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Academic Assessment Handbook for Faculty: An Introduction to the System
Presented by the Sauk Valley Community College Assessment Committee Faculty Core Team

Fall 2005
“Assessment works best when it is embedded in teaching and learning and when it provides feedback that is useful.  Without these properties, assessment is as difficult and time consuming as trying to juggle dogs.”
 Douglas Eder   (SIUE)
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At Sauk Valley Community College, we are focused on being a quality learning institution.  To that end, we have created a system of institutional improvement by which strategic planning, operational planning, and budgeting decisions are the result of collaborative interpretation of data gathered at various contact points among faculty, students, and community stakeholders.  

One of the most important of those contact points is the assessment of student academic achievement. As faculty, we have the most direct impact on student academic success, as well as the best vantage point from which to determine critical measures of student success. 

Purpose of the Handbook
This handbook is intended to be a useful resource for faculty in accomplishing assessment.  It should be updated annually, reflecting changes in how we carry out assessment.   Please consult THE ASSESSMENT PLAN for the complete details of the assessment system and how it connects to the planning cycles of the institution.

A typical timeline:
Before a semester starts:

· Make sure the assessment statement is in each syllabus.
· Check to see if there are projects you need to contribute assessment data toward (e.g. General Education competency assessment project)

· Look at your course outcomes and schedule to locate a project, activity or test that already addresses the objectives being assessed.   (The Core Team discourages you from building in artificial assessment events; ideally, you are already involved in something from which you can draw data by looking at it in a slightly modified way.)

During the semester:

· Collect assessment data while (or as soon as possible after) evaluating student performance on the assessment event.

· Open the appropriate data collection form in the Assessment folder, enter the data, record your analysis and plan of action and save the completed form.

· Attach the form to an email and send it to assessment@svcc.edu.

· Store whatever artifacts from the assessment seem appropriate.

· Participate in faculty forums and other conversations with your colleagues about assessment data as it is presented for discussion.
Before the next semester starts:

· Follow through on your plan of action.
· Start the cycle again for the same objectives--or select new objectives for assessment.
(  If you aren’t sure what some of these steps mean, READ ON!  That’s what we put the handbook together for!!!

Resources

Assessment Resource Room

Room 2D9 is available to full-time and adjunct faculty for the purpose of sharing and accessing assessment resources, both electronic and hard copy, and for small group meetings and casual conversations.  The room key is available at Brigette Warren’s desk in room 2E1 (ext. 289).  Special arrangements can be made with her for evening and weekend access as needed.

You’ll find that the resource room is a comfortable and inviting place to escape to for purposes of concentrating your attention on assessment.  The fully equipped office includes a computer, a coffee pot, and chocolate or hard candy rewards for stopping by.  A check-out system for hard copy of relevant support materials has been set up so that if you need to remove information for further study, you may do so.

Please contact Karen Pinter  (ext 326) or e-mail pinterk@svcc.edu if you have specific information requests, food or beverage needs (within reason – chocolate saw us through the Self-Study ) materials to contribute, or just general suggestions or complaints.
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Brad Smith (x 225)

Physical & Life Science (N)

smithb@svcc.edu

Larry Sileven  (x 221)
Technology (T)
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Sam Braddock (x 344)
Human Services (J)
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Paul Edleman (x 265)
Social & Behavioral Science (S) 
edlemap@svcc.edu

The Four Goals

The impetus for academic assessment is the Sauk Valley Community College mission statement and philosophy.   Out of our commitment to the community to “provide quality learning opportunities” and our learning college philosophy statements arise the four goals for which we gather, analyze and act upon assessment data.  Three of the goals comprise the college-level academic assessment plan; a fourth “developmental” goal reflects the priority we place on helping students succeed in meeting college-level expectations.   You will find the four institutional goals coded by number into all of the report forms.  Here’s an overview:
Goal 1 -  Transfer  Students will demonstrate an understanding of the basic concepts necessary to complete further work in the discipline.
Some of our students come to us with the intent to continue their education at a 4-year institution.  Candidates for our A.S. degrees will supplement their general education requirements with an array of discipline-specific courses, sometimes picking up basic skills; sometimes sampling a topic of special interest.  The transfer goal arises out of our desire as content-area specialists to assess what students know about their chosen discipline when they move on.  In some cases, this assessment can be done in a single “end-of-study” capstone course, but for many disciplines, it comes from an aggregation of shared objectives across the array of elective courses in the discipline.  In some cases, but not all, transfer goal data may also be aggregated into General Education distribution requirement assessments.

