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Making the Self-Study Electronic
to Create a Living Documents
Collection

Martha Ross
Rob Koslow
Frank Doherty
Peggy Simmer
Tina Grace



Dr. Martha Ross £ s
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w 24 years experience at JMU.

w Served as Program Coordinator and
Associate Dean in the College of
Education and Psychology.

v Member of the NCATE board of
examiners.

w Director of two JMU NCATE
reaccreditation reviews.



Dr. Frank Doherty £ s
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w Director of Institutional Research at
JMU.

w Assists In the development of JMU’s
master plan and statistical summary.

w Co-director of JMU’s 1990-91 SACS
Self Study.

w Serves as a member of SACS visiting
teams for Sections Il and Ill.



Ms. Tina Grace Erpiames

UNIVERSI T

@ Program Support Technician for the
Office of Institutional Research.

w Responsibilities include coordination
of communication between the SACS
Director, Steering Committee,and
the Editor.

w SACS “Librarian”.
w Database and Web administrator.
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Ms. Peggy Simmer ¥ T

UNIVERSIT

w Doctoral student in the Assessment
and Measurement Program at JMU.

» Responsibilities include the design,
management of data collection and
analysis of the SACS surveys.

» Assisted with program reviews at
JMU, ODU and TCC.

@ Active In the Virginia Assessment
Group.
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Dr. Robert Koslow RS,

UNIVERSIT

w Serves as Chair of the SACS Steering
Committee.

w 19 years of experience in higher
education.

w Served as a professor, faculty
senator and Department Head at
JMU.

v Lead NCATE accreditation reviews
at two universities.
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Demographics
14,000 undergraduate
students

550 graduate students

500 unclassified
students

685 full-time faculty
250 part-time faculty
State supported

Organized in 7
divisions and 6
colleges

Timeline

Administrative
preparation (1998-99)

Self-study director and
chair of Steering
Committee appointed
(Spring 1999)

Steering Committee
appointed (Fall 1999)

Principal Committees
began working (Spring
2000)

Visit (Spring 2002)

UNIVERSITY



Goals for Self-study AP

» Make It as easy as possible for self-
study committee to do its work

¢ Provide the team with as much
Information as possible before they
arrive

v Collect documentation that can
become the institution’s archives
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Electronic Emphasis AR
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w Created a MS Access™
database of all “must
statements” from SACS Criteria
for Accreditation (matrix)

»Each must statement received an
Index number (48080010)

»Reqgquested that documents be
provided electronically

»Cross referencing capability
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Electronic Emphasis AR
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» Online SACS library as well as
physical library
»Fully searchable via the Web
»Customizable reports

»Easy access for administrators to
find gaps in information
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Electronic Emphasis AR
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-

v Shared common network drive

» Second draft and final
documents will be put onto the
Web

> Internal comments about second draft
collected via the web

@ Visiting Team view capabilities
» Library and electronic documents

» Final reports

» CD of final report and supporting
documents

"ERSITY



Web Site g T

JAMES MADISON UNIVERSITY.

Institutional Self-Study

] ~ for the '
Commission on Colleges
Southern Association of Colleges and Schools

= Southern Association of Colleges and Schools

Criteria for Accreditation

| — JMU's Self-Study Goals
Steering Committes

L Principal Committee

SelfFstudy Timeline
Library Gatalog

HTTP:// WWW.JMU.EDU/JMUSACS/



Z.
Document Management &

Once we began receiving

documents

» Labeled by source of information

» Recelved as much electronically as
possible

» Also made/had hard copies

» Color coded files

» Developed numbering system
» Charts

» Nagging



The Searchable Database &,

UNIVERSITY

@ Searchable Database

» ASP (Active Server Pages)
» Windows 2000 Server
» Plan to “grow” into an online JMU archive

» Training

v
>
» Section Overview
» Index Number

» Date Added to Database
» Keyword



Opening Screen

SACS Self-Study Electronic Library Catalog

The purpose of the electronic catalog is to enable you quickly to find the
doruments you need to wiite your section of the Jelf-Study report. The
documents are either physically located in the 3ACS Self-Study Library (Carrier
313 or on the weh.

