Year-End Assessment Recommended Responsibilities/Timeline*-Service Departments
*(Some Deans/Vice-Presidents may have set their own internal deadlines)

	Activity
	By Date
	Responsible Person(s)
	Data Entry (TD=TracDat; FEA=Final Exam Analysis; FY=Fiscal Year)

	Post year-end action plan progress 


	July 1st 
	Director
	1.  TD Results Tab 
2.  Find result for department goal
3.  Edit result
4.  Scroll to bottom and click “add action plan progress”
5.  Use date of 6/30/20FY or earlier

	Analyze/Enter FY department results in TracDat

(Carol should have IR department data  uploaded by third week of June)
	July 1st 
	Director
	1.  TD Results tab (By Unit)
2.  Select course
3.  Click Add a new result
4.  Select goal, then means of assessment
5.  Input narrative of result and analysis
6.  Results Date-use 6/30/20FY (current FY) or earlier
7.  Result type: Met, not met, etc.
8.  Action plan status (not needed, created)
9.  Action plan status date: use 7/1/20FY (next FY)
10.  Save changes 
11.  Relate document (repository, data folder, Inst. Research data, etc.)

	Meet with department personnel (if applicable) to discuss results and determine department level action plans 
	Mid-July
	Director (and others if applicable)
	

	Create next FY department action plans and enter in TracDat
	End of July 
	Director (and others if applicable)
	1.  Add action plan
2.  Complete action plan data fields as needed
3.  Use date of 7/1/20FY
4.  Save changes

	Finalize FY reports by completing “Other related department information” on the Department Tab in TracDat
	July 31st 
	Director
	1.  TD Program Tab
2.  Delete prior FY narrative (if any) in “Other related program/dept. information” box
3.  Add FY “other related program/dept. information”

	Dean/Vice-President approved FY program reviews due to VPASA and Assessment Director
	By Aug. 31st 
	
	


				
TracDat Date Reminders:	Final Action Plan Progress Entry=6/30/2010 (use current Fiscal Year)
(For FY 10 results and 		Means of Assessment Results Entry=6/30/2010 or earlier (use current Fiscal Year)
FY 11 action plans)		New Action Plans=7/1/2010 (first day next Fiscal Year 11)