Goal 2:  General Education:  Students will develop and apply various general education competencies through the study of [the discipline].
We sometimes refer to the general education competencies as a “golden thread” that permeates the student learning experience through the acquisition of a degree.   The goals and objectives for the general education of Sauk graduates comes from two separate motives:

· General Education Competencies:   Developed by the full-time faculty, the six competencies—Communication, Problem solving, Ethical reasoning, Math and Quantitative Reasoning; Research; and Technology-- define our shared vision of the “golden thread” of skills and habits of thoughts that a graduate of Sauk should have acquired regardless of major and regardless of course selection.  The data for this assessment comes from individual classrooms across the institution.  Two of the six competencies are assessed each year, so every three years, we will have covered all of them.  See the chapter on General Education Competencies for more information.
· General Education Distribution Requirements:  Each of our graduates, whether transfer or career, is required to take classes in all of five different state-required areas.  These distribution requirements also contribute to that “golden thread” of what constitutes an educated person.  Assessment of these outcomes is the responsibility of five specific areas, groupings of the various disciplines which comprise a specific distribution requirement: Communications, Fine Arts/Humanities, Physical and Life Sciences, Social and Behavioral Sciences, and Mathematics.  (For example, a requirement for 9 credit hours of Communication is satisfied by a combination of English composition and speech courses.)  Areas may choose to conduct an assessment of an objective as a collaborative assessment project, but much of the assessment may be drawn from aggregation of discipline-level data coming out of classrooms.
Goal 3:  Career Program:  Students will demonstrate the skills necessary to obtain employment in the field.
Some of our students come to us with the intent to enter the workforce after graduating with an A.A.S.  Candidates for our A.A.S. degrees will usually supplement their general education requirements with a very precise sequence of program-related courses, many of which lead to a capstone course experience, a workplace internship, or a licensing examination of some kind.  The career program goal arises out of our desire as content-area specialists to assure ourselves that our career students have learned all they need to succeed in their chosen professions.  In many cases, this assessment can be done in a single “end-of-study” capstone course, but it may also come from an aggregation of shared objectives across the sequence of courses in the program in combination with external data.  

Goal 4:  Developmental:  Students will demonstrate the skills necessary to succeed in college-level studies.
As an open enrollment institution and as a service-provider to a diverse community, we cannot ignore the many students who seek higher education lacking one or more of the vital skills that will allow them to succeed:  for some, the need is reading, writing, or mathematics; others struggle with barriers of time or money management, family situations, or self-perception.  The developmental goal brings together a wide array of academic sources:  The developmental level classes in reading, composition, and math contribute exit testing data; G.E.D. and E.S.L. programs have voluntarily joined the system; orientation instructors are engaged in a collaborative project to look at attitudes.   Look for growth and change as the Learning Assistance Center/Developmental Education coordinator begins to move this area toward a more coherent, effective approach to this important Sauk assessment goal.
DATA SOURCES
There are three basic data streams that feed the assessment data pool:  individual classroom measures; collaborative assessment projects; and external measures.

Classroom measures form the base of our system, but as the system evolves, we expect an increase in the number of collaborative assessment projects.   External measures are already an important part of our career program assessment, but they also have a place for the transfer degrees and in general education as a supplement to our internal assessment efforts.   Here’s a rundown:
1.  Classroom Measures

One important source of assessment data comes from your individual classroom.  Because the Assessment Committee’s faculty core team believes that there is authentic, embedded assessment happening in most classrooms, we initiated the assessment system on an individual instructor basis.    As we evolve some discipline or area-level standard tools, we believe that these, too, will be rooted in our classroom activities.   We suspect that we are going to continue to struggle to improve validity for our findings.  But isn’t it better that we all discover those needs for ourselves? Isn’t it better that we ourselves customize the tools needed to build our vision of student learning, rather than have a one-size-fits-all assessment system imposed on us?    
Listed on the next page are all of the tools that faculty reported in the course of developing the plan
.  Do whatever seems best to you—and please continue to be open to learning and changing as we continue to travel through the process of carrying out systematic, institutional academic assessment.  
2.  Collaborative Assessment Projects
Although our intent is that as much as possible, assessment data is drawn from the outcome-related activities and projects that naturally reside in our various classrooms, the system allows for special assessment projects to be undertaken by faculty in a specific discipline, program, or area.    One current example is found in English 103, where all of the instructors will administer the same research activity to their students.  Another is found in developmental math, where all of the instructors embedded the same question into one of their classroom activities.  If you see the need for such a project, contact your Area Facilitator for help in coordinating the discussion and development.
3.  External Data

