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Introduction 

This manual was created to help provide guidance and instruction for all WEAVE users at the 

University of West Alabama in the planning processes for UWA.  Because the processes are fluid and 

dynamic, this manual should be viewed as a work in progress that will expand over time and evolve as the 

University does.   

 

WEAVE is a web-based assessment management application that helps manage accreditation, 

assessment, planning and quality improvement processes for colleges and universities, detailing 

institutional effectiveness. It is designed to capture assessment information that ultimately supports 

quality improvement in student learning and in the services provided by the University of West Alabama 

(UWA) in various forms.  WEAVE focuses on continuous improvement in all academic programs, 

administrative and student affairs units, and other services, projects, and grants. 

 

  Learning to use WEAVE requires not only understanding how to navigate the various parts of 

the application and enter data in the right boxes, but also how to decide what goes into those boxes. The 

navigation and data entry parts are relatively simple. The Help system built into WEAVE is accessible 

from every screen and is a convenient way to access context‐sensitive help. The decision part is not as 

simple and should be well thought out before data is entered into WEAVE. 
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Thinking About Planning and Assessment 

 There is great benefit when a culture of assessment is embraced and nurtured on a university 

campus.  In her book Assessment: Clear and Simple (2004), Barbara Walvoord states, “In the right hands, 

good information is potentially the best lever for change.”  The planning and assessment process should 

provide the information necessary to become the lever for change at the University of West Alabama.  

Walvoord goes on to write that if done properly, assessment “can provide a basis for wiser planning, 

budgeting, and change in the curriculum, staffing, programming, and student support, instead of wasting 

valuable resources on vague notions about what might be effective.” 

 There are three primary catalysts for the current “assessment movement,” which have arisen from 

different areas.  One catalyst began outside institutions of higher education with legislators, employers, 

and other constituents who became disappointed and disillusioned with the quality of college graduates 

and the ever rising cost of higher education.  These constituents wanted institutions of higher education to 

provide data-based evidence that they were providing quality academic programs and administrative 

services and not just claiming to do so.  The second catalyst was educational reform movements.  Reform 

movements such as writing across the curriculum and learning communities needed data on learning in 

order to build a case for meaningful reform.  The third catalyst for the “assessment movement” was 

increased competition among institutions of higher education.  Colleges and universities began using data 

about learning to market themselves and challenge other institutions.  The greatest challenge that UWA 

and other institutions face is to identify what is productive about assessment and to use it to improve the 

institution (Walvoord, 2004). 

 Planning and assessment is simply formulating a scheme to reach a specific goal and then 

evaluating the attainment of that goal. It is the systematic gathering, analyzing, and interpreting of data to 

guide strategies and plan for improvement while measuring success.  Assessment should not be thought 

of only in relation to outside accrediting bodies, but should be considered an integral part of the 

institution’s desire for continuous improvement in the academic programs and administrative services 

offered to its various publics.  Good planning and assessment are necessary steps for UWA to realize its 

goals, dreams, and initiatives. There are three steps to assessment: (1) articulate the goal, (2) gather 

evidence about how well the goal is being met, and (3) use the information to make improvements. 
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Planning and Assessment at UWA 

 The process at the University of West Alabama begins at the unit level, then moves to the 

Dean/Vice President level at the Dean’s Council and then culminates at the President’s Council, where 

the direction and budget is set for the upcoming year.  It is a continuous process designed to involve all 

areas of the institution and maintain comprehensive participation.  Planning and assessment in WEAVE 

require units to work in a general-to-specific approach when planning objectives and assessing actual 

outcomes.  Figure 1 is a visual representation of the process.   

 

                                                                                                       Figure 1 

 By the end of May, all units complete the planning portion of the process, and the assessment or 

self-study portion is completed by the end of September.  When the process is completed at the unit level, 

all planning and assessment documents are forwarded to the Dean/Vice President.  Documents must be 

reviewed and approved by the end of October.   

For units in Academic Affairs, the Deans develop executive summaries (see Appendix A for 

template) once the planning and assessment documents have been revised according to the Dean’s 
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recommendations.  The Deans then forward the summaries and budget requests to the Office of 

Institutional Effectiveness and the Provost.  The Office of Institutional Effectiveness (OIE) then posts the 

summaries online on the OIE web page.  Also at this point, the Provost convenes the Deans’ Council to 

aid in the integration of the summaries and planning statements for presentation to the President’s 

Council.  

For areas outside of Academic Affairs, such as Financial Affairs, Student Affairs, Institutional 

Advancement, Campus Safety and Security, and the Department of Athletics, the Directors or Vice 

Presidents prepare executive summaries.  The summaries and budget requests for each area are prepared 

and presented at the President’s Council.      

During the Spring Semester, the Dean’s Council and President’s Council are convened.  The 

executive summaries and budget requests are reviewed by the Dean’s Council members.  The Council 

works to integrate the planning statements with budget requests and establish institutional priorities.  The 

planning priorities established at the Dean’s Council serve to guide final budget prioritization and budget 

recommendations to the President’s Council. The President’s Council considers the recommendations of 

the Dean’s Council as a University Plan is developed that determines the direction the University will 

take, which plans are to be supported and implemented immediately, and available and needed resources. 

At the conclusion of the cycle, the process begins anew, with units making needed changes in mission 

statements, objectives, assessment activities, and strategic plans based on the assessment findings, 

unit/college/University strategic plans, etc. 

Annual Plans 
 Annual plans are completed by each unit at UWA for the upcoming academic year.  The process 

is broken down into several different steps, beginning with a broad, overall University-level goal and 

ending with targets.  This process can begin anytime during the Spring Semester, but must be completed 

by the end of May. Units complete the following steps in succession during the annual planning period: 

1. Identifying Goals:  Goals are broad statements describing what a unit wants to accomplish. Goals 

must relate to both the unit's mission and the University's mission. For most units, the goal(s) will 

usually be stated as the University goal(s) a unit is attempting to meet.     

2. Identifying Outcomes/Objectives:  Outcomes/objectives are statements that describe in some 

detail what a unit plans to accomplish. Outcomes/objectives should be associated with all 

applicable goals, strategic plans, standards, and institutional priorities.  See Appendix F for 

information on Student Learning Outcomes. 

3. Identifying Measures:  Measures are statements of evidence that a unit uses to verify if stated 

outcome/objective has been met. A measure may be any information that can be used as "proof" 

that an outcome/objective has been met, such as a survey, exam evaluation, committee minutes, 

etc. 

4. Identifying Targets:  Targets are the thresholds that the measures must meet for a unit to 

determine that it has been successful in meeting its specified outcomes/objectives. Targets are 

measurable statements. 
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Assessment 
 The assessment process in WEAVE is a self-study for units.  As units identify the measures for 

each outcome/objective, they must include a source of evidence, such as a survey, project, presentation, 

etc., that will be used as documentation.  From July 1 to September 30, units perform self-studies to 

determine the accomplishments for the previous year and to create action plans for reaching any measure 

that was not fully met and/or any budget requests deemed necessary. Assessment is an ongoing and fluid 

process and is conducted throughout the academic year by all units.  Findings can be put into WEAVE 

throughout the year; however, self-studies must be fully completed by the end of September. The 

assessment process includes the following steps: 

1. Publishing Findings:  Findings are indications whether an outcome/objective was met or not.  

Findings are put into the system under each target.  There is room for interpretation of results, 

possible uses of results, reflection on problems encountered, indicated improvements/changes, 

indicated strengths, etc. 

2. Formulating an Action Plan:  A detailed plan created by a unit to meet an outcome/objective that 

was only partially met or not met. The plan must include a projected completion date, 

implementation description, responsible person(s)/group, resources required, and budget amount 

(if applicable). 

