

Developing A Mission Statement
Why does your Unit exist?

Admissions, Registration and Records exists to support students in the development of their educational, professional and personal goals. 
How does your Unit support the overall mission of the College (how does it contribute to “enhancing lives”, “fulfilling dreams”, and  “provid(ing) excellent, innovative and affordable education”?)
•
Kishwaukee College Student Services is student centered

•
We believe in the dignity, uniqueness, diversity, and growth of each individual and the fundamental right of each person to realize his or her fullest potential

•
We believe Student Services is an integral part of the total learning experience at Kishwaukee College

•
We believe in providing friendly, easily accessible, trustworthy and efficient services in an environment that is caring and confidential

•
We believe in an internal environment that will nurture our values; respect, responsibility, integrity, caring, and fairness

•
We believe in mentoring high standards for our students to model while assisting them in achieving academic excellence 

What is your Unit’s important role at the College and in the community?
We assist students to enroll in programs and services that help them achieve their goals.
What makes your Unit distinctive?
     

Based on the above responses, write a brief mission statement for your Unit.

Kishwaukee College's Office of Admissions, Registration and Records, as a part of Student Services is committed to providing comprehensive programs and services in a supportive, caring, and challenging learning environment for the purpose of allowing its students the opportunity to take the initiative and responsibility for their total development including their educational, professional and personal goals.

Writing an Outcome

Based on the mission of your Unit, please list one outcome that is important to your Unit 
	Outcome:  Increase the number of students matriculating to the College.


Before final selection, consider the following questions:

· Is this an important outcome?

Is the outcome measurable quantitatively? 

Identifying Possible Measures for your Outcome
Please write the outcome from the previous page here:
Increase the number of students matriculating to the College.
Below are examples of where you might find data that is relevant to your outcome:
Types of Qualitative Measures


Types of Quantitative Measures

Advisory Group Feedback 



Compass Scores

Capstone Projects 




External Agency Measures

Case Studies 




Grades

Documentation Review 



Interviews, structured
Focus Groups




Questionnaires
Interviews, Unstructured



Surveys (e.g., satisfaction, graduate)
Observations




External Agency Measures
Portfolios





Standardized Tests
Review Tips for Selecting Measures

· Make sure measurement can be completed within a reasonable period of time.

· Make sure data is available or obtainable.

· Consider whether an instrument already exists that can be used to collect the data. 
(This will save time in developing a new instrument.)

Select  one or more measures for your outcome:
	Measure #1: Increase applications for admission for Fall


	Measure #2:      


	Measure #3:      



Developing a Processes for Your Measures
Please write your Outcome here:
Increase the number of students matriculating to the College.
Please write Measures from Page 4 here:
	Measure #1: Increase applications for admission for Fall

	Measure #2:      

	Measure #3:      


	
	Measure #1
	Measure #2
	Measure #3

	Will research or a literature review need to be done on the measure?  Who will do it?

	no
	     
	     

	Does an instrument or dataset already exist?


	yes
	     
	     

	       If no, who will develop it?


	     
	     
	     

	Who will collect the data?


	AdmissionsSpecialist
	     
	     

	How often will the data be collected and reported (FY, each semester, etc.)


	each semester
	     
	     

	Who will analyze and report the information?  Who will keep and maintain the reports?


	Director of ARR, Admissions Specialist
	     
	     


      Identifying Benchmarks and Targets for Your Measures

Target

A “Target” is just what you like the results of your measure to be.  For instance, it could be that you want 100% of your state files to be submitted on time or you would like 90% of the people who use your office to be satisfied.

Before setting your target, also consider things that might impact your unit such as:

· Anticipated staffing changes
· Budgetary limitations

· Physical space limitations
Benchmarks
A “Benchmark” is simply some number that you can compare your Target to.  For instance, the state average for submitting files on time might be 80% or the national average for a satisfaction measure may be 85%.  If there is no national average and you’ve collected data on your measure before, perhaps a benchmark could be the average over the last 3 years.  
The aim is not to start from scratch, there is a good chance this data has been collected and analyzed before!   

	Measures for Your Outcome  (from pg. 4)
	Benchmark
	Target

	Increase applications for admission for Fall
	3606 (FA09)
	1% growth each year

	     
	     
	     

	     
	     
	     


Explanation of Benchmark Numbers Used:  Beginning with the implementation of Colleague, student data for admission was consistently collected and stored in the Student System.
Explanation of Targets Used:  Count of actual New Student Information Forms received

Summarizing Your Outcome and Measure(s)
To summarize your outcome, your measures and your targets, please fill in the table below. 
	Outcome
	Measure
	Target

	Increase the number of students matriculating to the College.
	Increase applications for admission for Fall
	1% growth each year

	
	     
	     

	
	     
	     


Recording and Analyzing Data

Steps for Recording and Analyzing Data Worksheet 

1.
On the space provided on the worksheet include data for the current period (fiscal year, semester, etc.) and the target.  There is also a column for you to compute the difference between the two.

2.
Write an analysis of the data.  If unusual or unexpected differences emerge it may be useful to use one of several strategies to attempt to explain the variation:   

a. Brainstorming sessions among those in the unit

b. Discussion at department or division meetings

c. Discussion at advisory committee meetings

d. Discussion at Program Review meetings

e. Sub-analyses, such as an analysis by gender, age,  by mode of delivery (e.g. online vs. lecture) or by stakeholder served.
This analysis can also result in action plans, particularly in cases where the established targets have not been met or where a negative trend is impacting results.   Keep in mind that even if a target has been met, it may still be desirable to continue to improve performance!
3.
After collecting, recording, analyzing, and discussing the data, select one of four alternatives for each measure:

a. The target has been achieved and  no action is planned

b. The target has been achieved and action(s) is planned 

c. The target has not been achieved and action(s) is planned

d. The target has not been achieved and monitoring is planned
4. Share and report your results with appropriate parties such as supervisors, deans, and accrediting agencies.  Include the information in reports that you prepare (like Program Review) so that the data can be used to make future decisions.

	Recording and Analyzing Data for Your Measures

	
	2009
	2010
	2011

	
	Actual
	Target
	Difference
	Actual
	Target
	Difference
	Actual
	Target
	Difference

	           Fall


	3606


	     
	     
	3690
	3642
	+48
	     
	3726
	     

	Analysis:   

 FORMTEXT 
     


	Recommendation:   FORMDROPDOWN 



	     
	     
	     
	     
	     
	     
	     
	     
	     
	na

	Analysis:      


	Recommendation:   FORMDROPDOWN 


	FALL
	3606
	     
	     
	3690
	     
	     
	     
	     
	     

	Analysis:      


	Recommendation:   FORMDROPDOWN 
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Developing a Processes for Your Measures


Identifying Benchmarks and Targets for Your Measures
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