JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL I INPUT-PROCESS-OUTPUT DESCRIPTION

	INPUTS
	PROCESS
	OUTPUTS

	FUNDING:

$200,000. 

STAFF:

Director (1.0)

Statistical Analyst (1.0)

Agency Management Lead Analyst (1.0)

Program Support Technician (0.5)

Graduate Assistant (1.0)

OTHER RESOURCES:

Senior Programmer Analysts (from Systems Development (.4))

JMU Web site

Electronic mail

Computer technology (5.0)

RECEPTORS:

JMU

Administration

Faculty and staff

External:

State Council for Higher Education in Virginia

Department of Planning & Budget

Federal govt.

College guides

Local officials

FACILITIES:

Offices in Smith House Annex

LIAISON:

SCHEV

DPB

SACS

Other JMU Departments

Local community

PRECONDITIONS:

Need for information on which to base decisions and evaluation information to improve university processes.
	The James Madison Office of Institutional Research supports the decision-making and planning processes of various internal and external customers. This is accomplished by completing mandated reports for audiences such as the JMU administration, SCHEV and the Department of Planning and Budget.  

The office supports the development and publication of the annual JMU Master Plan through active participation on the planning team.

With the rise of the need for accountability information from various internal and external audiences, OIR develops and compiles various measures of effectiveness and disseminates them to various audiences.  The office assists with the development and coordination of an university-wide self-assessment system. The office conducts workshops and provides technical assistance for program reviews in administrative units.

The office responds to the information needs of decision-makers by developing the Statistical Summary and other reports as requested and planned.
	The James Madison University Office of Institutional Research:

· completes mandated reports accurately and on time

· supports the development and dissemination of the JMU Master Plan and planning process.  The university community’s knowledge of the MP is increased.

· develops appropriate and/or required measures of effectiveness, and disseminates the completed documents to appropriate audiences.

· provides useful training and technical assistance in program evaluation

· provides internal and external customers with useful, accurate, and timely information on which to base decisions


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL II INPUT-PROCESS-OUTPUT DESCRIPTION
MANDATED REPORTING - 1.0

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator (.1)

Statistical Analyst (.8)

Agency Management Lead Analyst (.75)

Graduate Assistant (.2)

RECEPTORS:

JMU

Administration

OTHER RESOURCES:

Senior Programmer Analysts from Systems Development (.4)

External:

SCHEV

DPB

Federal govt.

College guides

Local officials

FACILITIES:

Offices in Smith House Annex

LIAISON:

SCHEV

DPB

JMU Systems Development staff

DATA

Data from JMU automated information systems

PRECONDITIONS:

Need for mandated information on which to base decisions and build long-term databases
	The James Madison Office of Institutional Research supports the decision-making and publication processes of various internal and external customers through the development of the following mandated reports.

The office develops and edits the SCHEV data files according to SCHEV standards on admissions, enrollment, courses taken, graduation, and financial aid.

The office maintains the facilities inventory of every space on campus according to SCHEV’s directions.  Biannually the office submits to SCHEV a data file of the utilization of classroom and class lab space.

Information about the university appears in many publications.  OIR completes all questionnaires for these publication on time and accurately.  The information is gathered from a wide variety of internal and external data sources.

The office also gathers data for the mandated reporting requirements that often arise during the year.
	The James Madison University Office of Institutional Research:

· produces SCHEV data files which meet requirements, are accurate, and completed on time,

· develops the space inventory and conducts utilization studies which accurately reflect space used by the university and especially by classes,

· develops questionnaires for various audiences which accurately reflects information about the university, and

· develops other mandated reports which contain the necessary information, are accurate, and on time.


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL II INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.0

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator (.1)

Graduate Assistant (.05)

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

LIAISON:

Administration and departments

Planning Advisory Council

DATA

Information from mandated reports

PRECONDITIONS:

Need for a planning process which is open to all JMU personnel and provides an annual summary of the most important priorities and the related objectives
	The James Madison Office of Institutional Research supports the planning process of all JMU offices through the coordination of the JMU Master Plan.

Each fall an environmental scan of the most important internal and external trends that could affect the university is conducted.

In the spring the Planning Advisory Council makes recommendations for the university’s Priorities for Action for the next year.  OIR coordinates the collection of suggestions for these priorities and gives them to the PAC for their recommendations to senior management.