Although the assessment system presumes that what is most important is going on in our own classrooms, one of the ways we confirm the validity of our findings is by comparing what we are doing to what others in similar circumstances are doing and by finding out whether we are meeting the expectations of the employers and 4-year institutions who encounter our graduates.   Our first focus has been on getting a strong, cyclical classroom assessment process started.  Now that we are making good progress, the external data stream should start to be articulated.  By  its nature, much of the external data comes to us through the Strategic Planning branch of the college institutional improvement and planning system, specifically from the External Review Committee.   

External data plays a slightly different role in each of the four assessment goals:

(Transfer Disciplines (Goal 1):  Many transfer areas may not immediately see any external data that they collect. There are several external data sources for transfer areas, but they funnel through the system differently. Sauk receives a lot of normative data in cooperation with the ICCB, such as the transfer GPA data we often hear reported at in-service. A lot of that data is available in much finer detail; for example, we can see breakouts of transfer GPA by declared major/ discipline. One of the committees, the Institutional Evaluation Committee, has been charged with sorting that data and reporting it back to area leaders for discussion among faculty. Each discipline will be able to see how its students in particular are doing after they transfer for completion, and we will be able to discuss what we might wish to change, if anything.   This piece of the assessment system is still in development and we look for increasing awareness and inclusion of external data in the various discipline report forms as we progress.

(General Education (Goal 2):   The primary external data source for general education at the institutional level is ACT’s standardized CAAP test.  These standardized tests that we administer to incoming students each fall and again in the spring to those who have earned 40 or more credit hours allow us to compare how students at Sauk are doing with regard to general education skills as compared to other students in the area and students nationally. Changing the way we administer the tests—the result of faculty discussions in 2004—will now allow us to also look at gains made by individual students over the course of their studies at Sauk,  (For more information about CAAP testing, see the section on General Education.) 

(Career Programs (Goal 3):  Most career programs include instruments already in use. For example, many of our career areas culminate in specific licensing exams, and others frequently conduct employer satisfaction surveys to assure that our graduates from Sauk are meeting employer expectations when they enter the workforce.  Our goal is that this external data, where not already present, will find its way into the objectives for each program alongside our important internal measures.

(Developmental Program (Goal 4):   The developmental program can make use of some external data sources that are not considered valid for the college-level goals.   For example, grades in college-level courses are appropriate external sources of data.  Developmental can also make use of data from local high schools to compare incoming placement results of the general high school diploma graduate to our developmental population.  As a fledgling assessment effort, this goal has not yet tapped all of the external data that may be available. 
General Education Competencies

The Assessment Committee sometimes refers to the general education competencies as a “golden thread” that permeates the student learning experience through the acquisition of a degree.   The faculty worked together during the 2002-2003 academic year to define its shared vision of this thread of skills and habits of thought that each SVCC graduate should have acquired regardless of major and regardless of course selection.  Then in 2004-2005 after we had some experience with them, the faculty worked again to revise them:
General Education Philosophy Statement

General Education at Sauk Valley Community College prepares its graduates for the increasing demands of the workplace and the expanding responsibilities of the diverse local and global communities in which they will live and work.  Required courses in communications, mathematics, the physical and life sciences, the social and behavioral sciences, the humanities and fine arts, and personal health and development provide students with knowledge, competencies, and habits of mind conducive to living  responsible, productive, and joyful  lives.  Within this curricular framework, the General Education Program will help students develop the following competencies:

GE1.  Problem Solving 
Students will be able to:

A.  Identify problems and the desired outcomes.

B.  Recognize and evaluate available resources. 

C.  Adapt, organize, and implement solutions or plans of action.

GE2.  Communications

Students will be able to:

A. Create and revise formal and informal writing assignments that are clear, coherent, and exhibit a command of Standard English.

B. Develop, organize, rehearse, and deliver formal and informal oral presentations that are audience appropriate and either informative or persuasive. 