3. Creating Enhancement Action Plans (Budget Requests):  Action plans tie objectives to the 

upcoming fiscal year budget.  After identifying goals, objectives, measures, and targets, units 

develop enhancement action plans stating how each objective will be achieved and what 

budgetary needs are required to achieve the plan. 

4. Reviewing Previous Action Plans:  Units create detailed plans each cycle for all 

outcomes/objectives that were only partially met or not met.  During the self-study, units should 

review the action plans created in previous cycles and note the progress on the action plan.  Each 

action plan for a prior cycle must be either in progress, finished, on hold, or terminated.  

Justification and documentation of progress is listed in the “notes” section of each detailed action 

plan.  Action plans can be viewed in the Action Plan Tracking section of WEAVE.   

5. Completing an Annual Report:  The Annual Report section is a "bragging" opportunity for all 

units in that it allows them to share with others key achievements, faculty/staff achievements, 

community/public service and scholarly/research achievements by individuals in the unit.     

6. Completing a Unit Analysis:  The analysis gives each unit a section in which to reflect on the 

specific strengths and progress made on outcomes/objectives, specific weaknesses or challenges, 

plans that were and were not implemented, and how assessment results will be used for 

continuous improvement.  The analysis also gives units the opportunity to identify challenges 

faced for the year and plans to overcome those challenges.    

 

Strategic Plans 
Strategic planning is very important to UWA. It not only occurs at the University level every five years, 

but also in the unit level annually in short-range strategic plans. Drawing upon both the annual plan and 

the self-study, units develop short-range strategic plans and describe the resources required for 

implementation. Short-range strategic plans address any areas the self-study indicates are necessary, but 

may take more than a year to accomplish.  
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Review and Approval 
 After the planning and assessment process is complete on the unit level, all documents are 

forwarded to upper-level administration for review and approval.  Documents for academic units are 

approved by Deans and the Provost and documents for non-academic units are approved by the Vice 

President responsible for that area.  Once approvals are complete, executive summaries are submitted to 

OIE and budget requests are presented at the Dean’s Council and President’s Council.  The approval form 

can be located in Appendix G and an example of a formatted assessment document can be located in 

Appendix H.  The following steps outline the approval process: 

1. Approval forms are attached to printed and formatted documents from each unit. 

2. Documents and forms in Academic Affairs are sent by OIE to the Dean or Provost for approval.  

All non-academic unit documents and forms are sent to the appropriate Director or Vice 

President. 

3. After reviewing the document for completion and proofing for errors, the approver will complete 

and sign the form.   

4. If changes are necessary, a copy of the form is sent to the appropriate person responsible for 

making indicated changes.   

5. The original signed form is sent to OIE.  

6. After all necessary changes have been made to the documents, the Coordinator of Planning and 

Assessment approves the documents as final and sends copies to the appropriate Dean. 

7. Approved documents are placed on the OIE website.   
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From Thinking to Doing:  Understanding and Using WEAVE 

 Although there is context‐sensitive help within WEAVE, this manual supplements that content 

with information based on local users’ experiences and addresses issues unique to UWA’s process.  The 

following chapter provides information that is helpful in understanding terms used in WEAVE as well as 

detailed instructions for inputting information into each section of the WEAVE system.   

 

Entities and the Entity Tree 
WEAVE defines individual organizational units as entities.  Individual entities are grouped together 

within the administrative area under which they fall in the UWA administrative organizational chart to 

create an entity tree.  All entities participate in the planning and assessment process.  The offices of the 

President, Provost, and Vice Presidents do not complete planning and assessment documents as individual 

units, but participate in the process by reviewing and approving the documents for each entity in their 

particular area.  The following is the entity tree in WEAVE: 

o Campus Police Department  

 Department of Emergency Preparedness 

o Department of Athletics  

o University-wide Research 

o Vice President for Institutional Advancement  

 Alumni Relations  

 Fundraising  

 Public Relations  

o Vice President for Student Affairs  

 ADA Services  

 Admissions 

 Career Services 

 Counseling and Student Success  

 Financial Aid  

 Housing  

 Registrar’s Office  

 Student Life  

 Student Support Services  

 Upward Bound  

 UWA Band  

o Vice President of Academic Affairs (Provost)  

 Academic Affairs  

 Information Technology  

 Institutional Effectiveness 

 College of Business  

 Department of Accounting, Finance, and Economics  

 Department of Business Administration, Management, and Marketing  

 Department of Computer Information Systems and Technology  

 College of Education  

 Department of Curriculum and Instruction  

 Department of Instructional Leadership and Support  

 Department of Physical Education and Athletic Training  
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 UWA Campus School  

 College of Liberal Arts  

 Department of Behavioral Sciences  

 Department of Fine Arts  

 Department of History and Social Sciences  

 Department of Languages and Literature  

 Honors Program  

 Livingston Press  

 College of Natural Sciences and Mathematics  

 Department of Biological and Environmental Sciences  

 Department of Mathematics  

 Department of Physical Sciences  

 Division of Educational Outreach  

 Black Belt Conservation Research Institute 

 Black Belt Garden 

 Black Belt Museum 

 Fort Tombecbe 

 Center for the Study of the Black Belt  

 Plant Atlas  

 Division of Online Programs  

 BBY Publications  

 Division of Outreach Services  

 Ira D. Pruitt Division of Nursing  

 Julia Tutwiler Library  

 Office of International Programs  

 Office of Sponsored Programs  

 School of Graduate Studies  

o Vice President of Financial Affairs  

 Bookstore  

 Business Office  

 Physical Plant  

 Printing  

 Purchasing and Inventory  

Cycles 
A cycle is a full year in the planning and assessment process.  The cycle selected will determine what 

planning and assessment information will be displayed for an entity when using the assessment tab as 

well as what information is provided in different reports available in WEAVE.  Figure 2 is an example of 

the cycle selection screen. 
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Figure 2 

 

Login Information 
WEAVE can be accessed from any computer with internet access.  Unit directors determine the 

faculty/staff in each area that will have access to WEAVE and what level of access is needed.  Figure 3 is 

a screenshot of the login page for UWA.  

 

Instructions for Logging In 

1. Go to https://app.weaveonline.com/uwa/login.aspx.  The screen should say:  “Welcome, The 

University of West Alabama WEAVEonline user. Please log in…” Create/edit a 

bookmark/favorite with this exact address before logging in. 

2. Enter a WEAVE ID and password and click Login.  The WEAVE ID and password are the same 

as each user’s UWA ID and password. 

3. Click Password Trouble? to email the WEAVE Administrator from this page. 

                                                             
Figure 3 

Home Page Information 
The Home Page is the first page users view after logging into WEAVE and contains local and WEAVE 

news.  Local news will include announcements, instructions, upcoming deadlines or other information 

important and specific to UWA users.  WEAVE news contains information primarily for WEAVE 

administrators, but may also contain some useful tips and training opportunities for all WEAVE users.  

https://app.weaveonline.com/uwa/login.aspx
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 Review Local News for important institutional information and WEAVE News for 

announcements. 

 Use the Email Admin link on the bottom left of all application pages to send an email to the 

UWA WEAVE Administrator.   

 In the Cycle and Entity Selection section, just below the navigation bar, use the dropdown 

boxes to select the Cycle and Entity in which to work.  

 

Help Pages 
WEAVE has an integrated help system that contains helpful tips and general information or help for a 

specific page.  For more specific answers to questions, the UWA WEAVE Administrator can be 

contacted via email.  Figure 4 shows the options available within the Help System.  The Help System can 

be accessed from all pages within WEAVE. 