Youmay look up documents in the 3ACS Library either by Index Mumber,
Section of the Criteria Subsection, of Keywords. ¥You may look up multiple
idices or ranges of indices by typing in several nmbers separated by a space
or a hyphen respectively. See below for examples. The results will appearina
sepatrate page for you to view, print, and use as links to the documents that
have been placed on the web,

The index mumbers are coded to represent the section numbers, e.g. 5403700
tepresents section 5437 with oo standing for must statements within the
section.

Mary of the docwrents accessible wia the web have been saved in pdf (Adoke)
format. To wiew these documents, please download the & crobat Beader now.

Caestions about the information contained in the Library showld be directed to:

Tina Grace BACS Jelf-Study Secretary xHE30
Martha Ross  SACS Self-Study Director 3473
Bob Eoslow  3ACE JelfStudy Steering Committes Chair 23945
Frank Dioherty Director of Institutional Research wHE30

Click here to wiew Section Cvervies:,




Opening Screen Options &R,

UNIVERSITY

Click hete to wiew Section Cvermiedr.

Find atticles matn:hjngl all vI of the following critetia;

Find Index Mumbers

L

Ezavaple: 30000010 42000030-42005050

Find documents added between a.ndl
(enter date in MIWVUDDAYYY format, for example 12/21/2010)

Find keywords
% Exact phrase © Allwords € Any words

List results by % index number ¢ document

search |

Back to SACS Home

Dievveloped by Center for Instructional Techniology




Search By Section B

UNIVERSITY

SACS Self-Study Electronic Library Catalog

Section Overview

Youmay select any Jection Name or Subsection Name below to wiew areport of documents for your selection. The
report will be sorted by the Index Mumbers within your selection.

If o click on the rectangular box at the end of the Section Mame, you will get a report sorted by document within the
section. If you then click on the Docwment Humber a report will be generated listing all index roumbers referenced for
that document.

I Principles and Philosophies of &ccreditation [
1.1 Institutional Cominitment and Responsibilities in the A coreditation Process [

12 Application of the Criterial
1.3 Separately & ceredited Units

1.4 Conditions of Eligihility |

16 Bepresentation of Status r
I Institutional Purpose [

2.0 Institutional Purpose M
I Institutional Effectiveness
3.0 Institutionsl Effectiveness |
3.1 Planning and Evaluation: Educational Prograts [

3.2 Planning and Evaluation: & dmin and Education r
3.3 Institutional Research |

IV Educational Program [

4.0 Educational Program r
4.1 General Requirements of the Educational Program N

421 Undergraduate Admission [
423 Undergraduate Completion Regquirements N

423 Undergraduate Ctmiculum'E




Search Results

SACS Self-8tudy Electronic Library Catalog

Search Results

Back to SACS Library Catalog | Back to Section Crrerdeur

Index 33000010

Section I Institutional Effectiveness

Subgection 3.3 [nstitutional Research

Statement Institutional research must be an integral patt of the institution's planning and evaluation process.

Doc # Document Title Weh location Library location Notes Date Added
&cademic Program Review Process, httpsifsecureweb jmu. edu imusacs’ A 487 .
B809  Timeline, & Scheduls Ad_099 pdf Uat &, Shelf 1
Ad Externial & cademic Program Reviews httpafzecureweb jmu.edus fmasaca’ A4S .
0994 00 Completed Ad 0994 00 pdf Hnit &, Shelf 1 114872000
A4 100 Academic Program Review Cuidelines  LipSs/secusewebmn.edu/ musacs/ 847 174 4 speprg
&b 100.pdf
oy Propozed Ch.anges to Acadesde Unit &, Shelf 1 11/21,/2000
100_A Program Feswiew
A 250 BCHEY Assessment reviews Unit B, Shelf 2 30142001
IE0I0  Planning Process 99-00 hitp/fwery jou. edu/ ief Unit B, Shelf 2 11/15/2000
platming process htm
[E0ll  [Planning &dvisory Committes Minutes [AIRLWEW jmu.edu/ ie/ Unit B, Shelf 2

platming adwisony comindtteel him
[E0LY JIIT Core Performatice M easures httpfamr . edud ief 41052001

Institutional Effectiveness: Program  httpoffanene jro. edud jef
= Rewview 3tandards Reconenendations  program review standards hitm

