UAC Operating Guidelines for Plan and/or Report Reviews
1.  Plans or reports with missing materials (rubrics, copies of measurement instruments, minutes or other documentation of faculty involvement).

a.  For new programs, copies of instruments and/or rubrics if needed are due to be submitted to the UAC at the time of the first assessment report.

b.  For operating programs, OIRA will request copies of relevant documents from departments prior to review if they are not submitted with the report.  If materials are not received, the review may proceed, but the response to the plan or report will not fully accept/approve the document, and will specify a date by which the missing material must be submitted to the UAC (typically the next due date in the cycle, either 10/15 or 2/15).

2.  Reports


a.  OIRA will provide each reviewer with a copy of the prior UAC response to the program’s previous report.  Review that response carefully (see 2e. below).

b.  A copy of the UAC-approved plan should be sent by the program with the report.  If not, OIRA will provide a copy of the plan.  

c.  The plan is a most important document; a program cannot be faulted if it provides a report based on an approved plan which has become outdated or is otherwise flawed.  Instead, in the response to the current report, the UAC will request a revised plan with a set date for when the revision is due.  Thus, for example, if the program is doing “course assessment” rather than “program assessment,” the report may be “accepted” if the plan it’s based on was approved, but the response should clarify the need for assessment plan revision and set a date for that revision.

d.  If any measures in the plan are not reported on, clarify that the omission fits with the plan (i.e., a measure taken on a 3- or 5-year cycle might only be reported on every 4-6 years).

e.  The response to the report should indicate whether the current report addresses changes requested in the review of the prior report:  if appropriate changes have been made, praise the program.  If requested changes have not been made, the UAC should consider whether to request a new report on a shorter timeline.  (The UAC may decide instead of responding formally to send team members to meet with the program faculty; decided on a case-by-case basis.)
3.  Plan & Report Scope


Plans and reports may combine programs (BA/BS, for example), so long as goals/measures/etc. distinguish the individual programs

4.  Response Memos

a.  Should include specific date for next assessment activity (report, update of plan, etc.)


b.  Should identify candidates for Assessment Excellence Award


c.  Should be careful to align with/not contradict prior report’s response recommendations


d.   Should come from the chair and be copied to the relevant Dean and Associate Dean(s).
5.  Team communication

a.  See 1b, 2b, and 2c above.


b.  If a plan/report is late, the UAC chair will contact the program about providing assistance & to find out what the problem seems to be.

6.  Accredited Programs

Any university program subject to accreditation by an external agency may satisfy the University’s assessment process by meeting the assessment requirements of its accrediting agency.  Such an arrangement may only occur if the accrediting process has a substantial focus on program assessment and if the accrediting body’s decision is positive.  The University Assessment Committee must approve this arrangement, be notified whenever the program is undergoing an accreditation review and be informed of the outcome of that review
7.  Distribution


E-copy responses go to:



Department chair & program/assessment director



Relevant Dean (and Associate Deans if requested; definitely the CAS 




Associate Deans)


Provost’s office


Kay Palmer/UAC files