 

Instructions for assistance using the WEAVE Integrated Help System  

1. Hover over  and choose “Help For This Page.” 

2. This option will display the Help home page options.  

3. The options will include the following tabs: Getting Started, WEAVE Admins, and FAQs and 

Other Info.    

 

Instructions for assistance from the WEAVE Administrator  

1. Click the link at the bottom of any page of the application that reads “Email Admin.” 

2. Follow the directions to send an email to the UWA WEAVE Administrator. 

 

                                                                                                                    
Figure 4 

The Assessment Tab  

The Assessment Tab in WEAVE contains links to all assessment areas in the system.  The links 

under the tab include: 
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 Mission/Purpose 

 Goals 

 Outcomes/Objectives 

 Measures & Findings 

 Action Plan Tracking 

 Achievement Summary/Analysis 

 Annual/Special Reporting 

 Document Management 

The following is information on each section under the Assessment Tab and detailed instructions for 

completing the required portion of the planning and assessment information. 

 

Mission/Purpose 
The mission statement is a declaration of the overall purpose of a unit (entity).  It should be clear and 

guide the actions of the unit, provide direction, and guide decision-making.  The mission statement should 

(1) describe the unit, (2) describe the purpose of the unit, (3) describe how the unit accomplishes its 

purpose and why, and (4) describe how the unit relates to and enhances the University's mission.  

 

Instructions for creating a Mission/Purpose  

1. Hover over “Assessment.”   

2. Select Mission/Purpose.   

3. In the text box provided, enter the overall purpose of the unit.   

Note:  If the Mission/Purpose was entered in a previous year, but require edits, select “Edit” and 

make the necessary changes.  If edits were made, under “Copy Edits Forward” select “Select 

Fields” and place a check in each appropriate box. Most often you will check all boxes.        

4. Select the cycle the Mission/Purpose statement was originally developed. 

5. Select “Keep Active” if the Mission/Purpose will remain the same for several cycles. 

6. Select “Final” and save. 

 

Goals 
Goals are broad statements describing what a unit wants to accomplish.  Goals must relate to both the 

unit's mission and the University's mission.  For most units, the goal(s) will usually be stated as the 

University goal(s) it is attempting to meet. 

 

 

 

Instructions for Entering/Editing a Goal  

1. Hover over Assessment.   
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2. Select Goals.   

3. Adding a new Goal: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Goal. 

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Goal will roll over from year to year or cease to be 

a Goal for the unit in a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Goal: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box. 

 Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Goals rolled over from a previous cycle, make sure each goal is set to  “Final” 

status.  The status of each Goal can be seen on the right-hand side of the goal in red.  Check each 

Goal for accuracy by clicking on the arrow on the left-hand side and reviewing all the 

information under each Goal. If Goals are set to “Draft/In-Progress,” select “Edit” and make 

sure there are no errors or changes that need to be made.  Once it has been determined that there 

are no errors and no other edits, select “Final” and save. 

5. Reordering or Renumbering Goals: 

 Select “Reorder” under Goals.   

 Change the order of the Goals by dragging the Goals to the order desired and save. 

 To renumber the Goals, select “Reorder” and save (the computer will automatically 

renumber the Goals). 

 

Outcomes/Objectives 
Outcomes/Objectives are statements that describe in some detail what a unit plans to 

accomplish.  Outcomes/Objectives should be associated with all applicable goals, strategic plans, 

standards, and institutional priorities.  Outcomes are more closely associated with student learning and 

what skills students will acquire.  Student Learning Outcomes or SLOs are statements that specify what 

students will know, be able to do or be able to demonstrate when they have completed or participated in a 

program, activity, course, or project.  Objectives are more closely associated with administrative aims of 

the unit.  

 

 

Instructions for Entering/Editing Outcomes/Objectives  

1. Hover over “Assessment.”   
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2. Select Outcomes/Objectives.   

3. Adding a new Outcome/Objective: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Outcome/Objective. 

 Student Learning Outcome? – default answer is “yes” for academic units and “no” for 

non- academic units.    Because not every Outcome/Objective for academic units will be 

a Student Learning Outcome and some non-academic units may have a Student Learning 

Outcome, be sure to check “yes” or “no” for the Student Learning Outcome question 

directly below the description text box.   

 Select “Add Association” under Goal Associations and select the goal to which the new 

Outcome/Objective will be related. 

 Select “Add Associations” under Standard Associations and select the accreditation 

standard to which the new Outcome/Objective will be related.  

 Select “Add Association” under General Education/Core Curriculum Associations if the 

Outcome/Objective is a component of the core curriculum. 

 Select “Add Association” and choose all areas of the strategic plan to which the 

Outcome/Objective is related. 

 Enter information regarding other associations throughout your unit’s annual plan in the 

Relevant Associations text box.  

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Outcome/Objective will roll over from year to year 

or cease after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Outcome/Objective: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Outcomes/Objectives rolled over from a previous cycle, make sure each is set to 

“Final” status.  The status of each Outcome/Objective can be seen to the right of the outcome in 

red.  Check each for accuracy by clicking on the arrow on the left-hand side and reviewing all the 

information under each. If Outcomes/Objectives are set to “Draft/In-Progress,” select “Edit” 

and make sure there are no errors or changes that need to be made.  Once it has been determined 

that there are no errors and no other edits, select “Final” and save. 

5. Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the outcomes/objectives, select “Reorder” and save (the computer will 

automatically renumber the Outcomes/Objectives). 

Measures 
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Measures are statements of evidence that a unit uses to verify if a stated outcome/objective has been 

met.  A Measure may be any information that can be used as "proof" that an outcome/objective has been 

met, such as a survey, exam, evaluation, committee minutes, etc.  REMEMBER:  ALL Measures must 

be associated with an Outcome/Objective and must have targets and a source of evidence. 

 

Instructions for Entering/Editing Measures  

1. Hover over “Assessment.”  

2. Select Measures and Findings. 

3. Adding a new Measure: 

 Select “Add Measure” and fill in the information required.   

 Source of evidence – the assessment instrument that will be used for the measure.  For 

example, a student satisfaction survey, grades, presentations, activity count, etc. 

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Measure. 

 Select the outcome/objective to which the Measure is related.  More than one 

Outcome/Objective can be chosen if necessary. This will require multiple Targets to be 

created.  

 Established In Cycle – gives the cycle year the measure was established for the unit. 

 Active Thru Cycle – determines if the Measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an existing Measure: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If a Measure rolled over from a previous cycle, make sure each is set to “Final” 

status.  The status of each Measure can be seen to the right of the Measure in red.  Check each 

for accuracy by clicking on the arrow on the left-hand side and reviewing all the information 

under each. If Measures are set to “Draft/In-Progress,” select “Edit” and make sure there are 

no errors or changes that need to be made.  Once it has been determined that there are no errors 

and no other edits, select “Final” and save. 

5.  Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the Outcomes/Objectives, select “Reorder” and then save (the computer will 

automatically renumber the Outcomes/Objectives). 
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Targets for Measures 
A Target is the threshold that the measure must meet for a unit to determine it has successfully met a 

specified Outcome/Objective.  Targets are measurable statements and expected results.  Generally, if a 

Measure is a survey, the Target would be the anticipated type of responses.  If a Measure is a count of 

activity or a percentage, the Target would be the level that indicates success.   

 

Instructions for Entering/Editing Targets  

1. Hover over “Assessment.”   

2. Select Measures and Findings.  Each Measure must have at least one Target.   

3. Adding a new Target: 

 Open the Measure by clicking on the arrow to the left side of the Measure.  Scroll down 

to “Targets and Findings.”  