C. Demonstrate collaboration in completion of projects and assignments. 

D. Demonstrate the ability to read college-level texts by providing appropriate and critical responses in discussions, tests, presentations, critiques, and reviews.

E. Demonstrate their ability to listen by providing appropriate and critical response after a listening experience.  
GE3.  Ethics

Students will be able to:

A. Identify ethical issues in a variety of contexts and academic disciplines and explain their significance.

B. Reason about ethical principles and consequences.

GE4.  Mathematics and Quantitative Reasoning:

Students will be able to:

A. Interpret and apply appropriate mathematical formulas and relationships in the appropriate context.

B. Perform mathematical computations.

C. Demonstrate the ability to analyze and interpret the mathematical results of computations.

GE5.  Technology

Students will be able to:

A. Demonstrate general computer literacy.

B. Demonstrate the selection and use of appropriate technologies for the specific discipline.

GE6.  Research

Students will be able to:

A. Identify, evaluate, analyze, and synthesize information to generate ideas and concepts.

B. Assess the value of a source.

D. Identify, describe, and utilize appropriate research tools, methods, and processes.

Note that the competencies have been renumbered and recoded for the three-year cycle.
Classroom Assessment

The gen ed competencies are assessed in classrooms across the institution, both in those courses which provide direct instruction and in those which provide confirmatory data that students are able to demonstrate the competency in the context of some other discipline.  At the recommendation of the General Education subcommittee, the decision has been made to assess the six competencies over a three-year cycle, focusing classroom assessment projects on just two competencies per year.

Here’s how the system will work:

1. Full-time faculty will select any two of the competencies to assess in a classroom activity.  This data may be gathered and submitted in either or both semesters with all of the gen ed data filed in the system by the end of the spring semester of the project year. (See the section Data Forms for information about the Common Criteria forms.)

2. The data will be aggregated and analyzed by the General Education Subcommittee.

3. The Gen Ed Subcommittee will make a report to the faculty at a September faculty forum, at which time discussion will confirm or amend the committee’s analysis.

4. The analyzed competencies will be dispersed to the Areas so that facilitators can moderate area and/or discipline/program-level discussion.  These discussions may result in one or all of the following recommendations:  

· Course-level or discipline/program-level suggestions for instructional change, directed to faculty to be carried out (e.g. revision to a course outline).

· Institutional level changes to be directed to OPIC for consideration during the budget planning process  (e.g. new course or equipment recommendation)

(Contact your Area Facilitator or any Core Team member for help with this important institutional assessment project.

CAAP
Faculty reached two major conclusions from an extensive discussion of the CAAP results at the in-service in the Fall of 2004:   1) Interrupting class time to give the test caused lost instructional time and 2) The results of the testing didn’t appear to be telling us anything we valued.  As a result of that discussion and in conjunction with the establishment of a General Education Subcommittee within the new Strategic Planning “Orbit,” the administration of the CAAP exams was changed starting in Spring 2005.

Here’s what changed:

· Students are randomly given two of the seven CAAP tests as part of Psy 100 (Orientation).

· All six CAAP tests are given:  Writing Skills; Essay; Mathematics; Science Reasoning; Critical Thinking; and Reading.
· Volunteer faculty and administration proctor the 40-minute testing sessions.
· The second round of testing each spring semester is administered only to students who have completed at least 40 credit hours here at Sauk.

· In the Spring, the same CAAP test is given to the same student who took it before.  (For example, a student who took a Critical Thinking Test in his psychology class in 2004 will be asked to take a Critical Thinking Test again this spring.)

The first spring, the turnout for the retakes was a bit disappointing despite giving cash and prize incentives.   One could expect this year will also be a light turnout.   However, by next year, those retaking the CAAP will have taken it in Orientation knowing that the retake was coming and having participated in additional instruction about the importance of assessment.  That’s when the statistical value of the new CAAP administration should be fully realized.
Timeline for Gen Ed discussions:

· The Gen Ed Subcommittee will review CAAP and classroom project data for the previous academic year at the beginning of the fall semester.

· In September, the committee will report the results and its analysis to the full faculty at a forum; then, you will have an opportunity to add your input to the final analysis report.