Each November and May each division submits to OIR its Action Plans which relate to the Priorities for Action.  OIR compiles these into a draft document that is reviewed and approved by the PAC in March.

OIR publishes in hard copy and electronically the Master Plan in late March.  These are sent to all offices, and the supervisors are strongly encouraged to discuss these with their staff.
	The James Madison University Office of Institutional Research:

· develops an annual useful environmental scan of the most critical issues facing the university,

· coordinates  input to the decisions about the university’s Priorities for Action,

· collects and compiles all Action Plans which contain objectives relating to the Priorities for Action

· publishes the Master Plan on time and to all offices on campus and to selected outside agencies.  This ensures that all members of the university community are aware of the objectives which relate to their areas


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.1
ENVIRONMENTAL SCAN

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator

Graduate Assistant

JMU Administrative Council

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

LIAISON:

Administration and departments

Planning Advisory Council


DATA

Information from environmental scan


	The JMU executive management, the Office of Institutional Research and the Planning Advisory Council are responsible for an annual environmental scan of both internal and external trends that could affect JMU in the immediate and long-range future.

During the summer and early fall a subcommittee of members of the Planning Advisory Committee collects information from a variety of sources about the major internal and external trends that could affect JMU. These trends are presented to the total PAC at its October meeting. The PAC votes on which trends it believes are the most important and communicates these to the senior management of the university.
	· list of possible trends affecting JMU, both internally and externally, developed

· list of internal and external trends approved by the PAC


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.2
PRIORITIES FOR ACTION DEVELOPMENT

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator

JMU Administrative Council

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

LIAISON:

Administration and departments

Planning Advisory Council


DATA

Important trends from environmental scan (2.1)


	The JMU executive management, the Office of Institutional Research and the Planning Advisory Council are responsible for the development of Priorities for Action

In the spring after the Master Plan is published the PAC uses the information from the environmental scanning process to develop recommendations to modify, delete, or add to the university’s Priorities for Action.  The recommendations of the PAC are sent to the Administrative Council.  During the summer the Administrative Council reviews the recommendations and produces a final list of Priorities for Action for dissemination to the university community.
	· list of Priorities for Action developed


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.3
OBJECTIVES FOR MASTER PLAN

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator

Graduate Assistant

JMU Administrative Council

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

LIAISON:

Administration and departments

Planning Advisory Council


DATA

Important trend information from environmental scan (2.2)

Relevant Priorities for Action


	All JMU staff are responsible for the development of the objectives for the Master Plan.

In the fall after the Priorities for Action are published, each divisional head communicates to his or her staff that it is time to solicit objectives for the Master Plan that relate to the university’s Priorities for Action.

Each department head/director shares the Priorities for Action with his or her staff/faculty and solicits objectives for the Master Plan that relate to the Priorities for Action. The department head/director prioritizes the objectives and sends them to his or her supervisor. This process continues until objectives from each area of each division are sent to the divisional vice president.

The vice president prioritizes the division’s Annual Action Plan and submits it to the Office of Institutional Research by November 1. Each objective contains a brief description of the responsible office and the criteria for evaluation.
	· Department objectives contain the recommendations of staff from the department.

· All full-time staff have knowledge of the objectives for their departments that appear in the Master Plan.

· Department and division objectives that relate to the Priorities for Action are developed.

· Annual Action Plans are developed and submitted to the Office of Institutional Research by November 1 each year.


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.4
MASTER PLAN PUBLICATION AND COMMUNICATION

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator

Graduate Assistant

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

Accrediting agencies

LIAISON:

Administration and departments

Planning Advisory Council


DATA

Priorities for Action

Objectives for the Master Plan
Master Plan (2.3)
PAC Meeting Minutes


	The JMU Office of Institutional Research is responsible for publishing the Master Plan and communicating with the JMU community about the process.

OIR publishes all major planning documents on the MP Home Page when they are published.  This includes the annual planning calendar, members of the PAC, minutes of all meetings, and the MP document. 

OIR sends one paper copy of the MP to all departments with instructions to share it with all staff.

