Instructions for Using Program Review

1. Sign in to Compliance Assist (use the link on the Student Development Assessment website)

Assessment Resources

Campus Labs Resources
Assessment Resources

Baseline - This module of the Campus Labs software is utilized to access Assessment Projects. Please click here to
log in

Compliance Assist - This module of the Campus Labs software is utilized to access the Planning and Program
Review components. Please click here to log in

Pioneer Life - This module of the Campus Labs software is utilized to access the Collegiate Link system. Please
click here to log in.

All users are required fo use their Willlam Paterson log in credentials to access all campus labs modules.
Other Resources

Institutional Research and A nt - please click here 1o access IR&A.

Instructional Guides - please download the following guides for reference when working in compliance assist

* Entering Unit Mission Statements and Goals

| Authentication Required |

You have chosen Williom Paterson University as your home institution. Please enter your WPU username and
password below, then click the Login button.

Username

Password

Home Employment Opportunities Campus Map Contact Us




2. Click on Program Review
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3. Click on Your Functional Area

[*| Program Review
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m CAS > |[¥ Campus Activities

Site Information

Career Development

Program Review Recreational Sports

Information e Division of Student Development at William Paterson University has
* University Overview always sought to determine the effectiveness of its programs as well as
e Assessment Team student satisfaction. Sparked in 2006 by an assessment symposium
e CAS Suggested Process sponso_red by the Council for the gdvance_m_ent of St_and_ards in H|ghgr

99 o Education (CAS) and Student Affairs Administrators in Higher Education
¢ CAS Self-Study Timeline (NASPA), we began to focus on assessment of student learning
s CAS Self-Study Guide outcomes.
Tutorial

At the fifth annual Student Development Retreat, in January 2007, the
entire Division came together to develop a common understanding of
how student learning outcomes relate to student development work.
Utilizing key university documents as our guide (University Mission
Statement, Division Mission Statement, Student Success Plan), we
identified the relevant goals and values from these documents, and
assisted Directors in understanding how to construct learning objectives
Technical Support for their departments, as well as how to identify appropriate means of
assessing the actual learning outcomes of students who engage in their
programs and activities. Owver the course of the spring 2007, Directors
wrote and revised their first Assessment Plans with the guidance and
assistance of a Division-wide Assessment Team, comprised of interested
and dedicated staff members from across our Division. During the fall,
2007, departments got to work on carrying out these assessment

plans. Each year since has seen the evolution of our assessment
efforts. Currently we are in the process of evaluating our individual
departments through the CAS self-study quidelines.

CAS Form A, B, and C

Technical Requirements

=] Welcome, Christine Smith | Search °\ | Help | Log Out

Glen Sherman, Ph.D.

Associate Vice President and

Dean of Student
Development

Site Map | William Paterson University of New Jersey Home Page
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4. Click on Document Directory

¥ Program Review
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Document Directory

Self-Study

- Programs and Services Design
- Informed

- Qutcomes

- Collaboration

Learning and Development
- Design

- Distance Education

- Delivery

- Components

Delivery

Collaboration with Academic Divisions
Marketing and Outreach
Services

Institutional Services
Counseling and Resources
Accessible Information
Experiential Education
Experiential Education

Job Search Services
Strategies

Student Assistance
Services to Employers
Employer Relations
Policies

Faculty and Staff
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Part II1: Organization and Leadership

- Leadership Team

- Componenets of Career Services
- Planning

Strategic Planning

- Supervision

-  Management
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Executive Summary Judgments
Part I: Mission e — ND - Does Not Apply
11 - pri Missi + T 0 - Insufficient Evidence/Unable to Rate
1'2 _ Mrilsrr;iaorr\: ssten + 3 1- Does Not Meet
1.3 - Mission Review « 2 - Partly Meets
1.4 - Mission Statement * 3 - Meets
. 4 - Exceeds
Part II: Program e
+ <% 5 - Exemplary
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5. Click on Manage Files

[*IProgram Review
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Document Directory _| Manage Files
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6. Click on Upload File

[*] Program Review [*] Welcome, Christine Smith | Search ° | Help | Log Out

WILLIAM
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(¥] Career Development

Self-Study

" 'Manage Document Directory

Document Directary

Create folders and upload files below for referencing throughout the accreditation standards. Documents stored below are generally larger in
size (for example, handbooks or catalogs).

View Activity

F3 Add Folder & Upload File

[ R\\

Site Map | William Paterson University of New Jersey Home = Powered by Compliance Assist




7. Click Select to upload 1 file OR click Upload Multiple Files to upload more than 1 file at a time

Use the form below to upload a single file. You can specify a
different name for the file if you would like to rename it. If you
filas.

have many files to i;)ioad,y{m can also upload multiple
Name: | | \ _

File:




8. Select the file(s) that you wish to upload and click Open

Upload o "

Use the form below to upload a single file. You can specify a @
different name for the file if you would like to rename it. If you
have many files to upload, you can also upload multiple files.

