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Part I: Follow-up Assessment Report Template

Date of Follow-up Report Submission:

Name of Department / Unit:  

Name of Contact Person:  

Name of Person(s) Completing Follow-up Report:  

Instructions: Please submit reports using this template and not a separate word document. Text in italics reflects the content you should include within each section (and should be deleted once the report is finished). Reports should follow this format in a narrative form. The report should be written as though for an external audience. The suggested length of the follow-up assessment report is between 1 and 2 pages.  

I. Follow-Up on Last Year’s Assessment Report Recommendations  

To be completed by the Department’s Director or Unit leader. Based on the specific recommendations and planned actions listed within your previous assessment report, please describe what specific actions were taken as well as the results of these actions. If not, actions were taken, please provide an explanation.
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Part II: Annual Assessment Report Template: Needs or Benchmarking
Academic Year: 2020-2021
Date of Report Submission:

Name of Department:  

Name of Contact Person:  

Name of Person(s) completing report or contributing to the project:  
Type of Assessment:
Needs
| Benchmarking (Delete those not relevant to your project)
Instructions: Please submit reports using this template and not a separate word document. Text in italics reflects the content you should include within each section (and should be deleted once the report is finished). Reports should follow this format in a narrative form, with responses written within each bolded section. Attach all supporting materials as appendices (e.g. charts, graphs, survey instruments, rubrics). The report should be written as though for an external audience. Be sure to define key terms common to your area and avoid acronyms.  The suggested length of the assessment reports is between 5 and 10 pages (plus appendices in a separate document) (You may produce a larger report for other constituents, but for the purposes of this report we ask you keep to the suggested length).  
I. Abstract
Provide a short summary paragraph (no more than 150 words) describing the assessment project. The abstract should include the 1) motivation/problem, 2) type of assessment (needs or benchmarking), 3) methods/procedure/approach, 4) most important results/findings, 5) conclusion/implications, and 6) next steps to occur as a result of these implications. (For additional help, see sample abstract in the “annual assessment report guide” located on the Student Affairs webpage).
II. Assessment Question
State the specific assessment question that guided your project. This should be no more than 1-2 sentences in length. (In other words, what did you want to know, and what question did you need to answer for the project?)
III. Introduction & Context
Project Overview
Provide a brief overview of the project in 2-3 sentences. This should help readers orient themselves to the main ideas this project seeks to examine.
Context for This Year’s Report
Briefly contextualize how your project relates to 1) the goals or needs of your department, 2) the goals of the division and the university and 3) relevant research or literature. This should include:
· The goals or needs of your department.

· Strategic planning documents for your division / area and the university. Any relevant background research, previous assessment projects, and/or literature used to guide this project (cited appropriately). If relevant, please be sure to:

· Explicitly identify and define core concepts that you measured or used to interpret your data.

· Include any theories or frameworks used to guide the overall project.

· As needed, please speak to any ways that the circumstances related to the pandemic influenced the project
IV. Data Collection & Methodology
Population and Sample

***As needed, please speak to any ways that the circumstances related to the pandemic influenced the project***
Who did you focus on and collect data about for this project?  Please be sure to:

· Describe the broader population you wanted to focus on for this project and explain why you selected this group. Include:

· What is the population (e.g. first year students, universities that provide free counseling services) 

· How many people/institutions were in the total population?

· Any specific demographic descriptors as appropriate for the population. 
(benchmarking examples: institution type, size, affiliation)
(needs examples: e.g. race, gender, year in school)

· Rationale for why this group was most useful to answer your assessment question. 
(benchmarking example: all universities who provide free counseling services to undergraduate students because we want to examine how departments are configured that offer services in this way)
(needs example: all graduate students who interface with the Center for Students with Disabilities)

· Describe the specific sample of participants you invited to participate in this project and explain why you selected this group. Include 

· How many people/institutions were invited to participate?

· How did you decide to invite these people/institutions?
· Rationale for why you decided to collect information from this specific sample.
(benchmarking example: eight universities within the Chicago-land area of a similar size to DePaul to make fair comparisons)

(needs example: graduate students who have meet with a staff professional during the winter quarter)

Data Collection
How did you collect evidence to answer your assessment question?  Please be sure to:

· Describe specific data collection methods used to collect information (e.g., focus groups, survey, reflection papers, interviews, etc.).
· What method(s) were used?

· Did these methods already exist, or were they designed for this assessment project? 

· Who created the tools used to collect data for this project?

· What information was collected from each method?

· Describe when each data collection method was administered to collect information from participants (e.g., surveys were distributed during the first and last week of the quarter)
· NOTE: Any instruments used should be included in an appendix (e.g., interview questions, survey items, reflection prompts, etc.).

Data Analysis
How was the evidence you collected analyzed?  Please explain:

· The analysis methods you used to analyze and interpret the results.

· The person or group who analyzed the data.

· The specific framework(s) you used to determine best practices (for benchmarking) or student needs (for needs) from the data (e.g. data was coded using Kuh’s high impact practices framework).

· NOTE: Please include any scoring guides or rubrics in an appendix.
Participant Consent

How was consent obtained? Please include:

· Steps taken to ensure consent from participants (including if participation was optional). If consent was not collected, describe how participants were informed of their role in this assessment project.  