· The final report will be directed to the Area Facilitators and at some later date, you’ll participate in an area-,discipline-,or program-level discussion about whether any of the findings warrant a recommendation of action:

· Instructional- You might decide that more direct instruction might be recommended for some particular project.   For example, history classes requiring research papers might add a recommended grammar handbook to the course outline or a rubric criteria on mechanics.   

· Operational – You might recommend a change that has institutional-level impact.  These recommendations would be directed to the Operational and Institutional Planning Committee (OPIC).  For example, the Technology area might decide to request a change in the prerequisite math courses for its classes or that we need to have more graphing calculators available for students to sign out.

Contact General Education Subcommittee Chair Steve McPherson (ext. 347 – mcphers@svcc.edu) if you have questions or suggestions about either the competencies or the CAAP administration.
The Assessment Folder

In an effort to minimize the paper load (Notice it does not say ELIMINATE) brought about by assessment efforts, the Sauk Assessment System exists officially in a digital environment: a shared folder.   In other words, the current copy of any form or data is always available.  Also, because everything is digitally accessible—even from home—you should not need to print and maintain an extensive paper system.  For those who aren’t used to working in a shared folder, the restrictions take some getting used to.  Here are some of the key features:
· To protect the system, all of the documents are set up as “read only.”  You may be asked to click on a “read only” or “yes” option when you open a form.

· You MUST rename a form after you have added data to it, usually by adding your initials or date when you save it to  your own hard drive.  (Please do not overwrite the existing file name because that’s how the file manager knows where to put your data.  So, for example, ENG1A might be saved as ENG1Arm or ENG1ArmF05—NOT ENG101F.)

· To submit files you enter data into, attach the renamed file to an email and send it to assessment@svcc.edu.  

Opening the Assessment Folder
Here is the recommended method for entering the Assessment folder:

1.  In Microsoft Word, open  http://intserver.svcc.edu/assessment/Welcome.doc.  This will connect to the Assessment Folder “homepage” document.

2.  Log on as “guest” using the password “account.”   This is not a highly guarded location, so there’s one log-on for anyone who needs “read only” access to the contents. You might want to click the “remember this password” option so that you don’t have to re-enter the log-on each time.
PLEASE GET INTO THE HABIT OF OPENING THE ASSESSMENT FOLDER EACH TIME YOU START THE ASSESSMENT PROCESS.  Forms in the system are liable to change each semester as we use the experience we gain to move toward the best possible use of the computer to do our work for us so the most up-to-date version is always in the Assessment Folder.  Forms hanging around in your own computer may be obsolete.
Sample of the Assessment Folder Welcome page (as of 8/12/05):

Welcome
This is the Sauk Valley Community College Assessment of Academic Achievement Folder.  

Maintained by the Faculty Core Team of the Assessment of Academic Achievement Committee (AAAC)

	2005-2006 Assessment Projects
	Pick the discipline, program or area you need.   The link will take you to the Report Form for that area.    From there you may link to the current Assessment Data Collection Form template for a specific objective or to the assessment results (if they have been completed).



	05-06 Gen Ed Project
	This link will take you to the Problem-solving and Communication Common Criteria that will be the subject of our assessment efforts in this academic year.

	2004-2005 Assessment Projects: 
	Pick the discipline, program or area you need.   The link will take you to the Report Form for that area.    From there you may link to the current Assessment Data Collection Form template for a specific objective or to the assessment results (if they have been completed).



	Resources
	This page stores links to various web sites and other materials of interest to the Sauk Community in its assessment of student learning.  



	Handbook

	This is the current version of the Faculty Assessment Handbook, written by the Faculty Core Team of the AAAC.   It is intended to be a useful resource to new and seasoned faculty--but do not expect it always to be reverent.



	Assessment Plan
 - 7/05 DRAFT Available for review -
	This is the official regulatory document that describes the Assessment Plan to the college community and its accreditors, students and stakeholders.   It describes the rationale for assessing student learning, describes how assessment is accomplished, defines accountability for the system, and establishes the timeline for the assessment process.



	Archives

	Although there are no links yet to these folders from this location,  Assessment Data from past academic years is stored in this folder.  




Data Forms
We don’t know how the big universities are doing it (technically, we do, but we do not have those dollars), but someone somewhere has to transform data into usable reports.    We’re taking a collaborative approach that says if everyone will do a little bit, no one person will get stuck with the whole load.