Organize v MNew folder

{18 Downloads “  Name Date modified Type

ﬁ Recent Places . B
ﬂ 2012 - Complete Self Assessment Guides 5/30/2013 3:56 PM  File folder

ﬂ Counseling CAS Self Study 3/13/201312:40 PM  File folder

|| Residence Life (HRPL) CAS Self Study 5/30/2013 3:56 PM  File folder

|| Strategic Plan Drafts from Departments 9-10-12 5/8/2013 11:57 AM  File folder

@ CAS General Standards 2/21/2013 4:01 PM Adobe Acrobat D... 369 KB

Divisional Organizational Chart 2/20/2013 4:15 PM Microsoft PowerP... 75 KB
Functional Area 5i gic Planning Worlsk 7/10/2012 9:54 AM Microsoft Word D... 25 KB

Instructions for Accessing Reports in Compliance Assist 5/28/2013 4:26 PM Microsoft Word D... 2123KB

Instructions for Entering Assessment Projects 6/5/2013 9:30 AM Microsoft Word D... 6,011 KB

Instructions for Entering Unit Mission 5 B S w  6/5/2013 9:33 AM Microsoft Word D... 4,566 KB
INSTRUCTIONS FOR USING COMPLIANCE ASSIST 4/5/2013 9:52 AM Microsoft Word 9... 2,784 KB

Instructions for Using Program Review 7/1/201310:14 AM Microsoft Word D... 4 566 KB

Schedule for CAS Self-Studies 3/12/20133:1 PM  Microsoft Word 9... 2TKB

Strategic Plan CASC Ik 7/10/2012 9:53 AM  Microsoft Word D... 35KB
Student D [ List 4-19-13 4/25/2013 1:03 PM Microsoft Word D... 17 KB
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9. Click Upload File then click Close




10. Any file(s) that you uploaded will now be available in the Document Directory.

[*] Program Review ) Welcome, Christine Smith | S=arch “\ | Help | Log Out
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__Manage Document Directory

Create folders and upload files below for referencing throughout the accreditation standards. Documents stored below are generally larger in
size (for example, handbooks or catalogs).

View Activity

4y Add Folder ¥ Upload File

--+|Document Directory

8] Functional Area Strategic Planning Worksheet

Site Map | William Paterson University of New Jersey Home Page Powered by Compliance Assist

Repeat steps 6 through 10 until ALL files have
been uploaded into the Document Directory



11. Click on the Self Study tab
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’ Self-Study

Document Directory

” 1Manage Document Directory

Create folders and upload files below for referencing throughout the accreditation standards. Documents stored below are generally larger in
size (for example, handbooks or catalogs).

View Activity

F3 Add Folder % Upload File
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12. Click on 1.1 — Primary Mission

(¥l Program Review

[ Welcome, Christine Smith | Search *\ | Help | Log Out
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Executive Summary
Part I: Mission

- Primary Mission

- Mission

- Mission Review

- Mission Statement

o e
PN

Part II: Program

- Programs and Services Design
- Informed

- Qutcomes

- Collaboration

Learning and Development
- Design

- Distance Education

- Delivery

- Components

10 - Delivery

11 - Collaboration with Academic Divisions
Marketing and Outreach
Services

14 - Institutional Services
Counseling and Resources
Accessible Information

17 - Experiential Education

18 - Experiential Education

19 - Job Search Services

20 - Strategies

21 - Student Assistance

22 - Services to Employers

23 - Employer Relations

24 - Policies

Faculty and Staff
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Part III: Organization and Leadership

3.1 - Leadership Team

3.2 - Componenets of Career Services
3.3 - Planning

3.4 - Strategic Planning

3.5 - Supervision
wireport.aspxtid=aftbea54-9eld-e211-bbi6-d639cd757391

Judgments
+ — ND - Does Not Apply
+ T 0 - Insufficient Evidence/Unable to Rate
* ¥ 1- Does Mot Meet
* 7 2 - Partly Meets
* 3 - Meets
+ /4 - Exceeds
e <% 5 - Exemplary




13.Click on Edit Item

(¥ Program Review = Welcome, Christine Smith | ssarch s | Help | Log Out
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% Copy Item
1.1 il

& Check-In

Primary Mission R -
The primary mission of the Career Service (CS) is to assist students and other designated clients in developing, evaluating, and| = Printable File
career, education, and employment plans

Judgment
O ND - Does Mot Apply O O - Insufficient Evidence/Unable to Rate O 1 - Does Not Meet O 2 - Partly Meets 0O 3 - Meets O 4 -
Exceeds O 5 - Exemplary

Narrative

Site Map | William Paterson University of New Jersey Home Page Powered by Compliance Assist



14. Write a brief explanation of how the Functional Area meets the standard in the Narrative section

[l Program Review

[ Welcome, Christine Smith | Search “ | Help | Log Out
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CAS > [®] Career Development

