[bookmark: _Toc22200408]








Appendix A: 
The Brooklyn College Worksheet for Identifying and Defining AES Unit Goals


[bookmark: _Hlk29819689][bookmark: _Toc3962657][bookmark: _Hlk21619417]Brooklyn College Worksheet for Identifying and Defining AES Unit Goals
After each assessment team member has completed this worksheet, compare notes and discuss the results. Then summarize and articulate primary goals. 
	Division: 
Unit: 

Identify the Unit mission and list all appropriate Unit goals. 








Describe the most important services your Unit provides. 










Identify key functions or services within your Unit that contribute to supporting the College’s mission and/or strategic plan. 








For each key function or service, ask how Brooklyn College:

a. Operates more effectively as a result of your service






b. Can support students because of your service







c. Benefits from utilizing your service










In what ways should your Unit make a difference in successful outcomes for Brooklyn College students, faculty, staff, and other administrative Units?









Articulate 3-5 Goals which align with your Unit mission
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Appendix B:
Sample Detailed AES Assessment Planning Document
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Appendix C: 
Glossary

Glossary 
Administrative Unit: An office responsible for the operational activities within an educational institution.
AES Assessment: Administrative, Educational and Student Support Unit Assessment - the assessment of the effectiveness of non-instructional units within an institution.
Alignment: The degree to which the components of an education system—such as standards, curricula, assessments, and instruction—work together to achieve desired goals (Ananda, 2003; Resnick, Rothman, Slattery, and Vranek, 2003; Webb, 1997b). 
Assessment: A systematic process of gathering and analyzing information to see if your division, unit, or program is meeting its goals, objectives, or outcomes and then using that information to make improvements
Assessment Instrument: A tool or instrument used to assess administrative operations and units. A commonly used tool is a rubric for performance appraisals. To learn more about assessment instruments, please refer to the Brooklyn College AES Assessment Handbook.
Assessment Method: The method used to assess unit outcomes. This can be a short description of the unit activity or process and the assessment instrument (e.g., locally developed rubric) used.
Assessment Results: The quantitative or qualitative results of the assessment of unit performance. This can be presented as short paragraph, a graph, a table, etc.
Direct Measures: For student learning outcomes (SLOs), these are the measurements of student knowledge, behaviors and learning linked to specified SLOs.
Data Source: The origin of the data used to answer a research question. In the context of this document, the data source is the sample and sampling method description for data collection.
Division: A department within an institution. At Brooklyn College, there are five divisions under which numerous offices (units) are housed, including Academic Affairs or Enrollment Management and Retention, for example.
Documentation: Materials that provide evidence or record of certain activities, decisions, or planning.
Evaluation: The process of assessing the value, worth or effectiveness of an initiative, program, process or curriculum; evidence-gathering processes that are designed to examine unit, program, or institution-level effectiveness.
Goals: The general aims or purposes of an educational system, often at the unit or program level, that are broadly defined and include intended outcomes.
Indirect Assessment: The measurement of student learning experiences often linked to direct assessments but not measuring student learning outcomes. Consequently, indirect assessments can include opinions or thoughts about student knowledge, values, beliefs and attitudes about educational programs, processes and curriculum. They may also include measures of student outcomes like retention rate, course grades or GPA that are not direct assessments of the student learning outcomes.
Initiative: A general term for a strategy, program, product, service, or project.
Institutional Effectiveness: How well an institution meets its mission and goals, as well as meeting stakeholder needs, deploying resources effectively, prudently, and efficiently to ensure an institution’s well-being, serving the public good, and demonstrating an institution’s quality and effectiveness in fulfilling its responsibilities (Suskie, 2014).
Mapping:  Identifying where outcomes are aligned with a mission, goals, or initiatives.
Mission: An institution’s mission defines its purpose within the context of higher education, the students it serves, and what it intends to accomplish (MSCHE, 2018). 
Operational Outcomes: Outcomes that reflect the core mission and purpose of the administrative unit by stating the expected results. Operational outcomes are generally assessed to ensure effectiveness of the unit at meeting its mission. Accordingly, operational outcomes are written in present tense. 
Outcomes: The results of programs including behaviors, knowledge, skills and level of functioning. They are usually measured as an assessment. For SLOs, they can be measured using a performance appraisal or a test.
Performance Target: A quantitative benchmark for assessing achievement. For example, if one the quality of a service using a rubric for performance appraisal, a target can be set as 70% of servicers meeting or exceeding expectations.
Planning Document: A document that calendars the assessment of outcomes for a program, initiative, program, or unit, and outlines when the outcomes will be assessed. A detailed planning document also includes the unit goals, assessment methods, coordinating staff, and dates for evaluation, improvement planning, and re-evaluation of unit outcomes.
Results-based Changes: Changes made within a division or unit based on the analysis of the assessment results. These changes attempt to remedy or better any areas or processes needing improvement as identified by the assessment process. 
Rubric: A tool used in assessing student artifacts, e.g., oral exams, research papers, and capstone projects, or in assessing unit processes, e.g., services, activities, and procedures. Assessment rubrics are useful because they list clear expectations of performance and provide a way to rate student work and unit operations.
Sample: A selected subset of a population, ideally representative of the whole.
Sampling Method: The way in which the sample from the population is selected.
Strategic Outcomes: Outcomes that reflect future expected results of the unit, based on a planned activity. Strategic outcomes are generally assessed as part of the planning process to ensure strategic initiatives have the intended or positive results. Accordingly, strategic outcomes typically are written in future tense.
Student Learning Outcomes: (SLOs) are behavioral statements that specify what students will learn or can do as a result of a learning program, process, or curriculum.











