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Non-Academic Units (NAUs) 

Frequently Asked Questions 

1. What i s assess ment and why i s it necessary? 
2. What are so me mi sconcepti ons about assess ment ? 
3. Who does assess ment ? We thought that thi s was so met hi ng onl y facul ty had to worry about . 
4. How do we begi n an assessment pl an for our depart ment ? 
5. What about student l earning? Do we have to rel ate ever yt hi ng we are assessi ng to how it i mpact s 

st udent l earni ng? 
6. What rol e does our admi ni strator pl ay i n assess ment ? 
7. How do we encourage empl oyees to parti ci pate i n assess ment ? 
8. What do we measur e and what ki nds of i nfor mati on do we coll ect? 
9. What makes for good assess ment measur es, and how many do you need? 
10. What i s the di fference between di rect and i ndi rect measure ment s? 
11. Can't we just resub mi t the sa me report as we di d l ast year si nce we di dn't do anythi ng di fferentl y? 
12. Shoul d we consi stentl y meet all of our objecti ves each year? 
13. What i s the due date for the assess ment pl an and report? 
14. What resources can the Instituti onal Assess ment Co mmi ttee offer us? 
15. What i f we don't have ti me for assess ment ? 

 

1. What is assessment and why is it necessary? 

 
Assess ment i s a process by whi ch you measure your depart ment agai nst a pre-defi ned set of objecti ves or 
objecti ves. For non-academi c depart ment s, assess ment i s deter mi ni ng whet her or not your depart ment does 
what i s expected of it and co mpl etes all of these tasks i n an effi ci ent and effecti ve manner . Basi call y, 
assess ment i s a syste mati c met hod of fi ndi ng ways for your depart ment to become mor e strea mli ned. It i s 
i mportant to deter mi ne i f your depart ment does compl ete everyt hi ng that i s expected i n an effi ci ent and 
effecti ve manner , or i f there are procedures or processes no l onger worki ng for your depart ment and needi ng 
change. Assess ment i s a col l aborati ve effort that i ncl udes all staff me mber s i n your depart ment , as well as any 
di rect or i ndi rect constituent s that i nfl uence your depart ment or are i mpacted by your depart ment . 
Assess ment pl anni ng enabl es facul ty and staff to answer i mportant questi ons posed by student s, parent s, 
e mpl oyer s, accredi ti ng bodi es, and l egi sl ators about uni versi ty and depart ment poli ci es, procedures and ot her 
areas cruci al to uni versi ty operati ons. Assess ment all ows everyone i nvol ved to become a part of the whol e 
syst e m and to have an i nfl uence i n poli cy and procedural met hods adopt ed by ever y depart ment on ca mpus. 

 
2. What are some misconceptions about assessment? 

 
Assess ment i s not about coll ecti ng data, repeatedl y sendi ng surveys to everyone, or maki ng your depart ment 
confor m to one parti cul ar busi ness model that see ms to work at some ot her school . Assess ment i s about 
eval uati ng the process, not the person. Assess ment i s not al ways quanti fi abl e, nor i s it measuri ng the 
effecti veness of a si ngl e person; assess ment i s NOT a per for mance eval uati on of any si ngl e person; it i s a 
performance evaluation of the department. For exa mpl e, i f a depart ment had so many tasks expected of 
the m and no way to compete the m, the depart ment assess ment report shoul d state what tasks coul d not be 
compl eted. By per for mi ng an assess ment eval uati on, it can all ow for possi bl e changes based on the resul ts of 
the assess ment reporti ng. 
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3. Who does assessment? We thought that this was something only faculty had to worry about. 

 
Ever ybody does assess ment i n some for m. Assess ment i s not just for facul ty. In higher educati on, everybody 
fr o m t he admi ni strati on to the student s per for m assess ment . Our objecti ve i s to ensure that assess ment i s a 
coll aborati ve effort between facul ty, staff and admi ni strati on. It shoul d never be the case that an assess ment  
gur u exi sts i n your department and he/she has the sol e responsi bility of creati ng and mai ntai ni ng the 
depart ment ’s assess ment pl an and report . Assess ment onl y works when as many peopl e are i nvol ved as 
possi bl e. Every depart ment at SSU has room for i mpr ove ment , and assess ment can i denti fy pl aces that need 
i mpr ove ment as well as possi bl e ways to acco mpli sh thi s i mpr ove ment . Qui te often you will hear the words 
"st udent l earni ng" when assess ment i s bei ng di scussed; rest assured that you do affect student l earni ng. It 
does not matter what depart ment you work i n; you DO affect student l earni ng. However , there i s bi g 
di fference i n how facul ty conduct assess ment and how non-acade mi c depart ment s conduct assess ment . 