( No paper copies of data will be entered into the system for you.  If you need help learning the system, ask a faculty core team member, area facilitator, or Instructional Technology staff for help.
( The basic form template is designed as a starting point.  Any changes that will help make data more usable for you and your colleagues will be considered.   If you don’t like some feature or can’t use it the way it’s set up, no problem!    Help us set up the one you need.

Navigating to the form you need differs depending on whether you are entering data for a discipline or program goal, an area assessment project, or one of the institutional general education competencies for this academic year.   Here is a look at each type:

1.  Discipline and Program Assessment:

Here’s a basic walkthrough of the discipline and program forms (using Biology as the sample discipline):

1. At the time you enter your classroom assessment data, go into the Assessment Folder. From the Welcome page, go to the current academic year (2005-2006) and click on the link for your discipline or program.   (For the sample walkthrough, click on Biology.)
2. Notice that the Assessment Report Form contains all of the objectives that the full-time faculty has developed for the discipline or program.  The full-time faculty will have decided on one objective to concentrate assessment efforts on.   Note that “nd” indicates that no formal assessment project has been yet undertaken; over time, all of the objectives should be assessed and the most recent assessment date appear.  (For the sample walkthrough, notice that Biology is assessing 1B in 2005-6.)
3. Click on the Data form link for the objective you are assessing.  This link will take you to the spreadsheet set up for the assessment data you collect.
 (For the sample walkthrough, click on Data form:  BIOIB.)   
( Notice a change:   The descriptions of the assessment instrument and the criteria for success have been moved from the report form to the data form in response to the variety of tools being used.   Individual instructors should change the “default” description and criteria as necessary to accurately describe the classroom assessment done.  Changing the criteria for aggregated data requires a consensus in multi-instructor disciplines.  (In the sample walkthrough, each biology instructor may use a different kind of assessment tool, but should be aware that any change to the criteria would need to be discussed with his or her colleagues when looking at the aggregated data.)
4. Fill out the spreadsheet by placing information in all of the shaded boxes.  We encourage you to be thorough in your analysis, both for your own instruction and as input for any subsequent aggregation and discussion of the data at a discipline or area level. 

5. “Save” or “save as” will require you to rename the form and save it to another location prior to attaching it to an email to assessment@svcc.edu.  (In the sample walkthrough, Brad Smith might rename BIO1Bdata.xls as BIO1BSS05.xls, indicating clearly to the folder manager that this is his objective 1B data for the spring 05 semester.)

(Need help?  If you need help establishing a storage location on your own computer for your assessment folders or in learning how to attach a file to an e-mail, contact the Instructional Technology Department (ext. 229) or Information Services (ext. 218).

2.  Area Assessment Project:

Here’s a basic walkthrough of the forms if you are participating in an area assessment project for one of the general education distribution requirements (using Communications as the sample area):

1. At the time you enter your classroom assessment data, go into the Assessment Folder. From the Welcome page, go to the current academic year (2005-2006) and click on the AREA link.
2. Click on the link to the area for which you are to report data (For the sample walkthrough, click on Communications.)

3. Notice that the Area’s Assessment Report Form contains all of the objectives that the full-time faculty has developed for that area.  The full-time faculty will have decided on one objective to concentrate assessment efforts on.   Note that “nd” indicates that no formal assessment project has been yet undertaken; over time, all of the objectives should be assessed and the most recent assessment date appear.  (For the sample walkthrough, notice that Communications is currently assessing C2C in 2005-6.)

4. Click on the Data form link for the objective you are assessing.  This link will take you to the spreadsheet set up for the assessment data you collect.
 (For the sample walkthrough, click on Data form:  C2C.)   
5. Fill out the spreadsheet by placing information in all of the shaded boxes.  We encourage you to be thorough in your analysis, both for your own instruction and as input for any subsequent aggregation and discussion of the data at a discipline or area level. 

6. “Save” or “save as” will require you to rename the form and save it to another location prior to attaching it to an email to assessment@svcc.edu.  (In the sample walkthrough, Randy Norris  might rename C2Cdata.xls as C2Crnf05.xls, indicating clearly to the folder manager that this is his area project data for the fall 05 semester.)

(Need help?  If you need help establishing a storage location on your own computer for your assessment folders or in learning how to attach a file to an e-mail, contact the Instructional Technology Department (ext. 229) or Information Services (ext. 218).