Uit B, Ehelf 2

Institutional Effectiveness: Program  httpoffanene jro. edud jef

Review Schedule ie_program_review_schedule him Unit B, Shelf 2

Triatititinnal Fffertiwrenraa Faraliatine



Refining Evidence AR
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» Refining documentation list

@ Cross referencing to make sure
no documents have been
missed

» Linking documents
¢ New documents

v Schedule of document
submission



g,
The Surveys AR

IIIIIIIIIII

» Question design
>

w |[nstrument design and
development
* surveys built with Inquisite

( )



g,
The Surveys AR

» The sampling plan
» Populations, strata, and samples
»Board of Visitors

»Full-time Instructional Faculty and
Administrative Faculty and Staff

»Part-time Faculty
»Non-administrative Classified Staff
»On-campus Undergraduate Students *
»On-campus Graduate Students
»Off-campus Students

»Alumni *



The Surveys 43

w Notification, administration, and
follow-up

@ Concerns and generalizability

IIIIIIIIIII



Online Surveys EB s

J oo @ fal | @ 3| @ @ | %" = - »J File Edit View Fawvorites Tools Help

James Madison University is currently conducting a self-study for
reaccreditation with the Southern Association of Colleges and Schools
(SACS]). We are very interested in obtaining information about various
aspects of JMU from full-time non-administrative classified staff. Please
help us with this project by taking a few minutes to complete the
following survey. This survey is completely confidential and all
information will be reported only in aggregate form.

Please rate each of the following items.

Strongly | Hot
Disagree | Applicable

Strongly

Agree Disagree

1. JMU’s mission statement has recently
bheen revised. In light of the new mission
statement, "We are committed to preparing
students to he enlightened and educated
citizens who will lead productive and
meaningful lives”, evaluate the following:
JMU has a clearly defined mission
statement appropriate to collegiate
education and its own specific educational
role.

2. My department or office has a clearly
defined purpose that supports JMU’s
mission.




g,
The Surveys AR

w Data Collection
>

» Paper/pencil survey results entered the
same way
@ Data analysis & results
» SAS and Inquisite used
» Breakouts by predetermined strata
» % respondent rate

» Results distributed through online SACS
database (electronic library)



JMU Community Review &,
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» Draft of final report made
available in hard copy and via
Web.

»Copies In library and deans’ offices

»0On Web, must read Criteria first to
understand context

» Comments solicited

»Comments provided to Principal
Committees




SACS Self-Study
Drafi Review

Ditrections

Choose the Section
Below that you

wonld like to resrienr.

L: Principles atud
Philosophy of
A coreditation

II: Institutional
Purpoze

IIT: Institutional
Effectiveness

IV: Educational
Progratm

V: Educational
Support Services

VI A dministrative
Processes

=

Institutional Self-Study
(e :-I11I1‘.|i.551-§]El E:mc Colleges

Southerp Association of Colleges and Schools
DRAFT BRAFT

DRAFT DRAFT

The MU ZACE Self-Study Steening Comrmttes wishes to collect comments from the umversity
cotntnity on the worling draft of the Self-Study report. Comments will be collected dunng the
petod of Sept 17-0Oct. 5, 2001, Al comments will be forwarded to the committee members

responsible for each section to use in rewising this draft. We're asking that vou prowide an email

address in case the committee needs to ask for clanfication. The final report will be completed by the
end of the setnester.

Tou must have Adobe Acrobat Eeader to read the drafts.

Directions

The SACS cntena {or must statements) are orgamzed i sox sections. These sections are identfied by

Tﬁmnﬂ rnerals ~h the 17 |
4

Please use the following form to enter vour cotnments about this section of the SACSE Self-Study