 
4. How do we begin an assessment plan for our department? 

 
The fi rst thi ng i s to deter mi ne your depart ment ’s responsi biliti es. Thi s can most easil y be acco mpli shed by 
l ooki ng at job descri pti ons or duti es of empl oyees, as well as depart ment al responsi biliti es. If your depart ment 
has a mi ssi on state ment , that shoul d be the corner stone of your assess ment . Once you have deter mi ned the 
overall responsi biliti es of your depart ment , you will need to deci de on a set of clear and conci se objecti ves. 
These objecti ves shoul d be directl y rel ated to your depart ment ’s responsi biliti es and mi ssi on statement . After 
you deci de on your objectives, deter mi ne i f these objecti ves are bei ng met . Thi s i nvol ves measur e ment , but 
such measur e ment s need not al ways be quantitati ve. It i s i mpossi bl e to say what you will l earn from these 
measur e ment s. If the depart ment easil y meet s all of the target s, per haps the target s are too l ow. Re me mber 
that it i s OK i f your department does not meet all of your target s every year . Assess ment data i s meant to be 
foll owed over ti me. If so me target outcomes are not met i n one assess ment period thi s does not necessarily 
mean that anyt hi ng needs to change; you shoul d exami ne trends over ti me. After a peri od of ti me, i f target 
outco mes are consi stentl y not met , then acti on may be needed. Regar dl ess, outco mes matter and meeti ng 
those target outcomes i mpl y mor e than si mpl y goi ng thr ough the steps. Too oft en, empl oyees are tol d that 
measuri ng and reporti ng measure ment s are what really matter . Bei ng obsessed with the process of 
assess ment i s never a substitute for i mpr ovi ng your depart ment . 

 
5. What about student learning? Do we have to relate everything we are assessing to how it impacts student 
learning? 

 
NO. You do not have to relate everyt hi ng you are assessi ng to student l earni ng. Thi s i s the bi g di fference 
bet ween how facul ty and staff do assess ment . If what your depart ment does di rectl y affect s student l earning 
then you can menti on thi s in your assess ment pl an; but i n general , non-acade mi c depart ment s do not need to 
menti on student l earni ng. 
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6. What role does our administrator play in assessment? 

 
Si nce the phrase Student Lear ni ng does not need to be menti oned i n every non-acade mi c depart ment al 
assess ment report , it i s the recommendati on of the Instituti onal Assess ment Commi ttee that depart ment 
heads and di rectors create thei r assess ment pl ans and reports. Then, sel ected SSU ad mi ni strators such as 
Associ ate Vi ce Presi dent s or Vi ce Presi dent s will be responsi bl e for managi ng these assess ment pl ans and 
reports and descri bi ng how each of the depart ment s they over see affect student l earni ng/st udent success and 
how it ti es i nto the pl ans and reports. Effecti vel y, most SSU ad mi ni strators do not have an assess ment pl an for 
thei r own offi ce; thei r assess ment pl an i s a compil ati on and eval uati on of all the pl ans for the depart ment s 
that report to the m and how thei r depart ment s affect st udent l earni ng/st udent success. 

 
7. How do we encourage employees to participate in assessment? 

 
Knowl edge of the pur pose of assess ment usuall y encourages staff to parti ci pate. Thi s i s the best way to make 
i mpr ove ment s and to ensure that all staff i n your depart ment have a say. The best way to encourage your staff 
i s by respondi ng to the resul ts and showi ng ever yone i nvol ved that thei r parti ci pati on i s maki ng a di fference. 
Depart ment heads or di rectors can al so encourage thei r staff by setti ng asi de a separate ti me i n each 
depart ment meeti ng where assess ment i ssues are di scussed. 

 
8. What do we measure and what kinds of information do we collect? 

 
NAU assess ment measures are di vi ded i nto two areas: Servi ce Deli very Outcomes and Progra m Outcomes 

 
Servi ce Deli very Outcomes (SDOs) are the depart ment 's general job duti es as well as anyt hi ng that comes from 
the mi ssi on statement . The ki nds of i nfor mati on to col l ect vari es by depart ment ; exa mpl es i ncl ude student 
sur veys, facul ty/staff surveys, nu mber of trai ni ng sessi ons provi ded/gr owt h i n attendance, ti meli ness of 
response, etc. 

