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STEP ONE:  Retrieve your 11-12 annual plan from the office of accreditation and assessment or via the annual unit plans link if you cannot locate it in your files. 
STEP TWO:  Review your 11-12 assessed Annual Plan. Some units have several years of back-data in their assessed plans that may be helpful to copy and paste into the assessment of your 2011-2012 annual plan. Utilizing several years of previous data helps to demonstrate trends and issues as well as consistent improvements.  

STEP THREE:  Review your assessment criteria listed for each objective stated and identify how you will assess that data. Is it data from the Office of Institutional Effectiveness or is it data that your unit produces? Is it data that you will need to “special request” from the Office of Institutional Effectiveness? If it is a special data request, then ask the Office of Institutional Effectiveness for a data request form. Other data that the Office of Institutional Effectiveness produces (survey results and summaries, student data reports and fact books) can usually be located on the college website. 

STEP FOUR: For specific instructions for assessing the Annual Plan, please refer to Directions for Completing the Annual Plan; the assessment portion is listed toward the end. 

STEP FIVE:  Speak with your staff regarding your assessment results and ask for input as to how those assessment results can be utilized most effectively. 

STEP SIX: Print out the Annual Plan Assessment Routing Form from and attach it to your assessed plan. 

If at any time you are experiencing confusion or difficulty in completing these forms or would like assistance while you complete them, you may call upon any member of the IE Committee who will be happy to help in any way:

Nicole Gerrard – x262

Bryan Gilchrist – x279

Erika MacWilliams – x277

Cheryl Malsheimer – x201

Brittany Snyder – x233

Michael McPherson – x280

Amber Ernst Leonard – x531
Suzy Park – x269

Denise Mera – x504

Linda MacMinn – x285

Debbie Allish – x532

Michelle Cherry – x237

Julie Bailey – x179

Liz Love – x281


STEP NINE: When completed, please submit the Assessed Annual Plan, and the Annual Plan Assessment and Routing Form to the Office of Institutional Effectiveness. 

*To make sure that your assessed document has been properly completed, you can always download the Annual Plan Assessment Checklist that the IE Committee will be referencing when reviewing your assessed plan. 
Assessing: Getting Started