3.  Institutional Gen Ed Project  (Common Criteria)

Here’s a basic walkthrough of the forms for the 2005-2006 general education project --Problem-solving and Communication--(using Oral communication as the sample competency):

1. At the time you plan your classroom assessment, go into the Assessment Folder. From the Welcome page, click on the 2005-06 Gen Ed Project link.  If you need to choose which competency(ies) you will assess, click on the Common Criteria link at the top of the page.   Or you may look at the criteria for just the competency you will assess by clicking on the code under each listing (for the sample walkthrough, click on GE2B to view the common criteria for Speaking.)
2. At the time you have data to file from your classroom assessment event, go into the Assessment Folder.  From the Welcome page, click on the 2005-06 Gen Ed Project link.  Click on the Data form link for the objective you are assessing.  This link will take you to the spreadsheet set up for the assessment data you collect. (For the sample walkthrough, click on the Data Collection Form Template in the column to the right of “Speaking.”)   
3. Fill out the spreadsheet by placing information in all of the shaded boxes.  Although we encourage you to apply what you learn from the assessment event to your own instruction, you need only place in the analysis box those comments which you believe will be helpful to the General Education Subcommittee as it analyzes the aggregated results from across the institution.   Please do be as thorough as possible in describing the type of assessment event you used.
4. “Save” or “save as” will require you to rename the form and save it to another location prior to attaching it to an email to assessment@svcc.edu.  (In the sample walkthrough, Jane Hamilton  might rename speaking.xls as speakingjhS06.xls, indicating clearly to the folder manager that this is her gen ed project data for the spring 06 semester.)

(Need help?  If you need help establishing a storage location on your own computer for your assessment folders or in learning how to attach a file to an e-mail, contact the Instructional Technology Department (ext. 229) or Information Services (ext. 218).
ARTIFACT STORAGE
Data, evidence, measures, artifacts:   Call them what you will, the [bad?] news is that we have to store them. The good news is that our digital system will minimize the clutter in your office. Since most of our classroom data comes from materials that are part of your instructional process, it is reasonable to assume that the majority of original documents will be returned to students. This creates a discrepancy between what is practical to keep and store, and what the expectations of the HLC are. While it may be feasible, and even desirable, to keep 40 single page pre- and post tests in a file cabinet, it would be almost impossible to photocopy and store 150 portfolios for eighteen months while collecting other portfolios to regenerate the cycle. 

The recommendation from our consultant is that it would be wise for us to KEEP EVERYTHING until after our focus visit on assessment.  Artifacts only have to be stored as long as the data sheets are still being discussed, approximately 18 months. Some of you probably already keep everything, and can’t imagine what all the fuss is about. For those of you who don’t, unfortunately, you will have to start. Think of it as preparing against the eventuality of an audit by the HLC. They have every right and every reason to follow one of our data streams through the system, and that data stream starts with you. You should be prepared to support your reported numbers with facts and examples, but let’s look at the compromise between thorough and practical by way of a few examples.
· Example one: you give a pre-test post –test and use the results to fill out a pre-test post-test data form for your assessment. 

What to keep: Keep the tests. They won’t take up a whole bunch of space, and once you are discussing and analyzing findings, it may be important to go back and look at trends; i.e. did most students miss question #3? It may also be important to have the original wording of the test, as that may be up for discussion when you are looking at results.

· Example two: you use a rubric assessment of portfolios of compositions.

What to keep: Even if you thought it were sound from an environmental standpoint, photocopying and storing every portfolio you read would be mind-boggling. You may want to consider this from an evidence standpoint. Your report form will show the class aggregate, so the evidence would be the rubric sheets from those portfolios you assessed. You should keep a copy of the rubric you used to ‘score’ each student’s portfolio showing the ratings you gave. It would also be a good idea to make a photocopy of a ‘high’ scoring portfolio, a ‘low’ scoring portfolio, and an ‘average’ scoring portfolio, so that the distribution could be supported, and so that you have a sampling of real examples to look at when you are analyzing your data and making conclusions and recommendations. 
· Example Three: You videotape students during an oral presentation and rate their performance against a checklist.