b
| |» 4

1. Eunter the Section of the SACT Criteria (2.2, 4.32.4, etc.) below from the document vou are reviewing, (Eequired)



Review by Section

UNIVERSITY
J = or o= - @ at | @ E=| @ @ | %" =] @ » J File Edit Wiew Fawvorites Tools  Help I_
SACS Self Study & || Section IIT: mstitutional Effectiveness -
Dirafi Review 3.1 Planning and Evaluation:
Educational Programs
Directions 3.2 Planning and Evaluation:
. Administrative and Educational Support Services
3.3 Institutional Research
Choose the Section
5;1&1; Eztt?;i:ﬂew Section I'V: Educational Program
’ 4.1 General Beguirements of the Educational Program
o 4.2 Undergraduate Program
L Principles and 421 Undergraduate & dmission
Fhilogophy of 4.2 2 Undergraduate Completion Requirements | |
ssccreditation 4.23 Undergraduate Curriculum
4.2 4 Undergraduate Instrnaction
II: Institutional 425 Academic A dvising of Undergraduate Students
Purpose 4.3 Graduate Program
431 Initiation, Operation and Fxpansion of
III: Institutional Gracuate Programs
Fffectiveness 4.3 2 Graduate A dmission
433 Graduate Completion Reguirements
. 4.3.4 Graduate Crurriculam
w 4.3.5 Graduate Instraction
LIOgram 436 Academic &dvising of Graduate Students
4.4 Publications
m 4.5 Distance Learning Programs
Support Bervices 4.6 Contitming Education, Cutreach with Service Programs
4.7 Student Records
VI A dministrative 4.8 Faculty
Processes L 421 Selection of Faculty
| 423 Academic and Professional Preparation -

Please uze the following form to enter vour cotnments about this section of the SACE Self-Study

1. Enter the Section of the SACS Criteria (3.2, 4 3 4, ete) below from the document wou are rewviewing. (Eeoquited)




Review-Must Statements gg MANE:

|«-= - A QEBFI B-SE-3

SACSE Self Study
Drafi Review

Directions

Choose the Jection
Below that you
would like to review.

I: Principles and
Philosophy of
Acereditation

II: Institutional
Purpose

IIT: Instituticnal
Effectiveness

IV: Educational
Program

V: Educatiofal
cuppott Services

VI A dimindstrative
Procesaes

=]

J File Edit ‘iew Faworites Tools  Help I_
Fe

3.2 DPlanning and Evaluation: Administrative and Educational Support Services

Tn addition to prowiding ewdence of planning and ewvaluation in its educational
program, the mstitution must demonstrate planmng and evaluation i its admimstrative and
educational support services. For each admintstrative and educational support service umt,
the institition must

1.

tn

4.

establish a clearly defined purpose which supports the mstitubion's purpose
and goals

formulate goals which support the purpose of each urit

develop and implement procedures to evaluate the extent to which these goals
are being achiewved in each unit

use the results of the evaluations to improve admumistrative and educational
supfpott SErVICES.

Each unit, in ite planning and evaluation processes, should consider internal and
external factors and should develop evaluation methods which will weld mformation usefil to
the planning processes of that unit.

3.3 Imstitutional Research

Institutional research must be an ntegral part of the mstitution's planning and
evaluation process. It must be effective in collecting and analyzing data and diszeminating
resultz. An mmstitotion must regulatly evaluate the effectiveness of its institutional research
process and use its findings for the mprovement of its process.

The institutional research process may be centralized or decentralized but should

Pleasze use the following form to enter your comments about this section of the SACS Self-Study

| [ il

1. Enter the Section of the ZACE Cntenta (3.2, 4.3.4, etc.) below from the document vou are reviewing, (Fequired)




Review-Narrative Response
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SACS Self Study
Drafi Review

Directions

Choose the Jection
Below that you

would like to review.

L Principles atd
Philosophy of
Accreditation

II: Institutional
Purposze

IIT: Institutional
Effectiveness

IV: Educational
Program

V: Educational
Suppott Services

VI A dministrative
Processes

-]

|A S| o -d & BOB|E

[l 4 b bdlj|4@

IEEE

@ OOOR| -

[ma - - &

JMLU Institutional Selt-Study:
Section I11:

Second Dratt

Institutional Effectiveness

3.2 Planning and Evaluation: Administrative and Educational Support Services

I addivton o providing evidence of ploniing and evoluaiion in s educational program. the

{rsrinurion mnst demonsivare plarming and evaliation in s adwinisrrarive and educarionae!

Support services.

JMU is in compliance with this statement.