 Select “Add Target” and fill in the information required.   

 Type in the specific percentage, number, activities, etc. That is the “bull’s eye” each 

measure is aiming to meet.   

 Established In Cycle – gives the cycle year the goal was established for the unit 

 Active Thru Cycle – determines if the measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Target: 

 Open the corresponding Measure by clicking on the arrow on the left side of the Measure.  

Scroll down to “Targets and Findings.”  

 Select “Edit Target” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If “Add Target” or “Edit Target” cannot be located, scroll up and select “Edit 

Measure” for the Measure to which the Target needs to be added.  Under the “Select Related 

Outcomes/Objectives” bold type, select “Add Relationships” and select the appropriate 

Outcome/Objective and save.  Then, repeat all steps listed above to add or edit a Target.  If 

Targets are set to “Draft/In-Progress” status, select “Edit Target” and make sure there are no 

errors or changes that need to be made.  Once it has been determined that there are no errors 

and no other edits, select “Final” and save. 

 

Findings for Measures 

Findings are part of the self-study for a unit (entity).  The Finding for each Target is an indication of 

whether a Measure was met or not.  There is room for interpretation of results, possible uses of results, 
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reflection on problems encountered, indicated improvements/changes, indicated strengths, etc.  If the 

Target is met, no other action is required for the associated Measure.  However, if a unit discovers ways 

the Measure can be improved upon, an Action Plan may be appropriate.  If a Target is partially met or not 

met, an Action Plan must be created in order to show a plan to meet the Target in the upcoming year(s).  

Figure 5 shows an example of entering a Finding. 

 

Instructions for Entering Findings  

1. Hover over “Assessment.”   

2. Select Measures and Findings.   

3. Select the triangle toggle button on the left side of a Measure.  All Measures will have Targets 

that need Findings. 

4. Scroll down to “Target” and select “Add Finding.” 

5. In the “Adding Finding” text box, type the results for the Target in narrative form.  Be sure to 

include an interpretation of results, possible uses of results, reflection on problems encountered, 

indicated changes/improvements, etc. into the text box available. 

6. Indicate whether the Target was met, partially met, not met, or not reported in the cycle.   

Note:  An Action Plan must be created if a Target is less than met. 

7. Select “Final” and save. 

 

 

Figure 5 

 

Action Plans for Targets  
Action Plans are detailed plans created by the unit to meet a Target that was only partially met or not met 

or to make improvements to successful Measures that were met but may need strengthening. The Action 
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Plan includes an implementation status, condensed description, description, projected completion date, 

implementation description, priority level, responsible person(s)/group, additional resources needed, 

requested budget status, budget amount requested (if applicable), established in cycle, and active through 

cycle. Action Plans created in previous cycles are updated with implementation notes to describe steps 

that have been taken toward completing plans.  In the Sample Detailed Assessment Report (Appendix C), 

Achievement Target for Measure 3 (M3) was partially met, and a brief description of the Action Plan is 

listed under the Findings section and the full plan can be found at the end of the report.  Figure 6 is an 

example of the Action Plan screen once completed. 

 

Instructions for Creating an Action Plan for Targets   

1. Hover over “Assessment.”   

2. Select Measures and Findings.   

3. Select the triangle toggle button on the left side of a Measure.   

4. Scroll down to “Target.”  

5. Under “Findings” select “Add New Action Plan” and fill in the required information: 

 Relationships – the Measure and Outcome/Objective directly associated with the Target will 

be checked.  Relationships between the Action Plan and other Measures and 

Outcomes/Objectives may also be checked. 

 Implementation Status – select planned if the action is still in the planning phase, in progress 

if the plan has been started but not completed, finished if the plan has been completed, on-

hold if the plan has begun but is not progressing, and terminated if the Measure and targets 

are no longer viable (for example, if the Measure was to begin a new program and the target 

was to have 50% of the paperwork for the program complete but the new program is no 

longer going to be started, the Action Plan would be terminated.) 

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Action Plan. 

 Projected Completion Date – provide a completion date for the Action Plan, if known. 

 Implementation Description – list what steps need to be accomplished for the plan. 

 Priority – entities set to high, medium, or low. 

 Responsible Person/Group – list who is responsible for completing or providing oversight for 

the plan. 

 Additional Resources Needed – list all resources that will be needed for the plan such as 

additional space, equipment, salary, etc. making sure to be specific about how much each 

resource is estimated to cost. 

 Requested Budget Status – select the appropriate budget status 

 Budget Amount Requested – if different budget items are listed in the additional resources 

needed box, please make sure to total those amounts for the budget amount requested 

box.  Do not put dollar signs, commas, or decimal points in the box.  Use numbers only. 

 Include on Action Plan Tracking page – default is checked 

 Include in Reports – default is checked 

 Established In Cycle – the cycle the Action Plan was developed. 

 Active Through Cycle – should be the cycle when the plan is expected to be completed.  If 

the plan is finished or terminated, the “Active Through” cycle should be the current cycle.  

Do not leave Action Plans in the “Keep Active” cycle. 

 

6. Change the entry status to “Final” and save. 



21 WEAVE User Manual and Planning & Assessment Guide 

 

 

Figure 6 

 

Action Plan Tracking 
The Action Plan Tracking page is a summary page of all the Action Plans developed by a unit (entity).  

The information contained on the page is the condensed description, priority level, completion date (if 

available), the cycle in which the plan was established and the cycle the plan is active through.  This 

information is available for all plans but is displayed based on the implementation status of each plan.  

During a unit’s self-study, each Action Plan identified in a previous cycle should be reviewed and 

progress on the plan documented in the “Notes” section of the plan.  Plans should be in the appropriate 

implementation status and not simply left in the “Planned” status indefinitely.  Figure 7 is an example of 

the Action Plan Tracking page. 

 

Instructions for Updating an Action Plan  

1. Hover over “Assessment.”   

2. Select Action Plan Tracking.   

3. Select “Details” for the Action Plan that needs to be updated. 

4. Select “Edit” and change the implementation status (first drop down menu box) to in progress, 

finished, on-hold, or terminated based on what action has been taken on the plan. 

5. Select “Final” and save. 

6. Select “Return to Tracking List” and select “Notes” for the updated plan. 

7. Select “Add Note” and type in the action that has been taken in the implementation note section. 

8. Save. 

9. Repeat the process for each Action Plan created in previous cycles. 
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Figure 7 

 

Achievement Summary/Analysis 
The first section of the Achievement Summary/Analysis page in WEAVE is a summary of the Targets set 

by an entity for the cycle by three categories: met, partially met, and not met.  The summary will have 

bold categories for each category that is automatically generated by WEAVE based on the findings in the 

assessment section.  To view details of each category, select the triangle toggle button on the left side of 

the category.  Figure 8 shows an example of the categories and the details that can be viewed. 

 

 

Figure 8 

The second section contains the Analysis Questions to be answered.  The Analysis Questions are meant to 

guide a unit in performing a mini SWOT analysis to identify strengths, weaknesses, opportunities, and 

threats for the unit each year.  The questions should be answered in narrative form and contain as much 
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information as necessary to adequately address each issue presented by the questions.  Analysis Questions 

should be used to help a unit progress and continuously improve.  Answers are not used to penalize or 

reward units, but should be used for reflection to improve upon strengths and address weaknesses.  

NOTE:  Narratives should always be written in third person. 

NOTE:  What plans were implemented/not implemented questions may be answered in list form rather 

than narrative form.  

Instructions for creating the Analysis Report  

1. Hover over “Assessment.”   

2. Select Achievement Summary/Analysis.   

3. Select the triangle toggle button on the left side of each section of the report under the heading 

Analysis Questions. 

