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Appendix A: Example Template for an Annual Assessment Plan & Report 
 
The following template is a modification of that developed by UC Merced’s Division of Student Affairs to 
guide annual assessment planning within the Division. It is provided as an example and, therefore, may not 
precisely match the assessment planning needs of all administrative units.  Divisions or Schools may adapt 
it as necessary to meet the needs of their units in relation to this policy. 
 

University of California-Merced 
 Annual Assessment Plan Template 

 
A) Elements of an Assessment Plan: 
 

Mission Statement  
Departmental/unit missions should be directly aligned with those of the University and School/Division.  
A mission statement should include approximately 3-5 sentences that identify the name of the 
department, its primary functions, modes of delivery and target audience. Mission statement should 
be approximately 100 words or less. 
 
Goals  
Goals are broad statements that describe priorities and intentions of an administrative unit; what the 
unit intends to do.  Goals are used primarily for planning, and if available linked to the 
School/Division/unit strategic plan. Goals may be identified on an annual basis or for a larger time 
interval.  
 
Outcomes6

An outcome is a precise statement that describes the desired accomplishment of an administrative unit with 
respect to a key service, function, or program.  An outcome statement should be derived from a goal and, 
thus, describe how a unit is fulfilling a purpose outlined by that goal in a measurable way. Put another 
way, outcome statements animate goals, specifying the manner in which the goal is to be met and 
measured. 

 

 
Clear and precise outcomes statements define specific performance expectations for a unit. In doing so, 
they indicate the kind of data or evidence the unit will collect to ascertain the degree to which the 
desired outcome has been met. Outcomes should focus on the unit’s critical processes and functions 
and should be written with the unit’s “customers” in mind.  
 
Two different types of outcomes can be recognized. A process-related outcome describes a desired quality 
like timeliness, accuracy, responsiveness, etc. in relation to key functions and services. These types of 
outcomes support improvement around issues related to efficiency and customer satisfaction.7

 
   

A learning outcome describes how a customer (or student) will demonstrate what they know or are able to 
do, or how they have changed, as a result of the unit’s program or service.  Learning outcomes often begin 

                                                 
6 Some of the text below was adapted from Nichols, James O. 2008. Measuring Student Support Services and Administrative 
Outcomes from the UCF Administrative Assessment Handbook. University of Central Florida.  
7 The Division of Student Affairs refers to these types of outcomes as Program Objectives. 
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with the phrase “Participants will be able to…” Units that provide professional development or required 
training for faculty or staff will likely develop learning outcomes to assess the efficacy of their programming 
in meeting unit goals. Similarly, units or departments that work directly with students, like those in Student 
Affairs, will have student learning outcomes.  
 
Assessing more than one outcome per goal can provide insights for improving performance that cannot 
be generated from consideration of a single outcome alone. For example, a unit may pair an outcome 
related to customer satisfaction with one considering key service-related performance metrics to 
generate insight into the quality of service from both customer and provider perspectives. A process-
related outcome and learning outcome can be paired to similar effect.  When completing an 
assessment plan, briefly explain why each outcome is important to measure. 
 
Measures 
Measures describe the methodology and timeframe for data collection and, as possible, the 
criteria/standard for evaluating sufficiency or success (ex. X% of respondents will rate X service as 
satisfactory or better).  Measures also should identify the population from which data are collected.  

 
B) Elements to be addressed in Annual Assessment Report: 
 

Results  
Provided for each outcome, results include a brief narrative of findings, and/or essential tables or 
graphs that summarize and communicate the results.  The results should indicate the extent to which 
the outcome was met relative to the criteria or standard outlined in the measures section of the 
Assessment Plan.    
 
Conclusions  
Provided for each outcome, the conclusion should summarize briefly the collection and analyses of data 
and the meaningfulness of the results, including any lessons learned for improving the assessment 
process. Critically, the conclusion also must “close the loop” by identifying what decisions and/or 
program modifications, including to the assessment process, were made on the basis of these 
analyses. When drawing conclusions, please be sure to integrate results from complementary 
outcomes, as relevant.  

 
C) Developing the Annual Assessment Plan: 
 

Based on the elements described in part A of this Appendix, the Annual Assessment Plan should 
describe: 

 
(1) The unit’s mission; 
(2) The goals to be addressed in a given year, including the rationale for each goal; 
(3) For each goal, the supporting outcome(s) and rationales for each outcome; and  
(4) For each outcome, the measure.   

 
Results and conclusions will be addressed in the Annual Assessment Report, which describes the results 
of the work planned here.  

 



8 
 

D) Developing the Annual Assessment Report 
 

To complete the Annual Assessment Report, add to the unit’s Assessment Plan (part C of this Appendix) 
the results and conclusions sections described in part B of this Appendix.  In other words, add the 
following  
 

(5) For each outcome, describe the results.  
(6) For each outcome, describe the conclusions. 

 
Appending the final steps of the assessment process to the planning description provides the unit with 
a complete record of the assessment activities undertaken that year.  These records will help to simplify 
preparation for Periodic Review. WASC will also expect this material to be available in future accreditation 
reviews.   
 
Finally, as relevant, please be sure to summarize: 

 
(7) Progress on WASC–Related Action Items. Describe, with supporting evidence, the unit’s 

progress in addressing relevant action items that were identified in the most recent WASC 
report(s).8

(8) Contributions to Institutional Assessment Initiatives. Provide requested materials or analyses 
related to Institutional Assessment Initiatives.  

 Append the supporting evidence to the Annual Assessment Report. 

 

                                                 
8 These include action items from the most recent UC Merced Self-Study, WASC Visiting Team Report and WASC 
Commission Action Letter.   These reports are available at accreditation.ucmerced.edu. 
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