ASSESSMENT PLAN
Office of the Registrar
David M. Sauter, University Registrar
1.   List the OBJECTIVES of the program.

Provide timely and accurate service for students, faculty, staff, and community in the following areas:

· Registration and scheduling

· Academic records maintenance and transcript production

· Degree verification and certification, including diploma processing

· Veteran’s Affairs (VA)
· Implementation of policies and guidelines, including fee assessment, refunds, and academic petitions

The Registrar’s office faces the additional short-term objective of providing the above services without interruption and simultaneously providing data and personnel support for current SIS processing and for 2005-06 SunGard SCT Banner implementation. During that time, the Registrar will also develop Banner Self-service initiatives to replace ROX.
2.  Explain how the department or program will know the extent to which OBJECTIVES are achieved (alumni or other surveys, employment data, etc.).

The Registrar will collect assessment data from the following sources:

· Transaction and audit logs generated by Office of the Registrar

· Transaction logs from VA, National Student Clearinghouse, Credentials, Inc., and other external vendors
· Reports from the Veteran’s Administration Regional Director’s annual site visits for student file review and office procedural review

· Formal and informal feedback from users of Registrar’s services

· Surveys posted on the Registrar website to assess services

· Surveys available at registration windows, VA office, and Wright 1 Card Center to assess services.

3.  List the SERVICE OUTCOMES of the program.

· Accurate student registration and add/drop processes via multiple delivery systems (in-person and online, including distance learning) 

· Error-free processing of official transcripts within 3-5 days (same-day processing for “immediate” orders)

· Successful completion of graduation checks within the 30 days following quarterly graduation date (coincides with 30-day student academic record review period)
· Degree verification and enrollment verification within two weeks of each quarterly start of term

· Timely and accurate fee assessment and refund processing

· Implementation of university policies and guidelines, including fees, refunds, and petitions

· 100% compliance of eligibility Veteran’s Affairs students to receive benefits

· Seamless implementation of SunGard SCT Banner software (Admission, Summer 2005; Student Module, June 2006)
4.   List and briefly describe the MEASURES that will be used to assess each outcome.  

The Office of the Registrar will analyze the following sources of information, looking for indications of error or inefficiency:

· Transaction and audit logs generated by Office of the Registrar indicate timeliness of service and effectiveness of service (e.g., registration activity logs depicting ROX activity that does not require additional intervention from users are indications of success)
· Transaction data from outside vendors 

· Feedback from departments regarding graduation checks

· Meetings and/or feedback from/with various committees regarding office procedures and campus policies (e.g., Ad-hoc Undergraduate Advising Group, University Curriculum and Academic Policy Committee, Student Petitions Committee)

· Informal feedback from faculty, staff, and students

· Institutional data from Ohio peer institutions (including SunGard SCT Banner institutions) that captures best practices in Registrar Office issues 

	5.   Describe how learning outcomes are made MEASURABLE and BENCHMARKS or other determinants of success are set.


The ultimate benchmark for all services is 100% accuracy and meeting or surpassing goals for timeliness. 
· Absence of feedback from departments indicates accurate degree verification and enrollment verification
· Review of transaction logs indicates whether services are timely

· ROX and records maintenance transaction logs indicate accuracy of transactions (e.g., correct grade changes) and developing program modifications
· Student transaction history provides data for system enhancements and decision-making (e.g., a pattern of “not confirmed” notations on ROX registrations may indicate that system modifications are needed)
· A decrease in the number of petitions or complaints in an area that has been modified suggests the degree of success of modifications (e.g., when transaction logs show that students do not complete the procedure for dropping a class, changes in that system should be followed by fewer petitions from students who wrongly believed they had successfully completed the drop process)
· External reports (e.g., OBR, Veteran’s Administration) provided to office provides critical analysis of office procedures and compliance of federal laws 

· Ohio peer institutional data provides benchmarks for best practices in Registrar Office issues, including SunGard SCT Banner institutions (e.g., Miami, Toledo for issues in developing the 2,500 data tables such as majors and grades) 
	6.  Describe the process by which FINDINGS will be derived from the measures.


· Supervisors and other office staff review email topics, transaction logs, reports, VA visit reports, and other quantifiable data to identify inconsistencies 

· The University Registrar will solicit feedback from key users, such as CaTS (via program modification reviews and ROX enhancements) and Ad-hoc Undergraduate Advising Group (via monthly meetings)

	7.  Describe the process by which findings are analyzed to determine what IMPROVEMENTS should be made to better meet objectives and learning outcomes.


· The leadership teams in the appropriate office areas analyze student feedback via registrar-email input, review monthly program modifications of ROX with CaTS, and review feedback from other areas of the campus community (e.g., deans’ offices, advisors, and campus and professional committees and organizations) and develop strategies for responding
· Staff in registration, records, and degree progress (i.e., DARS and degree processing) reviews findings relevant to its area and participate in developing goals to address those findings in the coming year
· At weekly meetings senior leadership discuss updated procedures and progress on goals 
· Successful implementation of SCT Banner administrative software will be determined by gathering feedback from all campus constituencies as the process unfolds.
8.  Identify a TIMETABLE for assessment.

· Quarterly indices such as scheduling, grading, registration and advising support will be reviewed at the end of each process cycle; on that basis modifications are made for the next cycle (e.g., class schedule registration groups might be modified following each registration cycle) 
· Annual Report (March) provides a longer view, assessing progress on prior goals and establishing new ones
· Comprehensive Bi-Annual surveys (web and at strategic locations on campus) will enable quantitative feedback to be investigated and subsequent recommendations implemented prior to the next survey period. 

· Smaller-scale web-based surveys will occur continuously, linked to specific offices services such as web-based transcript ordering and on-line registration.
9.  Briefly explain how the program’s assessment plan supports and interacts with ACCREDITATION and LICENSURE requirements (if applicable).

· Annual Veterans Recertification process is required to continue as a site
· A monthly visit by Bureau of Vocational Rehabilitation ensures compliance.

10.  Describe how the objectives and learning outcomes of the program are COMMUNICATED to students and others.

· The Registrar Office website includes its mission statement within the context of WSU Mission Statement
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