of Education Goal 2.1)
Il. Recruit a new hire for a faculty position (School of Education Goal 2.4)
. Continue to establish a setting in the Health and Human Performance lab to enhance
students” application of technology |5 chool of Education Goal 1.3)
IV. Continue to establish a setting in the Health and Human Performance lab to sustain faculty
research [School of Education Goal 1.1)
V. Work o make a case to develop a baccalaureate degree im health education [(School of
Education Goal 2-1)
¥l. Engage faculty and student majors in service orented activities on a volunteer basis that
promote the mission of the department [School of Education Goal 3-3)
Vil. Continue to work closely with the Student Recreation and Intramurals Department in the
operational and facility plans for the REK Center (School of Education Goal 2-1)
Vill.__Explore non-traditional ways of program offerings (School of Education Goal 2-1)

Unit Goal | - Intended Outcome 1:

[Insert the number of the Unit Goal listed above that i related to this Intended Outcome. Describe the

specific measurable outcome that is expected at the end of the assessment period.]
Increase the number of graduate students pursuing a master's degree in Curriculum and
Instruction with concentration in Health and Human Performance from the current
enrcliment of five to ten.

Action 5teps to Achieve Intended Outcome:
[Specify the action steps that will lead to this outcome.)
=  The department will discuss the status of the master's program at the first
departmental meeting in the fall semester and will plan a course of action for the
academic year.
=  Marketing and student recruitment plans will be developed in conjunction with the
Department of Cumiculum and Instruction and the Office of Graduate Studies to
promote the program.
=  The department chair will schedule meetings with Dr. Reynaldo Ramirez and Dr.
Charles Lackey to coordinate marketing efforts.
=  The department chair will also meet with physical education curriculum specialists in
the EC-12 schools for feedbach.

Assessment Methodology:

[Provide a brief description of the planned assessment activity to indude:
= MMeasurable oriteria for success
=  Timetable for assessment activity
= Responsible person(s) and specific duty

Form B1 — Unit Assessment Plan — admimistrative/Educational Support Outcomes Pagelof2
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