4. Select “Add” and type in the information for each section.  If there is no available information for 

a particular section, simply type in N/A for that section. 

5. Select “Final” and save. 

 

Analysis Questions Include:  

 What specific strengths did your assessment show? (Strengths) 

 What specific weaknesses or challenges did your assessments show? (Weaknesses) 

 What plans were implemented?  

 What plans were not implemented?  

 How will assessment results be used for continuous improvement?  

 

Annual/Special Reporting 
The Annual Report section is a "bragging" area for all units.  It gives units the opportunity to share with 

others key achievements, faculty/staff achievements, and community/public service achievements by 

individuals in the unit.  The Annual Report also gives units the opportunity to identify challenges faced 

for the year and plans to address those challenges.   

 

Instructions for Creating the Annual Report 

1. Hover over “Assessment.”   

2. Select Annual/Special Reporting.   

3. Select the triangle toggle button on the left side of each section of the report 

4. Select “Add” and type in the information for each section.  If there is no available information for 

a particular section, simply type in N/A for that section.  

5. Select “Final” and save. 

 

Annual Report Sections Include:  

 Key Achievements 

 Faculty Achievements 

 Staff Achievements 

 Public/Community Service 
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Key Achievements 

 

All important unit achievements should be listed in this area.  A report from this area is used by Directors 

and Deans to create a portion of the Executive Summary annually.  

 

Faculty Achievements 

Faculty achievements are listed in this area.  Units are also strongly encouraged to upload Faculty 

Achievement and Faculty Service Reports and connect them to this area using Document Management.  

Faculty Achievement and Faculty Service Reports can be uploaded to WEAVE and attached to this 

section of the Annual Report.   

 

EXAMPLE: 

Dr. Mark Davis: See Faculty Achievement Report/ See Faculty Service Report.  

Documents:   

 MDavis Faculty Achievement Report  

 MDavis Service Report  

 

Staff Achievements 

Staff achievements are listed in this area.  Units are also strongly encouraged to upload Staff 

Achievement Reports and connect them to this area using Document Management.  Staff Achievement 

Reports can be uploaded to WEAVE and attached to this section of the Annual Report.   

 

EXAMPLE: 

Angel Jowers See Staff Achievement Report attached.  

Document:  

 AJowers Achievement Report 

 

Public/Community Service 

Public and/or community service performed by the department is listed in this area.   

 

Document Management 
Document Management is an entity-specific storage area for documents linking to planning and 

assessment.  Documents may be proof of targets achieved, sources of evidence such as blank surveys that 

will be used in Measures, Service Reports, cost estimates or any other piece of information that a unit 

(entity) wishes to store and link to its planning and assessment. 

 

Instructions for Uploading a Document into Document Management 

1. Hover over “Assessment.”   

2. Select Document Management.   

3. Select “Upload Document.” 

4. Browse for the document to be uploaded. 

5. Once the document has been located, enter a document name and a description of the document. 

javascript:__doPostBack('rptrEntity$ctl00$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl01$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl00$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl02$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl00$rptrARSection$ctl02$ucAnnualReportAssociatedDocuments$rptrDocs$ctl01$lbtnDocument','')
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6. Put a check in the box indicating permission for the document to be shared with subordinate 

entities. 

7. “Established in Cycle” and the “Active through Cycle” should be the current cycle. 

8. Click “Save and Continue.” 

9. Make appropriate connections to the different planning and assessment areas as needed by 

selecting the triangle toggle buttons on the left side of each area and placing a check mark in the 

box next to the connection. 

10. Select “Save.”  Once a document has been saved, the document will appear in the active 

documents list.  To view document details, select the name of the document (the link to the 

details page is automatically created in WEAVE).  To view the document, select the view icon. 
 

Creating Enhancement Action Plans (One Year Plans with Budget Requests) 
Enhancement Action Plans are one-year plans for units (entities) to attach to the overall UWA budget.  

While Enhancement Action Plans are similar in structure to other Action Plans, they are based on 

opportunities rather than Findings.  These plans are for the upcoming academic year and not simply a plan 

to meet an unmet or partially met Target.  Enhancement Action Plans should include services or other 

items to improve student learning and/or experiences at UWA.  Example Enhancement Action Plans are 

located in Appendix B.  

 

Instructions for Creating an Enhancement Action Plan (One Year Plan with Budget Requests) 

1. Change cycle to the future cycle.   

2. Hover over “Assessment” and select “Action Plan Tracking.”  

3. Directly under “Action Plan Tracking” in bold type, find the “Add New” button and select.  

4. Fill in the required information:  

 Relationships – the relationship between the Enhancement Plan and Measures and 

Outcomes/Objectives may be checked. 

 Implementation Status – should be PLANNED.  

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Action Plan. 

 Projected Completion Date – provide a completion date for the Action Plan, if known. 

 Implementation Description – list what steps need to be accomplished for the plan. 

 Priority – entities set to high, medium, or low. 

 Responsible Person/Group – list who is responsible for completing or providing oversight for 

the plan. 

 Additional Resources Needed – list all resources that will be needed for the plan such as 

additional space, equipment, salary, etc. making sure to be specific about how much each 

resource is estimated to cost. 

 Requested Budget Status – select the appropriate budget status 

 Budget Amount Requested – if different budget items are listed in the additional resources 

needed box, please make sure to total those amounts for the budget amount requested box. Do 

not put dollar signs, commas, or decimal points in the box.  Use numbers only. 

 Include on Action Plan Tracking page – default is checked 

 Include in Reports – default is checked 

 Established In Cycle – the cycle the Action Plan was developed. 
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 Active through Cycle should be the future cycle.  

 Entry Status – choose “Final.” 

5.    Save  

 

NOTE: A new Enhancement Action Plan must be developed for each budget item and for each plan a unit 

has for the upcoming year even if there is no budget amount requested (put zero in the budget amount 

box).  

 

NOTE: If an Enhancement Action includes adding new faculty or staff, a faculty/staffing plan must be 

completed.  Forms should then be uploaded to Document Management and attached to the Enhancement 

Action Plan created. Forms are located in MyUWA accounts under the Resources tab in the left top 

corner.  Next choose “forms” and then Institutional Effectiveness forms and select “Faculty Staffing 

Plan”. Save the form to a hard drive and upload the completed form to Document Management making 

the connections. 

Reports Tab 
WEAVE has a built-in report creator that is accessible to all users.  Reports of various types can be 

generated at any time regardless of cycle or entity.  Report types include full assessment reports, audit 

reports, data entry status reports, analysis question reports, planning and budgeting reports, profile and 

association reports, special assessment reports, and annual reports.  General reports such as the full 

assessment reports, analysis question reports, planning and budgeting reports, and annual reports can be 

helpful to the typical user.  Other reports such as the profile and association reports and special 

assessment reports are most useful to unit Directors, Deans, and Vice Presidents.  WEAVE administrators 

and approvers may find the audit reports, data entry reports, special assessment reports, and annual 

reports more helpful for oversight of the planning and assessment process.       

 

Instructions for Generating a Report  

1. Select the Reports tab.   

2. Select the cycle for the report needed.   

3. Select the type of report to generate.   

4. Select “Selected Entities (see choices)” and then check the entity for the report.    

5. Select “Next” and set the perimeters for the desired report. 

6. Select “Run” to generate the report.   

Note:  If the report does not appear in a separate window, look for a yellow message bar at the 

top of the page.  Right click on the bar and select “Always allow pop ups from this location.”  

Select “Run” again and report should be displayed. 