What to keep: Keep the videotapes, and keep the checklists. Again, not only will it be evidence of your system, but it may provide valuable information when you determine if your students are getting everything you want them to get out of your instructional methods.
The real crux of what to keep and what to toss or give back is this: we’re expected to document that our numbers and results are real, part of a system that is functioning to create meaningful discussion and decision-making about the teaching and learning process. If you have questions about what you should keep, feel free to contact any core team member.










































Indirect Measures:   We’ll confess somewhat reluctantly that there is a fourth data stream.   It’s perfectly appropriate for use by support services and in the developmental program.  But for academic assessment, it’s better to avoid basing instruction on what students themselves think about their learning.   Until we have a fully mature assessment program that is reliably working to improve instruction based on direct measures, the Assessment Committee will be discouraging any attempt to insert into the system students opinions about what they are learning. 








Classroom Measures Reported in the SVCC Assessment System�
�
Instructor rubrics for applied music lessons�Student-faculty conferences�Classroom observation��Written exams/ Standardized exams/ Objective exams/ Final exams/ Evaluation exams�Embedded items in exams�Quizzes�Pre- and post-tests�NCLEX scores (nursing)�Clinical Competency exams ��Classroom projects�In-class activities��Classroom performances / Performance-based assessments�Presentation projects / oral presentations�Student recitals�Videotape of interaction between students and volunteer��Student juries with faculty panel�Clinical evaluations ��Simulations��Assignments involving music technology.�Drawings / computer programs �Lab assignments / lab experiments / lab-based hands-on assignments /�calculations in lab setting�
Classroom engagements (in speech – small group communication)�Group performances / group activities / group projects�Ensemble director rubric for ensemble experience.��Written assignments / course assignment��Essays / Reader response, argumentative or persuasive essays�Interpretations of texts�Multiple drafts (of writing) in classes.�Research papers / Research of …��Written responses�Personal evaluations, journals�Process recordings �Paper documenting philosophy, skills, and abilities ��Case studies��Survey (of student attitudes) �Pre- and post-surveys, ��Checklists�Classroom assessment techniques (CATs)


 Professional portfolio documenting philosophy, skills, and abilities�Care plans (in nursing)�
�









Resource Folder:   


Information about assessment is also available in the Assessment Folder.   Just click on Resources on the Welcome page.  From there you may follow links to a variety of topics:


HLC criteria


Glossaries


Examples of Assessment Plans


Critical Thinking


Rubrics


On-line Assessment


Writing Objectives


Statistics 


Sources include our own local in-service presentations as well as a variety of websites.  





Contact Karen Pinter if you have a suggestion for additional links.





Syllabus Statement:   (Please include as written in each class syllabus.)





Sauk Valley Community College is an institution dedicated to continuous instructional improvement.  As part of our assessment efforts, it is necessary for us to collect and analyze course-level data.  Data drawn from students’ work for the purposes of institutional assessment will be collected and posted in aggregate, and will not identify individual students.  Your continued support in our on-going effort to provide quality instructional services at SVCC is appreciated. 








Shortcut:   One easy way to have access to the folder is to create a shortcut on your desktop: 


Open � HYPERLINK "http://intserver.svcc.edu/assessment" ��http://intserver.svcc.edu/assessment� and log in.  


Select and right-click Welcome.doc and then click on the “create shortcut” option.  


Say “yes” to place the shortcut on your desktop.


Whenever you double-click the shortcut icon, you’ll be asked to log in and then be taken directly to the Welcome page.





Navigating the Assessment folder:  Use the blue, underlined links embedded in documents and spreadsheets to navigate to files you need in the folder.   Although you may use the “back” arrow in the upper left-hand corner to return to a previous page (as you do for the internet), it’s better to close the file.    Because we’re making use of linking features in Microsoft™ Office, there are some differences from the internet in moving around  in the system that may be frustrating while you get used to them.   











� (Thanks to Kevin Megill and Patrick Kennedy for taking the time to glean these out of the plans.)


� For help, call the Instructional Technology Center at extension 229 or Jane Hamilton at extension 224.  (Jane is the faculty Core Team member especially designated to ride herd on the Assessment Folder and data reporting issues, but any of the core team members should be able to assist you.)


� At the moment of this printing, not all of the custom forms had been moved into the new system, so if you open your form early in the semester and don’t see the rubric, pre/post test, or customized form you expect, please call Jane Hamilton ( ext. 224) so she can fix that for your use.


� At the time of this revision, not all of the area forms are in place.   Call Jane Hamilton at ext. 224 if this is still true at the time you need to access those forms.
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