UAC Guidelines for Assessment Project Report
For each annual assessment project, departments/programs should submit a short narrative report (2-3 pages plus appendices) to their college/school assessment coordinator on or before the specified date (usually early in Fall Quarter).  The report should be submitted to the college/school assessment coordinator as a WORD document with a file name that identifies the year and the major/program. The college/school assessment coordinator will either sign off on the report or return it to the program coordinator for revision and strengthening.  Once approved at the college/school level, the report will be converted to pdf format and forwarded to the University Assessment Committee.  The report format is shown below.  

Report Format
Date Submitted:                                          
School/College:
Major  (undergraduate) or Program (graduate):
Person(s) responsible for the design and implementation of assessment project and writing the report:

1. Project Overview and Assessment Goals
A. List the program Learning Outcome(s) that the project is assessing.
B. Provide a brief description of the project and the assessment question(s) being addressed.
C. Does this project correspond to the most recent program assessment plan sent to the school or college assessment coordinator? If not, please submit a revised plan along with this report.
D. If the outcome(s) have been previously assessed, please report when they were assessed, what conclusions were reached from the previous assessment, and what “closing the loop” changes, if any, were made based on those conclusions.  Also indicate whether the assessment method used previously is the same as the one described in this report. If not, what is changed?
2. Project Design and Coherence
A. Identify the student product(s) used for direct assessment of the Learning Outcome(s) that you listed in 1.A.  [for example, objective exam, essay exam, major paper, PowerPoint presentation, design project, performance].  Explain the context for this product [course name(s) and number(s), place in curriculum, instructor(s), and so forth). NOTE: If your project depends on anonymity, report only contextual information that doesn’t need to be anonymous.     If the project focused on a single or common assignment, please attach the assignment handout or explanation in the syllabus as an appendix.
B. Explain how the student product was scored and by whom [for example, objective scoring by machine; course instructor using a rubric; judging panel using a rubric]   If your project used a rubric, please explain who created the rubric and attach it as an appendix.
C. Explain the “fit” or “match” between the program Learning Outcome(s) being assessed and the student product used as a direct measure.  In other words, how fully does the quality of the product reveal achievement of the LO?  [Sometimes there may be a one-to-one correspondence between the LO and the product.  At other times, only some features  of the product are relevant to the LO.  In such cases, the LO might be assessed only by one or two rows of a rubric or by a few selected questions on an exam.]
D. Explain how program faculty defined “aspirational” achievement of the LO and “minimal achievement” of the LO and how they distinguished between “minimal performance” and “unacceptable performance.”   If the project used a rubric, does the rubric clearly indicate these categories and specify the corresponding criteria?  If not, explain how rubric scores correspond to these categories.  If program faculty haven’t yet defined criteria for “aspirational,” “minimal,” and “unacceptable” achievement of the LO(s), how and when do you plan to do so? 
E. If your project used a rubric, did program faculty try to establish inter-rater reliability in the use of the rubric?  If so, explain how.  If not, explain why.
3. Project Methods
Narrate how the project was conducted.  Who did what when?  
4. Project Results
Report your results as a table or chart showing the number of student products evaluated and the distribution of performances across the quality categories shown in your rubric or across the continuum of objective scores.   Particularly highlight the percentage of performances meeting your program’s aspirational goals and the percentage failing to meet minimal standards. 
5. Discussion of Results
This section of your report is central to the assessment process and therefore to the assessment report..  Explain what program faculty learned through their analysis of the results.  Discuss results from the perspective of both summative and formative assessment.  Summative assessment:   To what extent are program faculty members satisfied with these results?  Why or why not?  Formative assessment:   what problem areas or patterns of weakness were uncovered?  How might these problem areas be addressed through changes in pedagogy, course or assignment design, or sequencing of instruction?  If the outcome(s) have been previously assessed, what changes in student performance have been revealed?
6.  “Closing the loop” actions
What follow-up actions do program faculty plan to take next as a result of this project?  You might decide to institute changes, to decide no changes are needed, or to gather more data.  Typically, your action plan will fall into one of the following categories.  Choose the most appropriate. 
 A.    If your assessment data suggest changes that might improve student learning, what changes will you make?  (Changes might include new assignments, shifts in pedagogy, closing of gaps in the curriculum, improved scaffolding, more effective sequencing, and so forth.)   How and when will you try to assess whether the changes were helpful?   
B.     If the assessment data suggest that no changes are needed, what follow-up action is planned for the continued assessment of student performance in relation to this outcome (for example, in other assignments, courses, or areas of the curriculum)?  
C.     If the assessment data are not conclusive enough to make sound decisions about changes, what action will you take either to refine assessment results or gather the additional data necessary for further deliberation?  Describe the plan and time table for this additional information gathering. 
7. [bookmark: _GoBack]Project ownership
To what extent were all program faculty involved in this project’s discussion and analysis? When, how, and by whom were assessment findings discussed and decisions made about appropriate actions to take in relation to these findings?
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