OIR sends an electronic message to all departments and faculty communicating the publication of the MP on the CWIS.
	· Master Plan Web Home Page contains all major planning documents except divisional Annual Action Plans 

· Master Plan is published on time and distributed to all departments

· all staff know that the Master Plan has been published

· all staff know the content of the documents which appear on the MP Web Home Page


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
MASTER PLANNING PROCESS - 2.5
EVALUATION AND FEEDBACK

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator 

Graduate Assistant

All JMU staff


RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Local officials

LIAISON:

Administration and departments

DATA

Priorities for Action (2.2)
Master Plan (2.3)
Master Plan objectives (2.3)


	All offices are responsible to develop evaluation strategies to measure annually the achievement of the objectives in the MP.

Each office evaluates its objectives and reports the outcomes to its division head. The divisional head summarizes the outcomes and provides a report to senior management in June.

Results of the evaluation outcomes are communicated to all staff within the department and division.

Results of the evaluation are used by staff to develop plans to improves its functions.
	· evaluation procedures for each objective developed

· annual evaluation of the achievement of each MP objective completed by June 

· all staff are aware of the outcomes of the evaluation

· all evaluations reported to senior management.

· information from evaluation outcomes is used for program improvement


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL II INPUT-PROCESS-OUTPUT DESCRIPTION
MEASURES OF EFFECTIVENESS - 3.0

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator (.5)

Graduate Assistant (.05)

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Higher education community

Accrediting agencies

DPB and SCHEV

LIAISON:

Administration and departments

SCHEV

DPB

DATA

Information from mandated reports

PRECONDITIONS:

Need for accountability information by a wide variety of internal and external organizations which make decisions about the effectiveness of JMU
	The James Madison Office of Institutional Research facilitates the collection and distribution of accountability information about the performance of JMU. The office does not, however, coordinate student assessment reports.

JMU annual participates in benchmarking studies as directed by senior management. OIR collects data for these studies according to specifications and submits them to the organizations.  OIR also assists with the analysis of the results and provides technical assistance from the offices as desired.

JMU has a variety of national, regional, and state accreditations.  OIR provides accurate and timely information for the agencies and campus departments or teams (like SACS) who must develop reports for these agencies. 

Many colleges and universities across the nation are developing institution-wide performance measures.  JMU must also provide performance measures to DPB and SCHEV.  OIR compiles these measures and reports them accurately and in a timely manner.

SACS, the regional accrediting agency, requires that all departments conduct periodic self-assessments. To help the university comply with the SACS Criteria, OIR assists with the development of a university-wide process for ensuring that all offices have information about the requirements of the self-assessment process.

OIR leads evaluation teams for the Division of Administration and Finance. This includes the development of program designs, evaluation designs, team coordination, survey research, and report writing.
	The James Madison University Office of Institutional Research:

· produces accurate and timely benchmarking information 

· produces timely reports on the outcomes of benchmarking for senior management and all affected departments

· collections accurate and timely information for initial accreditation and reaccreditation activities

· assists with the development of university-wide performance measures which meet the needs of senior management and for external reporting

· assists with the development and ongoing monitoring of a university-wide self-study system.  All departments are aware of the self-assessment standards

· timely and useful evaluations completed for all offices in the division


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL II INPUT-PROCESS-OUTPUT DESCRIPTION
MANAGEMENT INFORMATION REPORTING - 4.0

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator (.2)

Statistical Analyst (.2)

Agency Management 
Lead Analyst (.25)

Graduate Assistant (.15)

RECEPTORS:

JMU

Administration
Faculty and Staff

Board of Visitors

External:

Higher education community

RESOURCES

Computer technology (5.0)

LIAISON:

Administration and departments

DATA

Information from mandated reports. (1.0)

PRECONDITIONS:

Need for information with which to make decisions
	The James Madison Office of Institutional Research supports the need to provide useful information for decision-making.

The Statistical Summary is the major management information document produced by OIR.  The information in the Statistical Summary is collected from a wide variety of mandated reports and published in hard copy and electronically.  Members of the university community are urged to read and comment.

Management during the year requests ad hoc reports to help with decisions.  OIR determines the information needs, collects and analyzes the data, and reports the results in a timely and accurate manner.

In response to either direct requests or the perceived need for information on critical issues, OIR conducts several specific studies to provide useful information on a variety of important issues.   These reports must be useful, accurate, and timely.
	The James Madison University Office of Institutional Research:

· produces an annual Statistical Summary of JMU which contains accurate, useful, and timely information.

