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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, Implementation, Assessment and Analysis and Improvement.  The three phases make up 
the Continuous Improvement Cycle (CIC).  The assessment documents are a set of four forms that 
are used by Reporting Units to follow the CIC.  The CIC is illustrated in Diagram 1 below: 
 

 
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 reported and proposed changes for 
improvement are developed, if necessary.   
 
Phase III: Improvement  
Proposed changes for improvement set during Phase II are implemented and reported. This 
0ÈÁÓÅ ÓÅÒÖÅÓ ÔÏ ȰÃÌÏÓÅ ÔÈÅ ÌÏÏÐȱ ÏÆ ÔÈÅ #)# ÂÙ ÕÓÉÎÇ ÁÓÓÅÓÓÍÅÎÔ ÒÅÓÕÌÔÓ ÆÏÒ ÉÍÐÒÏÖÅÍÅÎÔȢ  

 
The forms are submitted by the Deans and Division Heads via email (assessment@utb.edu) to the 
Institutional Research and Planning (IRP) Office.  The assessment documents follow the review 
process shown on Diagram 2 below:  
 
 
 
 
 
 
 
 
 

 
 

Diagram 2: Assessment Review Process  
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Forms.  The purpose of the four forms that make up the assessment documents is described below:  
 

Unit Information ɀ Form A 
This form contains general information about the Reporting Unit, including:  
 
Unit Name ɀ use no acronyms or abbreviations (e.g. School of Business not SoB). 
 
Mission Statement - insert the mission statement associated with the unit being reported. 
 
Assessment Plan Type ɀ there are two types of plans: Student Learning Outcomes and 
Administrative/Educational Support Outcomes.  An Assessment Plan can be submitted for 
either one or both depending on the type of Reporting Unit.  The table below can be used to 
determine which plan(s) to submit.  
 

Unit  Assessment Plan Type(s) Notes 

Academic Department  
(e.g., English and Communications) 
 

Administrative/Educational 
Support Outcomes and Student 
Learning Outcomes 

Submit a SLO plan for each 
degree program.   

Colleges and Schools 
(e.g., Dean of the School of Business) 
 

Administrative/Educational 
Support Outcomes  

Will also submit a SLO plan if a 
degree program is administered 
within the college or school  

Administrative/Educational Support 
Services Department  
(e.g., Purchasing Office) 

Administrative/Educational 
Support Outcomes 

 

Executive Offices 
(e.g., Provost, President, Vice Presidents, 
Assistant/Associate VPs Offices) 

Administrative/Educational 
Support Outcomes 

Submit a plan only if a core 
function is managed directly by 
the executive office.  

Table 1:  Types of Assessment Plans 

 
Degree Programs Offered ɀ (for Academic Departments only) insert each degree program and 
level that is offered by the Reporting Unit ɀ e.g. B.B.A. in Accounting.  
 
Contact Information ɀ provide the contact information for the individual(s) responsible for the 
assessment plan.  The primary contact should be the person 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 Plan ɀ Form s B1 and B2 
There are two Form Bs for Unit 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 Name ɀ use no acronyms or abbreviations (e.g. Environmental Health and Safety Office not 
EH&S). The Unit Name listed here should match what was listed in the Unit Information Form A. 

 
Unit Goals ɀ list up to eight Unit Goals. These goals must align with the respective divisional 
goals and the current Strategic Plan.  These goals serve to guide the daily activities of each unit. 
 
Intended Outcome ɀ use the following four guidelines to write the Intended Outcomes:  
Á indicate the end result to be achieved rather than an action to be 

implemented;  
Á state in specific measureable terms;  
Á ×ÉÔÈÉÎ ÔÈÅ 5ÎÉÔȭÓ ÃÁÐÁÂÉÌÉÔÙ to be achieved;  
Á measurable during the upcoming assessment cycle.  

 
Example 1 
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.      
 
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 Outcome ɀ specify the steps that will lead to the achievement of 
the Intended Outcome.   Action steps should be achievable within the current planning cycle 
ÁÎÄ ÔÈÅ 2ÅÐÏÒÔÉÎÇ 5ÎÉÔȭÓ current resources.   

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

 

Two samples of Administrative/Education Support Services Outcomes Assessment Plans (Form 
B1) are included as Appendix 3 (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 (e.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 name (e.g., Bachelor of Science in Computer 
Science). Submit a separate Unit Assessment Plan ɀ Student Learning Outcomes ɀ Form B2 for 
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each degree program (e.g., a B.B.A in Accounting is separate from an A.A.S. in Accounting 
Technology). 
 
Degree Program Mission Statement ɀ insert the appropriate mission statement associated with 
the degree program being reported. 

 
Degree Program Student Learning Outcomes ɀ list all Degree Program Student Learning 
Outcomes that students in this program should be able to demonstrate upon completion of 
degree program and/or attach a curriculum map. 

 

Student Learning Outcome ɀ describe the specific measurable knowledge, skills, and behaviors 
that students should be able to demonstrate as a result of completing the course/program.  

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

 
Example 2:  
Students will be able to demonstrate in their co-op work experience the ability to work 
cooperatively with others in the workplace.  

 
General Education Competencies (undergraduate programs only) ɀ specify the general education 
competencies met by the Student Learning Outcome. Although all six General Education 
Competencies do not have to be assessed in one assessment cycle, they should be met in the 
program of study.  See Appendix 10 for a list of the General Education Competencies. 

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

 
A sample of Unit Assessment Plan for Student Learning Outcomes (Form B2) is included as 
Appendix 5.  

 
Unit Assessment Results ɀ 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 Form C is included as Appendix 6.  

 
Unit Improvement Report ɀ 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 on assessment results from other sources in addition to the CIC (e.g., Peer Review, Audit, 
Program Review, or other assessment activity).  
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For the Assessment Cycle beginning with Fall 2008, Form C is due on December 1, 2009 and 
Form D is due on December 1, 2010.   Details on completing these forms will be provided in 
Spring 2009.  An example of Form D is included as Appendix 7.  
 

Resources.  The submission deadlines are listed on Appendix 8 for Administrative /Educational 
Support Outcomes and Appendix 9 for Student Learning Outcomes.   Examples of Direct and 
Indirect Types of Assessment Methods are included as Appendix 11.  Appendix 12 describes the 
Advantages and Disadvantages of Various Assessment Methods.  A Glossary of commonly used 
assessment terminology is attached as Appendix 13.  

 
If you need additional assistance, please submit your question to the SACS Assessment Team via 
email at assessment@utb.edu.  

 
Acknowledgement.  The University of Texas at Brownsville and Texas Southmost College 
Assessment Team would like to express their gratitude to the University of Texas at Arlington Office 
of Institutional Research, Planning and Effectiveness for their guidance and encouragement in the 
creation of our assessment process.  Specifically, many thanks to Dr. Pam Haws, Associate Vice 
President and Director of Institutional Research Planning and Effectiveness, and Ms. Rebbeca 
Lewis, Assistant Director of Outcomes Assessment.   
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