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Administrative and Educational Support Services Unit Outcomes
How we move toward the future vision while we implement the mission and remain true to our core values

	Unit:  Career Center – Sample Form for Illustration Purposes Only
	Academic Year: Enter Academic Year for which outcomes will be measured

	Unit Mission Statement:  To assist students in transition from academia to the world of work by preparing students for life after graduation

	Mission, Outcomes and Criteria for Success Prepared By:  Your Name
	Date:  Date Completed

	Data Collected and Results Completed By:  Complete During Spring with Your Name
	Date:  Date Columns 4 and 5 finished


	VISION STATEMENT
Southwestern leads and inspires lifelong learning.
	MISSION STATEMENT
Southwestern provides quality learning opportunities

	Institutional Goals

	1. College governance through strong Board of Education and Administration leadership provides the vision and structure for long term college sustainability and growth
	2. Student access to quality teaching and learning opportunities opens pathways to dreams.

	3. Exceptional educational programs and experiences designed, developed, scheduled, implemented, and assessed
	4. Adequate physical, fiscal, and Integrated Technology Services resources allocated through continuous improvement and aggressive pursuit of traditional and non-traditional resources to meet the needs of our present and future stakeholders.

	5. To support all employees and the college as a learning organization responsive to individual and organization success with resources, training, tools and feedback.
	6. Premier collaborative relationships initiated with educational institutions, economic and workforce development, business and industry alliances, health care alliances, government agencies, and community groups.




	Institutional Goals Supported
	Objectives / Outcomes
	Means of Assessment & Criteria for Success
	Summary of Data Collected
	Use of Results

	Reference institutional goal(s) from strategic plan


	1-  Students attending career center resume workshops will produce quality resumes
	1a – Utilizing resume checklist describing quality components of a resume, the staff will analyze resumes submitted for referrals and 80% of students who attended workshop will receive greater than a rating of 4 on the checklist.  No indicator will be below an average of 3

Responsible Staff:  Staff Name Here – repeat for all means of assessment
	1a – 536 resumes reviewed; 316 attended workshops; 213 received score of 5 (67%); 89 scored 4 (28%) 14 received a 3.  The quality indicator consistently missed by students was “use of action verbs”
	1a – All resumes produced by students attending the workshop met quality criteria; however, staff decided all students need to attend the workshop.  Proposal submitted to the VP of Instruction for consideration.  Checklist worked well and will use again next year.  Staff created a skit to illustrate to students the importance of action verbs.  Focus groups scheduled to further evaluate content of workshops.
Budget Requirement: $ - needed for next budget cycle; repeat for each outcome needing additional resources for the next year to support the efforts to improve and enhance student success


	
Career Center supports Institutional Goals #2 and #6 of the strategic plan
	2 - Career center will provide job search assistance
	1b – On Survey given to recruiters regarding quality of resumes reviewed, recruiters will rank student resumes with average score of 3.5 or higher.  No indicator will be consistently below average of 3.0.
	1b – Recruiters rated the average quality of the resumes at 3.1.  No indicator was consistently below average of 3.0
	1b – Although the criteria was met, the CC staff examined the survey given to recruiters and decided the information from it gave nothing that could be used to help students with resume writing – decided to redesign the survey.

	
	3 - Graduates will be satisfied with services provided by the career center
	2 – At the end of the year, CC will evaluate five of the job search assistance programs.  Records will indicate each of the areas had an increase in number of students attending this year over last year.
	2 – Increase of 43 students in job search assistance; 27 for the resume workshop; 8 for mock interviews
	2- CC staff is satisfied with the 3 of 5 job search programs and will offer 2 new/additional programs next year.  

	
	 Three is manageable – include more if desired
	3a – Respondents will indicate on graduating student survey an average rating of 3.3 or higher as to satisfaction with Career Center
	3a – Satisfaction rating of CC = 3.4; however, international only rated as 1.4;
	3a – Criteria for success was met; with international students attending workshops with international staff present as well.  

	Right click to add more rows, choose insert, choose insert rows below
	Focus on a few and do well
	3b – 95% of students completing a point-of-contact survey will be “very satisfied” or “satisfied” with their overall experience with the CC.  No service will receive “not satisfied” more than 30% of the students responding.

	3b – 91% of students completing a point-of-contact survey indicated VS/Satisfied.  47% rated not satisfied with computer/internet job search sources
	3b – Career Center staff have locate3d several new internet sources of career information.  Six additional work stations were established using computer hardware donated by Kroger and International Paper.



Information adapted from Institutional Effectiveness Associates


How do we measure means of assessment and criteria for success?  Several tools are available for measuring outcomes with the most common provided in the list below, for more ideas please contact Institutional Research.