· produces ad hoc reports as requested which are useful, accurate, and timely

· produces useful, accurate, and timely reports which have either been requested by senior management or planned by OIR 


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL II INPUT-PROCESS-OUTPUT DESCRIPTION
ADMINISTRATION 5.0

	INPUTS
	PROCESS
	OUTPUTS

	STAFF:

Administrator (.1)

Graduate Assistant (.1)

RECEPTORS:

Office staff

RESOURCES:

JMU Web site

Electronic mail

LIAISON:

Division of Administration and Finance

Resource Planning

Office of Human Resources

PRECONDITIONS:

Need to use resources efficiently and develop staff to provide exceptional services
	The James Madison Office of Institutional Research desires to conduct its activities in an efficient and effective manner.

The director works with his supervisor to gain sufficient resources to effectively manage the office’s activities.

OIR staff are encouraged to upgrade their skills and abilities through a variety of workshops, conferences, and seminars.

OIR periodically evaluates the effectiveness of its various functions through interviews, surveys, and self-studies.  The information gathered from these evaluations are used to develop annual objectives and improve services.

It is important that OIR communicate effectively with its many constituencies to ensure that it understands the needs of its customers and works effectively and efficiently. Therefore, the office staff periodically ask its customers to state their information needs. The office staff also listen carefully to the information needs of customers and attempts to develop methods to communicate.
	The James Madison University Office of Institutional Research:

· has an office which is efficiently managed with sufficient resources.

· develops all OIR staff to increase their skills and abilities to perform their job

· periodically evaluates its primary functions and uses the information for improvement

· annual planning process identifies the most important studies and reports to conduct

· information needs of customers are known by OIR staff

· customers believe that OIR staff listen well to their concerns.


JMU OFFICE OF INSTITUTIONAL RESEARCH
LEVEL III INPUT-PROCESS-OUTPUT DESCRIPTION
ADMINISTRATION 5.1 – 5.4

	INPUTS
	PROCESS
	OUTPUTS

	5.1 Office Management

STAFF:

Administrator 

Graduate Assistant

Effective evaluation procedures from the State


	There are many office functions that must be efficiently and effectively managed. These include budget development, resource acquisition, staff evaluations, staff meetings, etc. Development needs of staff are identified in the evaluations.
	· all office functions are efficiently and effectively managed

· sufficient personal and nonpersonal resources exist

· effective personnel evaluations are conducted

· individual development needs are identified

	5.2 Staff Development

Sufficient resources for training

Individual development needs (5.1)
	The director and staff identify the training needs for the IR profession. Training opportunities are then identified.  Each staff member also receives at least 12 hours of training per year that relate to the training needs. These training activities are designed to improve annually the skills of all staff.
	· training needs of IR are identified

· recommendations for future training are developed

· each staff member receives at least 12 hours of training per year

· skills and competencies are improved annually

	5.3 Planning and Evaluation

Staff with appropriate skills (5.2)

Priorities for Action (2.2)

Recommendations for training (5.2)

Suggestions for objectives from the VP for Administration and Finance, and the AVP for Resource Planning
	The office periodically examines its Mission Statement to ensure that it is appropriate for the office and relates to the university’s mission. Annually objectives are developed that relate to the Mission and the university’s Priorities for Action. The VP for Administration and Finance and the AVP for Resource Planning also provide input into the objectives. All staff have an opportunity to contribute to the development of the objectives and are continually aware of the status of the objectives. Annually evaluations are conducted of the objectives. Information from the evaluations are used to develop short- and long-range objectives.
	· an appropriate OIR Mission Statement exists

· annual mission-critical objectives that relate to the Mission Statement are developed

· staff are continually aware of the office’s annual objectives

· periodical evaluations are conducted of the office’s activities

· information from the evaluations are used for program improvement

	5.4 Communication Strategies

Offices with information needs

RESOURCES: 

Web site space

Electronic mail


	The office continually makes efforts to develop useful communication strategies. The office updates its Web site to provide the most useful information. Periodic newsletters, email, and memos are sent to offices across the university to communicate the office’s activities.

Office staff discuss periodically with many senior administrators their information needs. Office staff concentrate on using effective listening skills to determine the needs of these administrators.
	· periodic effective communication strategies are employed to communicate OIR’s activities to the university community

· OIR Web site contains critical and useful information about the university

· university officials state that OIR staff effectively listen to their information needs

· OIR staff are aware of the information needs of its primary customers


