
Regent University
Preliminary Checklist for Administrative Unit Assessment 
Department:
Unit:
School (if applicable):
The purpose of this checklist is to help you identify and determine your assessment needs.
What are you assessing?
· Student’s level of satisfaction with services
· Outcomes (gains) based on interaction
· Processes (productivity, efficiency, etc.)
What is the intended outcome or objective?

Why are you assessing?
· For internal purposes (e.g. unit review, etc.)
· Good Management
· Quality motivation
· To know where you are
· To know where you have been
· To know what is possible and how to get there
· Other:
· For external purposes
· Regional Accreditation
· Organizational Level Accreditation
· Other:
From whom will you collect the data?
· Incoming students
· Current students
· Graduation students
· Alumni
· Faculty
· Staff
· Parents
· Other institutions
· Employers of graduates
· Other:
How will you collect the data?
· Measures of volume of activity
-e.g.: Number of clients served, circulation date, gross sales.
Specify:

· Measures of efficiency
-e.g.: Average turnaround time for filling requests, timely service/prompt response, budget information.
Specify:

· Measures of service quality
-e.g.: Error rates, accuracy of the information provided.
Specify:

· Client satisfaction surveys
-e.g.: Student satisfaction survey, alumni survey, employer survey, customer survey.

· Other methods to obtain client feedback
-e.g.: Focus groups, comments via e-mail, evaluation forms, suggestion box, and hotline. 

· Staff discussions/evaluations of services to clients
Specify:

· Review of existing data 
-e.g.: Departmental routine records/reports, institutional data, audits.
Specify:

· Standards/guidelines provided by professional associations such as SCUP, NACUBO

· Standards set by federal, state, county, city, or Regent University regulations

· External evaluators/auditors

· Benchmarks/Comparisons with peer institutions

· Other:
How often do you collect the data?
· Weekly
· Monthly
· Each semester
· Each assessment cycle
· Other:
What are the desired results or targets?
· Specify:

How will you use the data?
· To make improvements
· For accreditation review
· To fulfill a request by a committee
· To support a proposal
· To recruit new students