	Student Learning – Direct Assessment Methods
	Student Learning – Indirect Assessment Methods
	Services – Assessment Methods

	· Locally developed tests or standardized
         Tests
	· Exit interviews of students
	· Student self-evaluations

	· Faculty-created rubrics
	· Student, employer and alumni surveys
	· Point-of-service surveys

	· Essays
	· Graduation and transfer rates
	· Focus Groups

	· Blind-scored projects
	· Job placement data
	· Graduation Surveys

	· Professional exams
	· Satisfaction surveys
	· ACT   or CCSSE

	· Capstone experience or course
	· Observing and recording students’ behaviors
	· Counting the volume/degree of service – direct method

	· Juried review of projects, exhibitions and
        Performances
	· Self-report measures assessing students’ 
       perceptions of what they’ve learned
	Observations (number of participants, number of inquiries, reaction of participants, etc.)

	· Portfolio assessment
	· CCSSE    or    CAAP    
	· Satisfaction surveys – attitudinal assessment

	· Certification & placement exams.
	· Research projects
	· External Validation – Audits, Inspections, etc.

	   This list is to provide a sample of methods, instruments and tools available to faculty and staff and is meant to stimulate ideas for other methods



Now that I know which tool to use, how do I develop the outcome?  Outcome is a result of an action – use verbs.
	Example Means of Assessment and Criteria for Success

	Customer Satisfaction: Customer satisfaction is equal to or higher than the previous year.

	Quality: Work is completed with a percentage of errors, numbers or dollars better  than or equal to the previous year  

	Quantity: The percentage of requests fulfilled or numbers served is equal to or better than the previous year

	Efficiency:  Average time for a response

	Increase enrollment of non-traditional and part-time students by 3%

	Increase Career Pathway enrollments by 3%

	Increase retention of students by 3%

	Adopt one new program

	Improve student ratings of instructors by 5%

	Improve student satisfaction of services by 10%

	Increase in-service activities for all employee groups

	Increase student academic achievement in “X” course by 5%



Instructions for completing the Outcomes Form

Unit and Year Data and Mission – Document Heading
a. Enter the Unit area (Enrollment Management, ESPS, Admissions, Tutoring, ELI, Career Center, Math, Human Services, Nursing)
b. Enter the academic year associated with the identified outcomes measurement timeframe.  Example:  2008-09 outcomes will be measured by end of spring term 2009
c. Unit Mission:  Enter the mission of the unit
d. Enter the name of the staff preparing the information for columns 1 – 3 and the date prepared
e. Columns 4 – 5 will be completed at the time measurement and analysis occurs, usually the end of spring term (may occur more often depending on timing when assessment tools are presented to students)
f. Enter the name of the staff completing columns 4 – 5 and the date completed.
Column 1 – Institutional Goals Supported
a. Enter the institutional goal(s) from the institutional strategic plan supported by the unit
b. SOCC strategic plan is located at:  www.socc.edu/board - click on the current strategic plan
Column 2 – Objectives / Outcomes – answers the question: What does my unit DO to increase student success? 
a. Brainstorm with all staff objectives/outcomes related to quality, quantity, efficiency, satisfaction, etc., - refer to example form.
b. Make the outcomes manageable – three is plenty. 
c. A few key words, complete sentences optional
Column 3 – Means of Assessment & Criteria for Success
a. Enter the assessment tool and success criteria in column 3–  refer to list of tools below; success criteria answers how the unit will KNOW the level of success or achievement with respect to the identified outcome.
b. You may need to create a new assessment tool and rating scales or other surveys, for assistance feel free to contact Institutional Research 
c. Review means of assessment  information to generate ideas and potential instruments to be used in determining the effectiveness of the unit based on the identified outcome(s)
d. Refer to example form.  For assistance with CCSSE or other assessment tools, contact Institutional Research. 
e. One tool may support more than one objective/outcome – refer to example form
f. Use percentages, use rating scales, etc. 
g. There is no need to keep a one to one relationship across rows with respect to the outcomes and tools – refer to them as 1, 1a, 1b – etc, refer to example form 
h. Enter the staff person responsible for developing the assessment tools and collecting the data to be used in columns 3, 4 and 5
Column 4 – Summary of Data Collected:  Columns 4 and 5 will be completed by the end of spring term based on the data collected
a. Record the results from the assessment tool(s).  
b. Analyze the data and focus on where improvement may need to occur.  Refer to example form
Column 5 – Use of Results
a. Record how the results will be used – what changes will occur as a result of the information collected and reviewed in Columns 3 and 4
b. Objectives / Outcomes may occur in repeated years
c. Increase success criteria each year using incremental steps of improvement
d. Enhance programs based on results – be sure to look at individual results as the overall criteria may be met, however, a sub-item within a survey may need specific attention.  Refer to example form 
e. Enter a dollar amount for budgeting purposes if the outcomes will require additional funds not already budgeted for the unit.  Be sure this is recorded during the budget process.
f. Create new objectives / outcomes as needed, just remember to keep the number of objectives / outcomes manageable
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