· If you did not obtain consent from participants, describe why this choice was made.
· What precautions were taken to keep participants’ information secure (i.e. kept in a locked file, data stripped of identifying information, etc.). Include what types of sensitive or identifying information about individual participants were collected through this assessment (if any).

· NOTE: A copy of consent forms or written requests to complete instruments should be included in an appendix.

V. Data & Findings
Response Rate and Demographics

***As needed, please speak to any ways that the circumstances related to the pandemic influenced the project***
Describe the specific sample of participants who participated in this project and explain why you selected this group. Include 

· How many people/institutions actually participated?

· The number of participants in the study and the response rate (actual vs. invited). (e.g. A total of 40 people participated in the assessment out of 100 people who were invited, yielding a 40% response rate.)

· At least 2 demographic descriptors within the sample, that you examined related to this group if your sample included either a) 15 students or more or b) 10 institutions or more.
(benchmarking examples: institution type, size, affiliation)
(needs examples: e.g. race, gender, year in school)

Key Findings

What are the key findings of this assessment project?  This section should be a narrative explanation of aggregated data from participants as either numbers or qualitative themes.  Please include the following information:

· Relevant participant demographic information collected about the respondents in the form of descriptive statistics
(benchmarking examples: institution type, size, affiliation ( 60% of institutions had fewer than 5,000 undergraduate students)
(needs examples: e.g. race, gender, year in school ( 60% of students identified as Black)

· You should be sure to include any demographics which were central to the decision to assess this specific group of students (per Section IV)

· Aggregate data findings summarized in numeric format (quantitative data) or representative themes or quotes (qualitative data) as written narrative in the report. If you feel a table, chart, or graph is helpful, refer to its location in a specific appendix.
· Please include all tables, charts, or graphs in an appendix.

VI. Discussion & Interpretation of Findings
Describe how you interpret the most important findings of your assessment project, highlighting the evidence found to support specific interpretations and conclusions you make.  Please be sure to: 

· Explicitly identify and discuss the key findings of the project in bullet point format based on the results previously stated in Section V.  

· For qualitative data, discuss the relevance of no more than 3-5 key findings (e.g., themes that emerged).  

· For quantitative data, discuss the relevance of no more than 3-5 key findings.  

· Discuss what you learned from the assessment.
· Discuss any findings that surprised you (if applicable). 

· Address any challenges or limitations (sample selection, response rate, data collection issues, etc.) that may have affected the findings.

· Address how the project contributes to your department, the field or division of Student Affairs 

VII. Recommendations and Plans for Action

Recommendations

Based on the interpretation of the findings within this project, please elaborate on: 

· Specific recommendations for your department (these should be items that the department is capable of implementing). Each recommendation should have its own bullet point in this section.
· (If applicable) Specific recommendations for other departments that may be valuable based on the findings of this assessment.

Action Plan

Based on the results of the assessment project (findings and interpretation, please share a specific plan of action to implement the recommendations stated above. This should include:
· Specific steps required to implement each bulleted recommendation. 

· A timeline by when the above steps will take place as part of implementing each recommendation.

· Any potential barriers to implementation that the department might face.


Sharing the results

Given the results of the assessment project (findings and interpretations), please discuss how you will share these results and associated recommendations with others. Please specifically include:
· Ways the results will be shared with others such as

· Participants.

· Students in your department.
· Staff in your department.
· Key stakeholders in the division or the university.
·  Implications this project has for other departments at the University or Student Affairs as a whole.

· If IRB approval was secured, describe how the data will be used beyond this assessment report (e.g. conference presentations, publications).

Assessment Report Check-List

(to be reviewed between the Assessment Facilitator and their Director. Delete before submitting the final report)
Did you remember to…
· Complete Part I (Follow up from last year’s assessment report)?

· Describe all actions taken as a result of last year’s report

· Describe the results of each action taken
· Complete Section I (Abstract)?

· Ensure your abstract is no more than 150 words?

· Include all six components (motivation/problem, type of assessment, methods/procedure/approach, most important results/findings, conclusion/implications, and next steps)

· Complete Section II (Assessment Question)?

· Use no more than 2 sentences for your assessment question?

· Complete Section III (Introduction & Context)?

· Discuss the relevance of the assessment project to your department, the division and the university?

· Provide properly cited research or scholarship to support your project?

· Complete Section IV (Data Collection & Methodology)?

· Describe how and from whom you collected data?

· Describe how you analyzed the data you collected?

· Share numeric information in number format (or numbers with percentages listed in parentheses)?
· Describe how participant consent was obtained and how their information was kept secure?

· Include all rubrics, questionnaires, etc. in the appendix?

· Complete Section V (Data & Results)?

· Include the number of people who participated and who were invited to participate?

· Include aggregated findings for both quantitative and qualitative data?

· Report quantitative findings in numeric format?

· Include all graphs, charts, tables, etc. in the appendix?

· Complete Section VI (Discussion & Interpretation of Results)?

· Use bullet format to identify and discuss key interpretations of the results and their significance?

· Address any challenges or limitations that may have impacted your results?

· Complete Section VII (Recommendations and Plans for Action)?

· Offer specific recommendations your department could implement based on your findings?

· Outline a detailed timeline by which your department will implement your recommendations?

· Describe how your department will share the results of the assessment with key stakeholders?

· Delete all instructional text to help you write the report (in italics)?

· Insert your department name into the header?

· Save the appendix as a separate document from the main report?

