Non-Academic Units (NAUs)

Frequently Asked Questions

What is assess ment and why isit necessary?

What are sonme _nisconceptions about assess nent ?

Who does assess ment ? We thought that th's was someth ng ony facuty had toworry about.
How do we beg n an assessment g an for our depart nment ?

What about student | earning? Do we have tord ate everyth ng we are assess ngto howiti npacts
student | earri ng?

6. What rd e does our adninistrator dayinassessment ?

7. How do we encourage enployees to partid pateinassess ment?

8. What do we neasure and what ki nds of i nfor mati on do we cdl ect?

9. What nakes for good assess ment neasures, and how many do you need?

10. What isthe d fference between drect andindrect neasurenents?

11. Can't we just resub nit the sa ne report as we d dlast year d nce we d dn't do anyth ng d fferentl y?
12. Shou d we cons stentl y neet dl of our objecti ves each year?

13. What isthe due date for the assess ment dan andreport?

14. What resources can the Instituti onal Assess ment Co mmittee offer us?

15. What i f we don't have ti ne for assess nment ?
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1. What is assessment and why is it necessary?

Assessment is a process by which you neasure your depart ment agai nst a pre-defi ned set of objecti ves or
objecti ves. For non-academ c depart ments, assess ment is deter mn ng whether or not your depart ment does
what is expected ofit and conpl etes dl of these tasks in an effid ent and effective nmanner. Bascdly,
assessment is a syste mati c met hod of i nd ng ways for your depart ment to become mnore streantined. Itis

i nportant to deter nneif your depart ment does conplete everythingthat is expectedin an efficient and
effective manner, orifthere are procedures or processes nolonger wor ki ng for your depart ment and need ng
change. Assessment i s a cdlaborati ve effort that i nd udes dl staff me nbersin your depart ment, as wel as any
drect orindrect constituentsthat i nf uence your depart ment or arei npacted by your depart nent.
Assessment dann ng enabl es facudty and staff to answer i nportant questi ons posed by students, parents,

e npl oyers, accredti ng bodies, and |l eg d ators about uni versty and depart nment pdid es, procedures and ot her
areas crud d to uni versty operati ons. Assess ment dl ows everyoneinvd ved to beconme a part of the whd e
systemand to have aninfluencein pdicy and procedurd nethods adopted by every depart nent on canpus.

2. What are some misconceptions about assessment?

Assessment is not about coll ecti ng data, repeated y sendi ng surveys to everyone, or nmaki ng your depart nent
confor mto one particu ar bus ness nmodel that seens to work at some other schod . Assessment i s about

eval uati ng the process, not the person. Assessment i snot d ways quantifald e, norisit neasuri ngthe

effecti veness of a 4 ng e person; assess ment i s NOT a per for mance eval uati on of any d ngd e person;itisa
performance evaluation of the department. For exanp e,ifa depart ment had so many tasks expected of
themand no way to conpetethem the depart ment assessment report shou d state what tasks cou d not be
conpl eted. By perfor nhng an assess ment eval uation, it can dl ow for poss d e changes based onthe resuts of
the assess ment reporti ng.
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3. Who does assessment? We thought that this was something only faculty had to worryabout.

Everybody does assessmentinsone for m Assessmentis not just for facdty. In higher education, everybody
fromthe admini strationtothe students perfor massess ment. Our objectiveistoensure that assessment isa
cdl aborati ve effort between facuty, staff and adnini strati on. it shou d never be the case that an assess ment
guru ex stsinyour department and he/she hasthe sd e respons kility of creating and mai ntai ningthe

depart ment’s assess ment pl an and report. Assessment only works when as many peop e areinvd ved as
poss d e. Every depart ment at SSU has roo mfor i nprove ment, and assess ment canidenti fy d aces that need
i mprove ment as wel as poss d e ways to acconplishthisi nprovenment. Quite often you will hear the words
"student | earni ng" when assessment is be ng d scussed; rest assured that you do affect student | earn ng. It
does not matter what depart nent you workin; you DO affect student | earni ng. However, thereishg

d fferencein how facuty conduct assess ment and how non-acade mic depart nents conduct assessnent.