 

Full Assessment Reports 

 Detailed Assessment Report (DAR) (see Appendix C) 

 Assessment Data by Section (ADS)  
 

Audit Reports 

 Audit Report Profile 
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 Outcomes/Objectives that Need Measures 

 Measures that Need Targets 

 Measures that Need Findings 

 Findings that Need Action Plans 

 

Data Entry Status (DES) Reports 

 DES Details, color-coded 

 DES Overview, statistics 

 

Achievement Status Reports 

 Achievement Status Details 

 Achievement Status Overview, statistics 

 Achievement Summary Profile 

 

Planning and Budgeting Reports (Action Plans) 

 Action Plan Profile 

 Action Plan Tracking 

 Budgeting – Resources Requested (see Appendix D) 

 Planning – Comprehensive Planning 

 

Profile and Association Reports 

 Standard Profile 

 Strategic Plan Profile 

 General Education/Core Curriculum by Association 

 Institutional Priority by Association 

 Standard by Association 

 Strategic Plan by Association 

 

Special Assessment Reports 

 Assessment Summary Chart 

 List of Connected Documents 

 Student Learning Outcomes/Objectives 

 Sources of Evidence 

 

Analysis Question Reports 

 Analysis Answers Report Profile 

 Analysis Answers Report by Question 

 

Annual Reports 

 Annual/Special Report Profile (see Appendix E) 

 Annual/Special Report by Section 
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Mapping Reports 

 Entities Utilizing Mapping 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

QUICK REFERENCE HOW TO GUIDE – ANNUAL PLANS 



29 WEAVE User Manual and Planning & Assessment Guide 

 

Annual Plans including Goals, Outcomes/Objectives, Measures, and Targets 
 

Goals 

Goals are broad statements describing what a unit wants to accomplish.  Goals must relate to both the 

unit's mission and the University's mission.  For most units, the goal(s) will usually be stated as the 

University goal(s) it is attempting to meet.   

Instructions for Entering/Editing a Goal  

      1. Hover over Assessment.   

      2. Select Goals.   

      3. Adding a new Goal: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Goal. 

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Goal will roll over from year to year or cease to be 

a Goal for the unit in a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Goal: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box. 

 Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Goals rolled over from a previous cycle, make sure each goal is set to  “Final” 

status.  The status of each Goal can be seen on the right-hand side of the goal in red.  Check each 

Goal for accuracy by clicking on the arrow on the left-hand side and reviewing all the 

information under each Goal. If Goals are set to “Draft/In-Progress,” select “Edit” and make 

sure there are no errors or changes that need to be made.  Once it has been determined that there 

are no errors and no other edits, select “Final” and save. 

5. Reordering or Renumbering Goals: 

 Select “Reorder” under Goals.   

 Change the order of the Goals by dragging the Goals to the order desired and save. 

 To renumber the Goals, select “Reorder” and save (the computer will automatically 

renumber the Goals). 
 

 

Outcomes/Objectives 
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Outcomes/Objectives are statements that describe in some detail what a unit plans to 

accomplish.  Outcomes/Objectives should be associated with all applicable goals, strategic plans, 

standards, and institutional priorities.  Outcomes are more closely associated with student learning and 

what skills students will acquire.  Student Learning Outcomes or SLOs are statements that specify what 

students will know, be able to do or be able to demonstrate when they have completed or participated in a 

program, activity, course, or project.  Objectives are more closely associated with administrative aims of 

the unit.  

Instructions for Entering/Editing Outcomes/Objectives  

             1. Hover over “Assessment.”   

             2. Select Outcomes/Objectives.   

             3. Adding a new Outcome/Objective: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Goal. 

 Student Learning Outcome? – default answer is “yes” for academic units and “no” for 

non- academic units.    Because not every Outcome/Objective for academic units will be 

a Student Learning Outcome and some non-academic units may have a Student Learning 

Outcome, be sure to check “yes” or “no” for the Student Learning Outcome question 

directly below the description text box.   

 Select “Add Associations” under Goal Associations and select the goal to which the new 

Outcome/Objective will be related. 

 Select “Add Associations” under Standard Associations and select the accreditation 

standard to which the new Outcome/Objective will be related.  

 Select “Add Associations” under General Education/Core Curriculum Associations if the 

Outcome/Objective is a component of the core curriculum. 

 Select “Add Association” under Strategic Plan Associations and choose all areas of the 

strategic plan to which the Outcome/Objective is related. 

 Enter information regarding other associations throughout your unit’s annual plan in the 

Relevant Associations text box.  

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Outcome/Objective will roll over from year to year 

or cease after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

              4. Editing an Existing Outcome/Objective: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Outcomes/Objectives rolled over from a previous cycle, make sure each is set to 

“Final” status.  The status of each Outcome/Objective can be seen to the right of the outcome in 

red.  Check each for accuracy by clicking on the arrow on the left-hand side and reviewing all the 
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information under each. If Outcomes/Objectives are set to “Draft/In-Progress,” select “Edit” 

and make sure there are no errors or changes that need to be made.  Once it has been determined 

that there are no errors and no other edits, select “Final” and save. 

5. Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the outcomes/objectives, select “Reorder” and save (the computer will 

automatically renumber the Outcomes/Objectives). 

Measures 

Measures are statements of evidence that a unit uses to verify if a stated outcome/objective has been 

met.  A Measure may be any information that can be used as "proof" that an outcome/objective has been 

met, such as a survey, exam, evaluation, committee minutes, etc.  REMEMBER:  ALL Measures must 

be associated with an Outcome/Objective and must have targets and a source of evidence. 

Instructions for Entering/Editing Measures  

1. Hover over “Assessment.”  

2. Select Measures and Findings. 

3. Adding a new Measure: 

 Select “Add Measure” and fill in the information required.   

 Source of evidence – the assessment instrument that will be used for the measure.  For 

example, a student satisfaction survey, grades, presentations, activity count, etc. 

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Measure. 

 Select the outcome/objective to which the Measure is related.  More than one 

Outcome/Objective can be chosen if necessary. This will require multiple Targets to be 

created. 

 Established In Cycle – gives the cycle year the measure was established for the unit. 

 Active Thru Cycle – determines if the Measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an existing Measure: 

 Select “Edit Measure” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If a Measure rolled over from a previous cycle, make sure each is set to “Final” 

status.  The status of each Measure can be seen to the right of the Measure in red.  Check 

each for accuracy by clicking on the arrow on the left-hand side and reviewing all the 

information under each. If Measures are set to “Draft/In-Progress,” select “Edit” and 
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make sure there are no errors or changes that need to be made.  Once it has been 

determined that there are no errors and no other edits, select “Final” and save. 

5.  Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the Outcomes/Objectives, select “Reorder” and then save (the computer will 

automatically renumber the Outcomes/Objectives). 

 

Targets for Measures 

A Target is the threshold that the measure must meet for a unit to determine it has successfully met a 

specified Outcome/Objective.  Targets are measurable statements and expected results.  Generally, if a 

Measure is a survey, the Target would be the anticipated type of responses.  If a Measure is a count of 

activity or a percentage, the Target would be the level that indicates success.  

Instructions for Entering/Editing Targets  

1. Hover over “Assessment.”   

2. Select Measures and Findings.  Each Measure must have at least one Target.   

3. Adding a new Target: 

 Open the Measure by clicking on the arrow to the left side of the Measure.  Scroll down 

to “Targets and Findings.”  

 Select “Add Target” and fill in the information required.   

 Type in the specific percentage, number, activities, etc. That is the “bull’s eye” each 

measure is aiming to meet.   

 Established In Cycle – gives the cycle year the goal was established for the unit 

 Active Thru Cycle – determines if the measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

             4. Editing an Existing Target: 

 Open the corresponding Measure by clicking on the arrow on the left side of the Measure.  