Appendix D: 
Examples of Assessment Measures







Examples of Administrative Assessment Measures
A table of examples of administrative assessment measures is below. These measures are categorized by assessment of unit processes, unit initiatives, and unit customer/client/end-user satisfaction. For more examples of assessment measures of administrative unit performance, please contact your division’s AES Council representative for access to the 2019 CAS Standards. Additional language guidance for AES assessment of unit outcomes can be found in the Brooklyn College AES Assessment Handbook. For examples of measures of student learning, please see Examples of Evidence of Student Learning on the next page.

	Measures of Unit Processes
	Measures of Unit Initiatives
	Measures of Satisfaction

	· Auditor’s findings
· Average service time 
· Average wait time 
· Comparison to professional standards
· Deviation from annual plan
· Level of compliance
· Number of complaints 
· Number of errors or error rate
· Processing time for requests
· Staff training hours
· Timeliness of response

	· Awareness surveys 
· Number of applications & percentage change 
· Number of new/alumni/parent/faculty and staff donors 
· Number of training sessions & growth in attendance 
· Number of users & percentage change 
· Number/amount of donations, percentage increase
· Pre- and post-workshop tests (tied to SLOs)
· Satisfaction surveys, tied to outcomes
· Staff training hours, tied to outcomes
 

	· Activity participant feedback
· Customer, client, or visitor satisfaction forms
· Focus groups 
· Opinion surveys
· Satisfaction surveys


Adapted from the Marymount University Administrative Assessment Guide
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Goal Strategic Plan Objective Outcome SLO or Non-SLO

Assessment 

Method(s)

Source of Data

Timeframe for 

Data Collection

Coordinating 

Staff

Timeframe for 

Evaluation of 

Assessment Results

Timeline for Use 

of Results (if 

applicable)

Re-Assess/Data 

Collection 

(semester)

Evaluate 

Effectiveness of 

Results-based 

Changes

Outcome 1.1: Hold well-attended pre-

semester workshops for students 

registered in Math courses 1011, 1021, 

and 1026.  

Non-SLO

Tracking Workshop 

Attendance

All Workshops Summer 2019 Geraldine Wichy Fall 2019

Spring 2020 - 

Spring 2022

Summer 2022 Fall 2022

Outcome 1.2: Improve mastery of key 

algebraic concepts via pre-semester 

workshops.

SLO

Pre- and post-

workshop quizzes

All students who 

attend the 

workshops

Summer 2019 Richard Vento Fall 2019

Spring 2020 - 

Spring 2022

Summer 2022 Fall 2022

Goal 2: Improve pass rates 

in Chemistry 1050 and 

Chemistry 1100.

2.1



Outcome 2.1: Increase final exam pass 

rates by 20% for faculty- and tutor-

hosted final exam review session 

attendees 

SLO

CHEM 1050 and 

1100 exam results

Students who attend 

the review sessions

Fall 2020 Richard Vento Spring 2021

Summer 2021 -

Summer 2023

Fall 2023 Spring 2024

Outcome 3.1: Improve student 

satisfaction with supplemental pre-

calculus review workshops during set 

days/times throughout the semester 

which differ from the traditional drop-in 

tutoring model

Non-SLO

Post-Workshop 

Satisfaction Survey

Pre-Calculus 

students who attend 

workshop

Spring 2022 Geraldine Wichy Summer 2022

Fall 2022 -

Fall 2024



Spring 2025

Summer 2025

Outcome 3.2: Increase attendance at 

CISC “Booster” workshops

Non-SLO

Track number of 

invitation postcards 

sent; 

Track workshop 

attendance as 

percentage of those 

contacted

Students enrolled 

in CISC 1115

Spring 2021 Richard Vento Summer 2021

Fall 2021 -

Fall 2023



Spring 2024 Summer 2024

Notes: 

1. List the full statement of goals and outcomes - do not leave as Goal 1, Outcome #1

2. The number of goals and outcomes will vary per office

3. Student-facing units MUST have Student Learning Outcomes

Unit: The Learning Center

Division: Academic Affairs

Unit Mission: The Brooklyn College Learning Center (LC) provides peer tutoring and utilizes national best practices that allow students to achieve their academic goals.  Academically, we meet students where they are, and take them where they want to be.  With support 

from the Office of Institutional Research, the LC designs relevant interventions for need areas. Empowering students to cultivate the skills and behaviors of confident, independent, and lifelong learners, the LC furthers Brooklyn College’s focus on student-driven learning, and 

increased retention and graduation rates.