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

The first tH ngisto deter nine your depart ment’s respons kilities. Thi s can nost easly be acconpli shed by

| ooki ng at job descri pti ons or duti es of enpl oyees, as well as depart nenta respons hliti es. If your depart nent
has a niss on statenment, that shou d be the corner stone of your assess ment. Once you have deter nhned the
overdl respons hliti es of your depart nment, you will need to deci de on a set of dear and condi se objecti ves.
These objecti ves shou d be drectl yrd ated to your depart ment’s respons kilitiesand nihss on statenment. After
you deci de on your objectives, deter nineifthese objecti ves are bei ng net. Thisinvd ves nmeasurenent, but
such nmeasurenents need not d ways be quantitati ve. Itisi nposs d eto say what you will learn fromthese
measurenments. If the depart ment easly neets dl of the targets, perhaps the targets aretool ow. Rene nber
thatitis OKifyour department does not neet dl of your targets every year. Assessment datais neant tobe
fdl owed over ti ne. If some target outcones are not met in one assess ment period th s does not necessarily
mean that anyt h ng needs to change; you shou d exam ne trends over ti ne. After a period of ti ne, i ftarget
outcomes are cond stentl ynot net, then action may be needed. Regard ess, outco nmes natter and neeti ng
those target outcomesi nply norethan d nply ga ng through the steps. Too often, e npl oyees aretd dthat
measuri ng and reporti ng measure ments are what realy matter. Bel ng obsessed withthe process of
assessment i s never a substitute for i mprovi ng your depart nent.

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 tordate everythi ng you are assess ngto student | earri ng. Thisisthe ki g d fference

bet ween how facuty and staff do assess ment. If what your depart ment does drectly affects student | earning
then you can nentionthisin your assessment dan; butin genera, non-acade nic depart nents do not need to
me nti on student | ear ni ng.
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6. What role does our administrator play in assessment?

Since the phrase Student Learn ng does not need to be nentionedin every non-acade nic depart nenta
assessment report,itisthe recommendati on of the Instituti ona Assess ment Comnittee that depart nent
heads and drectors createtheir assessnment dans and reports. Then, sd ected SSU ad nini strators such as
Associ ate Mce Pred dents or M ce Pres dents will be respons H e for manag ngthese assessment dans and
reports and descri b ng how each of the depart ments they over see affect student | earni ng/st udent success and
howittiesintothe dans and reports. Effective y, most SSU ad nini strators do not have an assess ment dan for
their own office; their assessment danisa conpil ation and eval uati on of dl the pl ans for the depart ments
that report tothemand how their depart nments affect st udent | ear i ng/st udent success.

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

Know edge of the pur pose of assess ment usually encourages staff to partid pate. Thi sisthe best way to make

i mprove ments and to ensurethat dl staffin your depart ment have a say. The best way to encourage your staff
is by respond ngtotheresuts and showi ng everyone invd ved that ther partid pationis naki ng a d fference.
Depart nment heads or drectors can d so encourage their staff by setti ng as de a separateti neineach

depart ment neeti ng where assess ment i ssues are d scussed.

8. What do we measure and what kinds of information do we collect?
NAU assessment nmeasures are dvidedintotwo areas: Service Ddivery Outcones and ProgramOutco nmes

Service Ddivery Outcones (SDOs) arethe depart nent's genera job duti es as wdl as anythi ng that cones from
the miss on statenment. The k nds ofi nfor mati onto cdlect vari es by depart ment; exa npl esind ude student
surveys, facu ty/staff surveys, nunber of tra ri ng sessons prov ded/growt hin attendance, ti neli ness of
response, etc.