Scroll down to “Targets and Findings.”  

 Select “Edit Target” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If “Add target” or “Edit Target” cannot be located, scroll up and select “Edit 

Measure” for the Measure to which the Target needs to be added.  Under the “Select Related 

Outcomes/Objectives” bold type, select “Add Relationships” and select the appropriate 

Outcome/Objective and save.  Then repeat all steps listed above to add or edit a Target.  If 
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Targets are set to “Draft/In-Progress” status, select “Edit Target” and make sure there are no 

errors or changes that need to be made.  Once it has been determined that there are no errors 

and no other edits, select “Final” and save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

QUICK REFERENCE HOW TO GUIDE – SELF-STUDY 

Self-study including Findings, Action Plans, Enhancement Action Plans, Managing 

Previous Action Plans, Analysis, Annual Reports, and Document Management 
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Findings for Measures 

Findings are part of the self-study for a unit (entity).  The Finding for each Target is an indication of 

whether a Measure was met or not.  There is room for interpretation of results, possible uses of results, 

reflection on problems encountered, indicated improvements/changes, indicated strengths, etc.  If the 

Target is met, no other action is required for the associated Measure.  However, if a unit discovers ways 

the Measure can be improved upon, an Action Plan may be appropriate.  If a Target is partially met or not 

met, an Action Plan must be created in order to show a plan to meet the Target in the upcoming year(s).   

Instructions for Entering Findings  

1. Hover over “Assessment.”   

2. Select Measures and Findings.   

3. Select the triangle toggle button on the left side of a Measure.  All Measures will have Targets 

that need Findings. 

4. Scroll down to “Target” and select “Add Finding.” 

5. In the “Update Finding” text box, type the results for the Target in narrative form.  Be sure to 

include an interpretation of results, possible uses of results, reflection on problems encountered, 

indicated changes/improvements, etc. into the text box available. 

6. Indicate whether the Target was met, partially met, not met, or not reported in the cycle.   

Note:  An Action Plan must be created if a Target is less than met. 

7. Select “Final” and save. 

 

Action Plans for Targets 

Action Plans are detailed plans created by the unit to meet a Target that was only partially met or not met 

OR to make improvements to successful Measures that were met but may need strengthening. The Action 

Plan includes a projected completion date, implementation description, responsible person(s)/group, 

resources required, and budget amount requested (if applicable).  Action Plans created in previous cycles 

are updated with implementation notes to describe steps that have been taken toward completing plans. 

Sample Detailed Assessment Report (Appendix C), Target for Measure 3 (M3) was partially met, and a 

brief description of the Action Plan is listed under the Findings section and the full plan can be found at 

the end of the report.    

Instructions for Creating an Action Plan for Targets   

1. Hover over “Assessment.”   

2. Select Measures and Findings.   

3. Select the triangle toggle button on the left side of a Measure.   

4. Scroll down to “Target.”  

5. Under “Findings” select “Add New Action Plan” and fill in the required information: 

 Relationships – the Measure and Outcome/Objective directly associated with the Target will 

be checked.  Relationships between the Action Plan and other Measures and 

Outcomes/Objectives may also be checked. 

 Implementation Status – select planned if the action is still in the planning phase, in progress 

if the plan has been started but not completed, finished if the plan has been completed, on-

hold if the plan has begun but is not progressing, and terminated if the Measure and targets 



35 WEAVE User Manual and Planning & Assessment Guide 

 

are no longer viable (for example, if the Measure was to begin a new program and the target 

was to have 50% of the paperwork for the program complete but the new program is no 

longer going to be started, the Action Plan would be terminated.) 

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Action Plan. 

 Projected Completion Date – provide a completion date for the Action Plan, if known. 

 Implementation Description – list what steps need to be accomplished for the plan. 

 Priority – entities set to high, medium, or low. 

 Responsible Person/Group – list who is responsible for completing or providing oversight for 

the plan. 

 Additional Resources Needed – list all resources that will be needed for the plan such as 

additional space, equipment, salary, etc. Make sure to be specific about how much each 

resource is estimated to cost. 

 Requested Budget Status – choose “No Request” if no budget items are related. If budget is 

related, choose “One Time” or “Recurring.” 

 Budget Amount Requested – if different budget items are listed in the additional resources 

needed box, please make sure to total those amounts for the budget amount requested 

box.  Do not put dollar signs, commas, or decimal points in the box.  Use numbers only. 

 Include on Action Plan Tracking page – default is checked 

 Include in Reports – default is checked 

 Established In Cycle – the cycle the Action Plan was developed. 

 Active Through Cycle – should be the cycle when the plan is expected to be completed.  If 

the plan is finished or terminated, the “Active Through” cycle should be the current cycle.  

Do not leave Action Plans in the “Keep Active” cycle. 

6. Change the entry status to “Final” and save. 

 

Creating Enhancement Action Plans (Budget Requests) 

Enhancement Action Plans are one-year plans for units (entities) to attach to the overall UWA budget.  

While Enhancement Action Plans are similar in structure to other Action Plans, they are based on 

opportunities rather than Findings.  These plans are for the upcoming academic year and not simply a plan 

to meet an unmet or partially met Achievement Target.  Enhancement Action Plans should include 

services or other items to improve student learning and/or experiences at UWA.  Example Enhancement 

Action Plans are located in Appendix B.  

Instructions for Creating an Enhancement Action Plan (One Year Plan with Budget Requests) 

1. Change cycle to the future cycle.   

2. Hover over “Assessment” and select “Action Plan Tracking.”  

3. Directly under “Action Plan Tracking” in bold type, find the “Add New” button and select.  

4. Fill in the required information:  

 Relationships – the relationship between the Enhancement Plan and Measures and 

Outcomes/Objectives may be checked. 

 Implementation Status – should be PLANNED.  

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Action Plan. 

 Projected Completion Date – provide a completion date for the Action Plan, if known. 
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 Implementation Description – list what steps need to be accomplished for the plan. 

 Priority – entities set to high, medium, or low. 

 Responsible Person/Group – list who is responsible for completing or providing oversight for 

the plan. 

 Additional Resources Needed – list all resources needed for the plan such as additional space, 

equipment, salary, etc., making sure to be specific about how much each resource is 

estimated to cost. 

 Requested Budget Status – choose status 

 Budget Amount Requested – if different budget items are listed in the additional resources 

needed box, please make sure to total those amounts for the budget amount requested 

box.  Do not put dollar signs, commas, or decimal points in the box.  Use numbers only. 

 Include on Action Plan Tracking page – default is checked 

 Include in Reports – default is checked 

 Established In Cycle -  should be the future cycle 

 Active through Cycle- should be the future cycle.  

 Entry Status – choose “Final.” 

5.    Save. 

 

NOTE: A new Enhancement Action Plan must be developed for each budget item and for each plan a unit 

has for the upcoming year even if there is no budget amount requested (put zero in the budget amount 

box).  

 

NOTE: If an Enhancement Action includes adding new faculty or staff, a faculty/staffing plan must be 

completed.  Forms should then be uploaded to Document Management and attached to the Enhancement 

Action Plan created. Forms are located in MyUWA accounts under the Resources tab in the right top 

corner.  Next choose “forms” and then Institutional Effectiveness forms and select Faculty Staffing Plan. 

Save the form to a hard drive and upload the completed form to Document Management making the 

connections. 

Action Plans Tracking 

The Action Plan Tracking page is a summary page of all the Action Plans developed by a unit (entity).  