Document Directory

Self-Study

# Edit Item 1.1

| Edit | | Preview ‘ | Activity Log | | Permissions

Save Save & Close Cancel

Number: |1.1 |

Title: ‘F’rirﬂar\,-r Mission

Status: | Under Development |~ |

Judgment: | E|
Due Date: | MM/DD/YYYY

Assigned User: | El

Description

The primary mission of the Career Service (CS) is to assist students and other designated clients in developing, evaluating, and
implementing career, education, and employment plans

| /" Design | €% HTML

Narrative




15. Once the Narrative is complete, scroll down and click Add New Source

| /" Design | €» HTML

Narrative
l'ﬁhaﬁ% '9'(""5'&%1@ E' 88 0- 30 1T+E|E|SourceLinks v|||Zoom -8 L‘%ﬂ‘
T e ||Paragraph5t...v| A-Bx % %% 57‘1@

|_/ Design | €3 HTML Words:0 Characters: 0

Document Directory Sources @
== Add New Source

Mo sources have been added. Click the "Add New Source” button above to begin adding sources.

URL Sources @
4= Add New Source

Mo sources have been added, Click the "Add New Source” button above to begin adding sources.

Save Save & Close Cancel

Site Map | William Paterson University of New Jersey Home Page

Powered by Compliance Assist
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16. Select all documents from the Document Directory that support the Narrative and click Add Source

Add New Source

Functional Area Strategic Planning Worksheet

4 Add another page
Page Number (optional): I:I ®

Mdd Source | | Cancel

Please note that specific page number can be referenced if you are working with exceptionally lengthy documents



17. If you are interested in adding Web Sources click on Add New Source under URL Sources

| /" Design | €% HTML

Narrative
l'atﬂﬁ% L T ?éﬁla E' e 0- 30 1T+[§|§|Sourceunks v|||Zoom -|E Eﬂ,@‘
Ea = = iE = = = ||Paragraph5t...v| A 8- x % 4 g'l®‘

| f Design |(} HTML Word=s: 0 Characters: 0 ;%

Document Directory Sources @
== Add New Source

] Functional Area Strategic Planning Worksheet

URL Sources @
== Add New Source

Mo sources have been added, Click the "Add Mew Source” button above te begin adding sources,

Save Save & Close Cancel

Site Map | William Paterson University of New Jersey Home Page Powered by Compliance Assist



18.Enter the name and the URL Address then click Add Source

Add New Source




19.0nce all sources have been added click Save & Close

/ Design | 4% HTML

Narrative

[ﬁaﬁ% D JOR TR ?éﬁl@ G' a8 - 306 1T+[E|E|SourceLinks v|||Zoom -8B ﬁ‘
EIERFEMCE = =EF == JA-H - o x B A F|@

Sample.

l/ Design ]() HTML Words: 0 Characters: 0 .::

P = RemoveElement

Document Directory Sources

== Add New Source

) Functional Area Strategic Planning Worksheet o L ®

URL Sources
== Add New Source

& Departmental Webpage http://www.wpunj.edu/career- advisement/career-development/ L L

Save Save & Close Cancel

Site Map | William Paterson University of New Jersey Home Page Powered by Compliance Assist



20. All items must be checked back in when you are finished working with them. Click Check-In

Checked Out

Warning: Do you want to check-in this item?

Leave Checked-Out




21.Click on your Functional Area to return to the main self-study page
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Information e Division of Student Dayelopment at William Paterson University has
* University Overview always sought to determine We effectiveness of its programs as well as
s Assessment Team student satisfaction. Sparked NZ0OO& by an assessment symposium

sponsored by the Council for the Algncement of Standards in Higher

¢ CAS Suggested Prlocelss E?jucation (gAS) and Student Affairs Administrators in Higher Edugation

¢ CAS Self-Study Timeline (NASPA), we began to focus on assessment of student learning

* CAS Self-Study Guide outcomes.

Tutaorial

+ CAS Form A, B, and C At the fifth annual Student Development Retreat, in January 2007, the

entire Division came together to develop a common understanding of
how student learning outcomes relate to student development work.,
Utilizing key university documents as our guide (University Mission
Statement, Division Mission Statement, Student Success Plan), we
identified the relevant goals and values from these documents, and
assisted Directors in understanding how to construct learning objectives
+ Technical Support for their departments, as well as how to identify appropriate means of
assessing the actual learning outcomes of students who engage in their
programs and activities. Owver the course of the spring 2007, Directors
wrote and revised their first Assessment Plans with the guidance and
assistance of a Division-wide Assessment Team, comprised of interested
and dedicated staff members from across our Division. During the fall,
2007, departments got to work on carrying out these assessment

plans. Each year since has seen the evolution of our assessment
efforts. Currently we are in the process of evaluating our individual
departments through the CAS self-study guidelines.

Site Information
s Technical Requirements

Glen Sherman, Ph.D.

Associate Vice President and

Dean of Student
Development
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Repeat steps 12 through 20 until a Narrative
has been entered and documents have been
linked to each and every standard.



