Loyola University New Orleans

Annual Report Guidelines

 For Offices, Departments, Centers & Institutes - Non Degree-Granting 
The Annual Report: Offices, Departments, Centers & Institutes – Non Degree-Granting is designed to facilitate reporting of planning and assessment activities that support decision making and inform programmatic quality enhancement. Annual Reports are expected to demonstrate assessment results including key performance indicators (KPIs) and student learning outcomes (SLOs) (where applicable), analysis of results and reflection, decisions/action plans in response to results, and follow-up activities. Completed Annual Reports along with supporting evidentiary documents must be posted on the office, department, center or institute’s Intranets by July 15th of each year. An electronic copy of the Annual Report must be submitted to each division head or department’s respective dean, where applicable, for review. 
The long-range plan to facilitate your programmatic review of assessment results is to have information relevant to your office/department/center/institute automatically entered into the template. However, this year we will provide a site to obtain the information requested in Tables 2.1, 2.2, and 2.3. Assessment survey information in Table 2.3 will be provided at the university level. Checking and verification of accuracy of the data is necessary as the information is generated from the university database (Common Data Warehouse). Table 2.4 (in-house/external studies/inventories) may require minimal input of information that is not maintained in our database. The other sections of the report seek narrative information and documentary evidence regarding your planning processes; assessment activities; use of information, i.e., actions informed by assessment results both in response to institutional data and office/department/center/institute-specific assessment initiatives that serve to support the mission/strategic plan of the university and/or enhance or improve student learning (where applicable) as well as a list of unit achievements for AY 2011-2012. 
The Annual Report for Offices, Departments, Centers & Institutes - Non Degree-Granting is structured to ensure that:
· Planning and assessment activities are in support of Loyola’s Mission:

Loyola University New Orleans, a Jesuit and Catholic institution of higher education, welcomes students of diverse backgrounds and prepares them to lead meaningful lives with and for others; to pursue truth, wisdom, and virtue; and to work for a more just world. Inspired by Ignatius of Loyola’s vision of finding God in all things, the university is grounded in the liberal arts and sciences, while also offering opportunities for professional studies in undergraduate and selected graduate programs. Through teaching, research, creative activities, and service, the faculty, in cooperation with the staff, strives to educate the whole student and to benefit the larger community.
· Content and format reflect an ongoing and  integrated system of planning, budgeting, and assessment with linkage to the respective college/department, where applicable, and university strategic planning initiatives;

· All office/department/center/institute operations demonstrate data-informed decision making and evidence of ongoing planning and assessment and continuous improvement, particularly with respect to key performance indicators and student learning outcomes (where applicable).
Along with posting a completed Annual Report (AY 2011-12), each office/department/center/institute must have updated supportive documents posted on its respective Intranet. A sample check list of documentary evidence includes the following:

· Most current office/department/center/institute (where applicable) comprehensive 5-year program review report

· Previous Annual Reports
· Previous Assessment Plan 

· Office/Department/Center/Institute’s Strategic Plan

· Overarching Key Performance Indicators (KPIs) and Student Learning Goals/Outcomes, where applicable
·  Key Performance Indicators measures and summary of results (e.g., results of in-house studies/inventories, Graduating Student (Exit) Survey, results of Student Satisfaction Inventory (SSI), and 5-year trend data on retention indicators (i.e., persistence rates and graduation rates)

· Summary results of other programmatic related assessment (e.g., results of outside reviews, professional accreditation/certification reports, etc.)

· Where applicable, any proposals that were submitted to any university review committees on behalf of the office/department/center/institute for establishing new or changing existing programs.
Report Submission Protocol:

· Completed Annual Report and documentary evidence including assessment results (see check list above) must be posted on each office/department/center/institute’s respective Intranet by July 15th. 

Formatting Guidelines:

· For consistency of appearance all reports should use: Times or Times New Roman font, 12 point. 

· 1” margins on top, bottom, right, and left 

· Pages should be numbered in the upper right hand corner.
Assessment Tools and Workshops:

An Annual Report Resource Guide (including guidelines for effectively articulating Student Learning Goals/Outcomes and recommended list of appropriate SLO measures/indicators) is available to facilitate the completion of the annual report. A special collection of educational planning and assessment resources is also on display in the Monroe Library (adjacent to the Center for Faculty Innovation on the 3rd floor of the Monroe Library). The collection includes books, monographs, manuals and handbooks, journal articles, and case studies. 

Several “Measure What You Treasure” workshops will be offered to assist offices, departments, centers, and institutes with data needs associated with the development and enhancement of their assessment and reporting practices and also with instructions and assistance in uploading annual reports, assessment plans, and supportive documents to their Intranets.  Dates for workshops will be announced via e-mail and posted on the Resources link of the Office of Institutional Research and Effectiveness homepage and the Center for Faculty Innovation (CFI) web site. In addition to providing open workshops to support the assessment needs of the campus, The Office of Institutional Research and Effectiveness (OIRE) offers department-specific workshops as well as individual faculty/staff consultation. For information regarding specialized workshops and consultation for your area, please contact Patrick Armstrong (parmstr2@loyno.edu or 865-2976) for information and/or to schedule a workshop or appointment. 

Note: The URL for the Annual Report Resource Guide is:  http://academicaffairs.loyno.edu/research/annual-report-assessment-templates.   
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