Appendix K: AES Annual Assessment and Planning Template

Unit Name: Instructional Technology                     Assessment Period________________________________
Unit Type:     Administrative Support___

Educational Support:  X  

Community Outreach___
Applicable Institutional Goals:

	Student Learning Outcome (SLO)/Support Outcome (SO) 


	Method of Assessment 

Describe what method will be used to conduct the assessment. Direct methods reflect either evaluation of learning or unit processes while indirect methods reflect either perceptions of learning or perceptions of unit processes.
	Data Collection Plan (Describe how data will be collected and analyzed)
	Criteria for Success (What metric will be used to evaluate success – i.e. 90% will, 80% improvement, etc.)
	Analysis of Results 

What were the final results of the analysis? Make sure to address whether or not the criteria for success was met
	Discussion and Conclusions 

Describe what conclusions were reached based on the analysis of results. Detail how conclusions were reached and include any meeting minutes

	1. Maintain an open communication and collaborative infrastructure through written, electronic, and face-to-face communication, provide communication to administrators, faculty, staff, students, in order to promote effective internal communication to support interdisciplinary research, teaching, and training collaborations.
2. Ensure the proper use of technology to provide high quality instruction, training, operations and community engagement.  
3.  Establish guidelines, budgets and staffing plans to effectively implement and monitor the college Distance Education and Instructional Technology programs.
	· Establish and strengthen a proactive media relations program to enhance OIT’s image on local (student, faculty, and administration) state, and national levels. 
· Establish a communications program that directly helps the college achieve its strategic goals.  
· Foster strong relationships with the college community by presenting timely and accurate information.
· Establish, maintain and improve a quality driven universal design process for eLearning (credit courses), classroom technology, and training programs (noncredit).  

· Develop a staffing structure to carry out the activities and support related to a successful DE program 
· Identify min budget levels to support a online program

	The Newsletters will go out using a e-mail software package which will allow for tracking of the number of people who clicked on the newsletter/articles and which ones of interest.   
Data will also be gathered on what articles are clicked on the most.  This will allow us to pick areas of interest for future articles.
Provide a comment/feedback form on every newsletter

Provide a comment/feedback form on the website/blog system 


	4 Newsletters, 1 per quarter from the OIT Office.  Each Team member will provide one article per newsletter

Deployment of a Blog System for communication
Use survey and conversation results to develop a new DE Guidebook for faculty and administrators 

	
	

	
	
	Participate in faculty chair meetings to solicit feedback for the development of a distance education guidebook

Provide a survey inside Blackboard for students/faculty 
Provide a continues online survey for the faculty and students to provide feedback on services being rendered


	Use survey results to analyze improvements for the blackboard system
Creation of a staffing plan and operations guide
Create a monthly technology report for administration


	
	

	· 