The processes and protocols for the development of mission statements, master plans
for achievement of mission objectives, annual goals and the corresponding assessment
vehicles are well established for the university as a whole as well as for subordinate
divisions and departments. There is a clear history of the philosophical and operational
acceptance of these actions into the functional methodology of the university.

As the reader reviews the self-study sections for Adminstrative and Educational
Support Services, we draw your attention to the development and continuing maturation
of an institutional planning and evaluation schema that includes formation of the
Division of Institutional Effectiveness, the de'.elnpmenl of the IMU Planning Database
by which 1[] new |mnat|'.e=; are linked m lhe university Defining C haracteristics and

Alr

M 4| 10i7

M

i 1 1 C. =L S s S — |
sExi1in O 9]

FPlease use the following form to enter your comments about this section of the SACE Self-Study

1. Enter the Section of the ZACS Cntenia (3.2, 4.3.4, etc.) below from the document vou are reviewing, (Eequired)
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Flease use the following form to enter your comments about this section of the 2ACE Self-Study
1. Enter the Jection of the ZACE Crteria (3.2, 4.3 4, etc.) below from the document you are reviewing. (Eequired)

2. Comiments on the Marrative:

| =

3. Comments on the FEecommendations or Suggestions:

I =
4. Suggested additional Documents:

I =

5. Additional Comuments:

I =

6. Flease prowide the following contact information:

MNepne I
Affiliation Im
Depariment I
Wark Phone I
E-pmexil! I

After making wour comments, please

1. Click the "Submit Form" buttorn,

2. Click "REeset Form" button,

3. Click this link: Back to the top of comment form.

Subrmit Farm Feset Farm




Final Report

JAMES MADISON UNIVERSITY.

Home

self-study Beport

Introduction
Section I

section I

Section 111
Section IV
aection V

Section VI

Appendices

Recommendations
Huggestions
Documentation List

A dmirdstrative Fesponse

INSTITUTIONAL SELFE-STUDY

James Madison University
Institutional Self-Study Report

Introduction
section I Prnciples and Philosophy of Accreditation
section [T Institutional Purpose
section 1 Institutional Effectiveness
section IV Educational Program
section Vo Educational Support Services
section VI Admursstrative Processes,
Appendices

Eecommendations

Sugzestions

Documentation List
A dmurnstrative Eesponse
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w Getting ready for the new SACS
Criteria

» Being prepared for continual
planning, evaluation, and
reporting

» How do we do this?

» Build a Web-based planning database

» Expand SACS Library into a university
document archive



Defining Characteristics ~ &®j,

¢ Mission Statement

v JMU has 29 Defining Characteristics that
describe what we will be like in 2008.
Three Characteristics relate to planning.

» 12. The university will follow a planning process
that emphasizes accountability and ties
resource allocation and initiatives to the
concepts of institutional effectiveness

» 13. The university, through its planning process,
will clearly align aspirations, wills and resources
to achieve its goals

» 14. The university will involve the entire campus
community in a well-defined, consistently-used
and commonly-understood process for planning
and decision-making



Planning Flowchart

>

Direction of Goal and Objective Developrnent

«#

Jrild Planning Datzbasse

Linkages Baveen Mission Statement, Defining Charmcteristics,

Mizsion Statement
I

Uriweraity Goals, and Divisond@PrOean/Unit Cbjedives

o
>

Crefining [ efining Crefining
Characteristic 1 Characteristic 2 Characteristic =
I
I ]
U niwers by LI e e ity
zoal 2a zoal 2b
I
[ | ]
Civizion 4 Crivision 2 Crivision 3
Objective 1 Obje ctive 1 Objective
|
I ]

AP oor Dean AVE ar Dean 2 AYFE or Dean 3 AP arDean g

Objective 1 Objectwe 1 Obje ctive 1 Objective -
Unit 1 Unit 3 Units Unit ¥

| Objective 1 O hjective 1 Oibje ctiwe 1 ] Ohbjectire 1
Unit 2 Unit 4 UnitG Unit ¥
| Objectie 1 Objective 1 Oihje e 1 ] Objective 2
| | Unit 2 : | | Unit 8
Ob jective 2 : Objective
1
In Cooperation Wiith _:

Division 2, Unit G

..‘

Collaboration ACross Divisions, &y Rs Dears NS



%1% JAMES

MADISON

Planning Web Site

UNIVERSITY.