Pr ogra m Outco mes (POs) are overarchi ng to the depart ment and address how the depart ment can i mpr ove. 
Consi der depart ment al needs such as addi ti onal staff, new technol ogy, new equi p ment , staff professi onal 
devel opment , etc. Progra m outcomes may be based on servi ce deli very outcomes from t he previ ous year for 
whi ch target s were not achi eved. These can serve as the basi s for a newl y established progra m outco me 
(addi ti onal personnel , i ncreased staff devel opment ) and the correspondi ng target. Exa mpl es of i nfor mati on to 
coll ect coul d be ti meli ness of response to servi ce request s, cust omer sati sfacti on sur veys, nu mber of 
compl ai nts, etc. 

 
9. What makes for good assessment measures, and how many do you need? 

 
Good assess ment measures i ncl ude thi rd party observati ons, sel f-ad mi ni stered questi onnai res, i ntervi ews with 
st udent s, facul ty, and/or staff, and external assess ment i nstrument s (Audi t reports, Federal or State reports, 
etc.). The nu mber of measur es needed greatl y depends on the type of objecti ve you have and the avail abl e 
measur es for that objecti ve. In general , you onl y need one measur e i f it i s a di rect measur e; i f all that are 
avail abl e are i ndi rect measur es then you may need mor e than one. For mor e help on thi s topi c pl ease tal k to a 
me mber of the Instituti onal Assess ment Commi ttee with your speci fi c exa mpl es. 
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10. What is the difference between direct and indirect measurements? 

 
Indi rect measures assess opi ni ons or thought s about whet her or not your depart ment meet s its objecti ves of 
bei ng effecti ve, effi ci ent , and whet her or not your depart ment compl etes all tasks that are expected. Indi rect 
measur es are most commonl y capt ured by the use of sur veys. 

 
Di rect measur es assess depart ment al per for mance without the use of opi ni ons, thought s, or assu mpti ons. A 
Di rect measur e will usuall y be very conci se and easy to i nterpret . For exa mpl e, a Fi nance depart ment may 
have an objecti ve of recei ving an unquali fi ed audi t every year ; a di rect measure of thi s objecti ve woul d be the 
State audi t report of SSU's fi nanci al acti viti es. If the IRPA depart ment has an objecti ve of sub mi tti ng IPEDS 
data on ti me and accurately every se mest er , then a direct measure woul d be the records kept by the IRPA 
depart ment that i ndi cate whet her or not IPEDS data wer e sent on or before the due date and whet her or not 
any re-sub mi ssi ons were necessary due to i naccurate data. 

 
11. Can't we just resubmit the same report as we did last year since we did not do anything different? 

 
NO. Each year the depart ment s benefi t from assess ment i n some way, whet her it i s from changes made 
because of thei r own assess ment s or from those made because of a past year 's assess ment s. Some changes 
can be made i mmedi atel y. Ot her changes will take more ti me. Nobody deni es that good assess ment can reveal 
consi stent trends. If staff are tempt ed to produce the sa me report each year with onl y mi nor modi fi cati ons, 
then it coul d mean that you and your empl oyees are overl y concer ned with the pr ocess of assess ment rather 
than usi ng it i n a meani ngful way. You shoul d be ensuri ng that your depart ment is doi ng all that i s expected i n 
the most effi ci ent way possi bl e with the tool s and resources avail abl e. It i s very li kel y that your assess ment 
objecti ves will remai n constant from year to year ; but the report shoul d not . 

 
12. Should we consistently meet all of our objectives each year? 

 
If ever y objecti ve i s met consi stentl y from year to year, it may mean that the target s are set too l ow. 
Pur posefull y setti ng targets that are easil y met defeats the pur pose for havi ng an assess ment pl an. On the 
ot her hand, usuall y you do not want to set target s that are i mpossi bl e to reach. It i s expected that someti mes 
you will meet your objecti ves and ot her ti mes you may not .  However , the goal of assess ment each year i s to 
i mpr ove an area of your servi ce(s) to the i nstituti on and/or to our student s.  You do not need to assess your 
enti re depart ment each year , but you shoul d assess areas of what you do over an ext ended peri od of ti me. 

 
13. What is the due date for my assessment plan and report? 

 
Assess ment Pl ans are due in Sept e mber of each academi c year . Assess ment Reports are due i n August of the 
foll owi ng year . 

 
14. What resources can the Institutional Assessment Committee offer us? 

 
Knowl edge, experi ence, and exa mpl es of assess ment  

 
15. What if we don't have time for assessment? 

 
Ever ybody has ti me for assess ment . Assess ment i s essenti al for a depart ment to stay focused on thei r mi ssi on 
and to stay current with Federal , State and Uni versi ty poli cy. It i s necessar y to make assess ment a top pri ority 
i n order for a depart ment to know i f they are consi stentl y per for mi ng at or above what i s requi red. 