Goal 1: Provide early 

intervention for all 

students registered for 

Math 1011, 1021, or 1026.

Goal 3: Optimize 

Supplemental Instruction 

Curriculum supporting 

students enrolled in various 

levels of Pre-Calculus and 

CISC 1115.

2.1



2.4
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ExXAMPLES OF EVIDENCE OF STUDENT LEARNING

C = evidence suitable for course-level as well as program-level student learning

Direct (Clear and Compelling) Evidence of What Students

Are Learning

¢ Ratings of student skills by field experience supervisors

*  Scores and pass rates on appropriate licensure/ certification
exams (e.g., Praxis, NLN) or other published tests (e.g.,
Major Field Tests) that assess key learning outcomes

*  “Capstone” experiences such as research projects,
presentations, theses, dissertations, oral defenses,
exhibitions, or performances, scored using a rubric

*  Other written work, performances, or presentations, scored
using a rubric (C)

*  Portfolios of student work (C)

*  Scores on locally-designed multiple choice and/or essay
tests such as final examinations in key courses, qualifying
examinations, and comprehensive examinations,
accompanied by test “blueprints” describing what the tests
assess (C)

*  Score gains between entry and exit on published or local
tests or writing samples (C)

*  Employer ratings of employee skills

*  Observations of student behavior (e.g., presentations, group
discussions), undertaken systematically and with notes
recorded systematically

*  Summaries/analyses of electronic discussion threads (C)

¢ “Think-alouds” (C)

¢  Classroom response systems (clickers) (C)

*  Knowledge maps (C)

*  Feedback from computer simulated tasks (e.g., information
on patterns of actions, decisions, branches) (C)

¢ Student reflections on their values, attitudes and beliefs, if
developing those are intended outcomes of the course or

program (C)

Indirect Evidence of Student Learning

(Signs that Students Are Probably Learning, But Exactly

‘What or How Much They Are Learning is Less Clear)

*  Course grades (C)

¢  Assignment grades, if not accompanied by a rubric or
scoring guide (C)

*  For four-year programs, admission rates into graduate
programs and graduation rates from those programs

*  For two-year programs, admission rates into four-year
institutions and graduation rates from those institutions

*  Quality/reputation of graduate and four-year programs into
which alumni are accepted

*  Placement rates of graduates into appropriate career
positions and starting salaries

*  Alumni perceptions of their career responsibilities and
satisfaction

*  Student ratings of their knowledge and skills and reflections
on what they have learned in the course or program (C)

*  Questions on end-of-course student evaluation forms that
ask about the course rather than the instructor (C)

*  Student/alumni satisfaction with their learning, collected
through surveys, exit interviews, or focus groups

*  Voluntary gifts from alumni and employers

*  Student participation rates in faculty research, publications
and conference presentations

*  Honors, awards, and scholarships earned by students and
alumni

Evidence of Learning Processes that Promote Student
Learning (Insights into Why Students Are or Aren’t
Learning)

Transcripts, catalog descriptions, and course syllabi,
analyzed for evidence of course or program coherence,
opportunities for active and collaborative learning, etc. (C)
Logs maintained by students documenting time spent on
course work, interactions with faculty and other students,
nature and frequency of library use, etc. (C)

Interviews and focus groups with students, asking why they
achieve some learning goals well and others less well (C)
Many of Angelo and Cross’s Classroom Assessment
Techniques (C)

Counts of out-of-class interactions between faculty and
students (C)

Counts of programs that disseminate the program’s major
learning goals to all students in the program

Counts of courses whose syllabi list the course’s major
learning goals

Documentation of the match between course/program
objectives and assessments (C)

Counts of courses whose final grades are based at least in
part on assessments of thinking skills as well as basic
understanding

Ratio of performance assessments to paper-and-pencil tests
©

Proportions of class time spent in active learning (C)
Counts of courses with collaborative learning opportunities
Counts of courses taught using culturally responsive
teaching techniques

Counts of courses with service learning opportunities, or
counts of student hours spent in service learning activities
Library activity in the program’s discipline(s) (e.g., number
of books checked out; number of online database searches
conducted; number of online journal articles accessed)
Counts of student majors participating in relevant co-
curricular activities (e.g., the percent of Biology majors
participating in the Biology Club)

Voluntary student attendance at disciplinary seminars and
conferences and other intellectual/cultural events relevant to
a course or program (C)

Suskie, L. (2009). Assessing student learning: A common sense
guide (2™ ed.). San Francisco: Jossey-Bass.
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