JMU Planning Process Web Site

Current Extensions
Site
Standardized Consistent IT Assumes Automate
Data Entry | Page Format Responsibility 1 Division
and Updates Rewrites System Pages on Web
October 1, 2001 2001-02
Search/Report Reporting Document Annual Re
o ports
Capabilities by | | Annual and 2008 Management Administrative
Characteristics, Goals, Administrators Database T Divisions
Division, etc. Monitor Progress 2001-02 2001-02
Multiple Y i
ultiple Year External Reporting Link to SACS Budget Initiatives
Planning SCHEV -
T DPB Criteria 1 2002-03
2001-02
Etc.
Close the Loop Facilitate
Planning, Budgeting, | Division Subunit Annual Repf?rt_s Performance
Evaluation, Planning and Academic Affairs o Me?surgs
Use of Results Reporting 2002-03 %’gggrggy
Measures of Portfolio
Excellence 1 Links To PD
Division, Unit 2003-04?
2002-03?
Futuring Employee Work
Database 1 Profile and
2003-04 Annual Evaluation
?7?
Annual Evaluations
Administrators  ||_|
?7??




Planning Database Home 42,

JAMES MADISON UNIVERSITY.

A

MA

M
D

UNIVE

home | create objective | specify access | send objective | search/report | archive/retrieve | budget | display options | help

Objective ID

Dbjective Summary

Primary Contack

administrator

¥Yiew Edit

Delete

F537083214-00-IE-Kx-xx
953051035-00-1E-44-CF
AE90113601-00-IE-xx-xx
FS37042500-00-IE-kx-xx
FO0653997-0-00-1E-44-0F
F065094936-00-IE-xx-xx
FRIT044029-00-IE-kx-xx
FO654025-00-IE-%x-x5
AE9011541 1-00-IE-Kx-xx
FS3P052700-00-IE-x-%x
753704 1644-00-IE-xx-xx
F065115524-00-IE-AA4-0F
753705371 7-00-IE-Rx-%x
FS37015750-00-IE-xx-xx
FRIT015214-00-IE-kx-xx

Assist administrative and student support offices
Assisk the WP For Institutional EFfectiveness ind
Assisk with producing materials and conducting act
Assisk with the development and implementation of
Assisk with the developrent of university-wide per
Complete all mandated reports and questionnaires a
Complete collection of information For the SACS Se
Complete the annual Statistical Summary: with new &
Complete the Board of Yisitors annual financial bo
Complete the development of a comprehensive instit
Conduct a study of Faculey using historical databa
Develop a web-based planning module to Facilitake
Enhance daka management capabilities by conducting
Greatly enhance JMU's peer group daka on the Web,
Improve the usability of QIR's Web site by adding

manage users | syskem skatiskics| manage groups

Frank Doberty
Frank Doherty
Frank Doberty
Frank Daoberty
Frank Doherty
Frank Daoberty
Frank. Doherty
Frank Daberty
Frank Doberty
Frank Doherty
Frank Doberty

Dr. Roberk L, Scokk

Frank Doherty
Frank Daoberty
Frank. Doherty

P L L LLLLRLLLLLRLLE

TR R OB RO ORRRRBRBARN

SIR=SN=N=N=N=N=N=N=g=N==N=N=g=

Sl

logout

[S

R

ES

SITY



Living Documents AAADon

UNIVERSI T

» Reports

» Objectives and accomplishments by new
SACS Ciriteria, Defining Characteristic,
division, office, etc.

» Use of results for program improvement

«» Document archive of all major
reports

» Organized by SACS Criteria, Defining
Characteristic, etc.

» Including program reviews, annual
reports, etc.



Z.
Contacts AR v

IIIIIIIIIII

w | ocation of presentation

» http://www.jmu.edu/instresrch/oirpresent.htm
< Email

»Ask-OIR@QIMU.EDU

» Roundtable: R21A, Tuesday
/:30-8:45am

» Concurrent Session: CS-52,
Tuesday 9-10am



Assessment & Evaluation Time... %} KADISON

UNIVERSI T

v Please take a few
minutes to complete
the evaluation form.

v Your feedback is
appreciated.

@ Thank you for coming!