ProgramOutcomes (POs) are overarchi ngtothe depart ment and address how the depart ment cani nprove.
Cond der depart nenta needs such as addtiond staff, new technd ogy, new equi pent, staff profess onal
devel opnent, etc. Program outcones nay be based on service ddivery outcones fromthe previ ous year for
whichtargets were not achieved. These can serve as the bas s for a newl y established programoutcone
(additional personne,increased staff devel opnent) and the correspond ng target. Exa npl es of i nfor mati onto
cdlect cod d be ti neli ness of response to service requests, custoner sati sfacti on surveys, nunber of
conplants, etc.

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

Good assessment neasuresind ude third party observati ons, sd f-ad niini stered questi onnaires, interviews with
students, facuty, and/or staff, and externa assessment instruments (Audit reports, Federd or State reports,
etc.). The nunber of measures needed greatl y depends on the type of objecti ve you have and the availald e
measures for that objective. In generad, you orly need one neasureifitisadrect neasure;ifdl that are
availabd e areindrect neasuresthen you nmay need norethan one. For nore hdp onthstopc deasetd kto a
me mber of the Instituti onal Assess ment Comnittee with your spedi fic exa npl es.
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10. What is the difference between direct and indirect measurements?

Indirect nmeasures assess opi nons or thoughts about whet her or not your depart nent neetsits objecti ves of
bel ng effecti ve, effid ent, and whet her or not your depart ment conpl etes dl tasks that are expected. Indirect
measures are nmost commonl y captured by the use of surveys.

Direct neasures assess depart mental perfor mance without the use of opi i ons, thoughts, or assu npti ons. A
Direct neasure will usuallybe very condi se and easytointerpret. For exanpl e, a Finance depart nent nay
have an objecti ve of receiving an unqualif ed audit every year; a drect nmeasure of th s objecti ve wou d be the
State audt report of SSU's fi nancid activiti es. If the IRPA depart ment has an objecti ve of sub nitti ng IPEDS
data onti me and accuratdy every semester, then a drect nmeasure wou d be the records kept by the IRPA
depart ment that i nd cate whet her or not IPEDS data were sent on or before the due date and whet her or not
any re-sub ni ss ons wer e necessary due toinaccurate 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 ments benefit romassess ment i n sonme way, whet her itis romchanges nade
because of ther own assessnments or romthose made because of a past year's assess ments. Some changes
can be madei mmedi atdy. Ot her changes will take noreti me. Nobody deni es t hat good assess ment can reveal
cons stent trends. If staff are tenpted to produce the same report each year withony ninor nodi ficati ons,
thenit cod d nmean that you and your enpl oyees are overl y concer ned withthe process of assess ment rather
than ud ngitina nean ngfu way. You shou d be ensuri ngthat your depart nent is doi ng dl that is expectedin
the nost effid ent way possid e withthe tod s and resources availad e. It is verylikel ythat your assessment
objecti ves will remai n constant fromyear to year; but the report shou d not.

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

If every objectiveis nmet cons stently romyear to year,it nmay nmean that the targets are set tool ow.

Pur posefull y setti ng targets that are easly net defeats the purpose for hav ng an assessment dan. Onthe

ot her hand, usually you do not want to set targetsthat arei npossidetoreach. It is expected that soneti nmes
you will neet your objecti ves and other ti mes you may not. However, the goal of assessnment each yearisto
i nprove an area of your service(s) totheinstitution and/or to our students. You do not need to assess your
entire depart ment each year, but you shou d assess areas of what you do over an extended peri od of ti re.

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

Assessnment Hans are duein Septenber of each acadeni c year. Assess ment Reports are duein August of the
fdl owi ng year.

14. What resources can the Institutional Assessment Committee offerus?

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

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

Everybody has ti nme for assess ment. Assessment is essentid for a depart ment tostay focused ontheir msson

and to stay current with Federd, State and Universtypdlicy. It is necessaryto nake assessnment atop priority
inorder for a depart nent to know ifthey are cond stently perfor ning at or above what isrequired.
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