The information contained on the page is the condensed description, implementation status, priority level, 

implementation description, projected completion date (if available), responsible party, additional 

resources, budget requested, the cycle in which the plan was established and the cycle the plan is active 

through.  This information is available for all plans but is displayed based on the implementation status of 

each plan.  During a unit’s self-study, each Action Plan identified in a previous cycle should be reviewed 

and progress on the plan documented in the “Notes” section of the plan.  Plans should be in the 

appropriate implementation status and not simply left in the “Planned” status indefinitely.   

Instructions for Updating an Action Plan  

 

1. Hover over “Assessment.”   

2. Select Action Plan Tracking.   

3. Select “Details” for the Action Plan that needs to be updated. 
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4. Select “Edit” and change the implementation status (first drop down menu box) to in progress, 

finished, on-hold, or terminated based on what action has been taken on the plan. 

5. Select “Final” and save. 

6. Select “Return to Tracking List” and select “Notes” for the updated plan. 

7. Select “Add” and type in the action that has been taken in the implementation note section. 

8. Save. 

9. Repeat the process for each Action Plan created in previous cycles. 

 

Achievement Summary/Analysis  

The Analysis Questions are meant to guide a unit in performing a mini SWOT analysis each year.  The 

questions should be answered in narrative form and contain as much information as necessary to 

adequately address each issue presented by the questions.  Analysis Questions should be used to help a 

unit progress and continuously improve.  Answers are not used to penalize or reward units but should be 

used for reflection to improve upon strengths and address weaknesses.  

 

NOTE:  Narratives should always be written in third person. 

 

NOTE:  What plans were implemented/not implemented questions may be answered in list form rather 

than narrative form.  

 

Instructions creating the Analysis Report in WEAVE 
 

1. Hover over “Assessment.”   

2. Select Achievement Summary/Analysis.   

Note:  The first section of this page will be the summary of the achievements by the 

unit/department and will have bold categories for the targets that were met, partially met, or not 

met for the unit/department.  This is automatically generated by WEAVE based on the findings in 

the assessment section.  The second section contains the analysis questions to be answered. 

3. Select the triangle toggle button on the left side of each section of the report. 

4. Select “Add” and type in the information for each section.  If there is no available information for a  

    particular section, simply type in N/A for that section.  

5. Select “Final” and save. 

 

Analysis Questions Include:  

 What specific strengths did your assessments show? (Strengths) 

 What specific weaknesses or challenges did your assessments show? (Weaknesses) 

 What plans were implemented? 

 What plans were not implemented?   

 How will assessment results be used for continuous improvement?   

 

Annual/Special Reporting 
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The Annual Report section is a "bragging" area for all units.  It gives units the opportunity to share with 

others key achievements, faculty/staff achievements, community/public service, and scholarly/research 

achievements by individuals in the unit.  The Annual Report also gives units the opportunity to identify 

challenges faced for the year and plans to overcome those challenges.   

 

Instructions for creating the Annual Report  

1. Hover over “Assessment.”   

2. Select Annual/Special Reporting.   

3. Select the triangle toggle button on the left side of each section of the report. 

4. Select “Add” and type in the information for each section.  If there is no available information for a  

    particular section, simply type in N/A for that section.  

5. Select “Final” and save. 

 

Annual Report Sections Include:  

 Key Achievements 

 Faculty Achievements 

 Staff Achievements 

 Public/Community Service 

 

Document Management 

Document Management is an entity-specific storage area for documents linking to planning and 

assessment.  Documents may be proof of targets achieved, sources of evidence such as blank surveys that 

will be used in Measures, Service Reports, cost estimates or any other piece of information that a unit 

(entity) wishes to store and link to its planning and assessment. 

Instructions for Uploading a Document into Document Management 

1. Hover over “Assessment.”   

2. Select Document Management.   

3. Select “Upload Document.” 

4. Browse for the document to be uploaded. 

5. Once the document has been located, enter a document name and a description of the document. 

6. Put a check in the box indicating permission for the document to be shared with subordinate 

entities. 

7. “Established in Cycle” and the “Active through Cycle” should be the current cycle. 

8. Click “Save and Continue.” 

9. Make appropriate connections to the different planning and assessment areas as needed by 

selecting the triangle toggle buttons on the left side of each area and placing a check mark in the 

box next to the connection. 

10. Select “Save.”  To view document details, select the name of the document (the link to the details 

page is automatically created in WEAVE).  To view the document, select the view icon. 
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Appendix A 

Executive Summary Template 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MEMORANDUM 
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TO:       President’s Council 

FROM:  

DATE:  

RE:  Executive Summary of Planning and Assessment Documents and Priorities  

 

Accomplishments for __________ (previous year) 

[List key accomplishments for each department under the administrative unit or college] 

  

 

Items Needing Action (Listed in Order of Priority) for __________ (upcoming year) 

[List budget items for upcoming year by priority with cost break down for College, Department, or 

Division] 

 

EXAMPLE: 

1. Hire full time secretary for athletic training education and service program   

        Cost: $19,240(salary) +$5,964 (benefits) = $25,204  

 

 

Total Cost: $ 

[add total amount requested] 
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Appendix B 

Sample Enhancement Action Plan (Short-range Plan) 
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Enhancement Action Plans 

 
**Administrative Entity Example** 

 

Implementation Status:  Planned 

 

Condensed Description:  Increase staff development opportunities  

 

Description:  Increase staff development opportunities for the Office of Institutional Effectiveness in 

order to continue to meet the reporting, surveying, and research demands of the university community in 

an effective and efficient manner. 

 

Implementation Description: Continue to send staff to trainings, workshops, and conferences as needed  

 

Priority: High  

 

Responsible Person/Group: OIE staff  

 

Additional Resources: Increase in travel budget; time away from office  

 

Budget Amount Requested: 1200  
 
 
 

Implementation Status:  Planned 

 

Condensed Description: Purchase planning and assessment  

 

Description:  Purchase planning and assessment software to improve accessibility, accountability, and 

efficiency of the planning and assessment process at UWA.  Planning and assessment software will 

increase the institution’s ability to effectively pursue continuous improvement, thereby, improving 

services to students and the overall experiences of students.  

Implementation Description: Work with an ad hoc committee to investigate different software 

companies and packages to find a comprehensive system to use campus-wide  

Completion Date: 3/31/2010  

 

Priority: High  

 

Responsible Person/Group: Coordinator of Planning and Assessment, Director of Institutional 

Effectiveness and members of ad hoc committee  

 

Additional Resources: Use of the Provost's conference room for meetings and web demonstrations from 

companies  

 

Budget Amount Requested: 15000  
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Implementation Status:  Planned 

 

Condensed Description: Add a part-time position to OIE office  

 

Description:  Add a part-time position to the OIE office to assist with data entry and other duties as 

needed to make OIE more efficient. 

Implementation Description: Advertise for position, conduct interviews, and hire part-time staff  

 

Priority: Medium 

 

Responsible Person/Group: Director of Institutional Effectiveness  

 

Additional Resources: Office supplies and space will be required for the person filling the part-time 

position. Supplies are estimated to total $1000. Part-time salary is estimated at $12,000.  

 

Budget Amount Requested: 13000  
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Enhancement Action Plans 

 
**Academic Entity Example** 

 

Implementation Status:  Planned 

 

Condensed Description:  Hire a new Assistant Professor of Early Modern European History  

 

Description:  Hire a new Assistant Professor in Early Modern European History (i.e. European history 

before 1700) 

 

Implementation Description: submit faculty staffing plan  

 

Priority: Low  

 

Responsible Person/Group: Chair 

 

Additional Resources: $45,000 (Salary)  + $16,870 (Benefits) = $61,870 

 

Budget Amount Requested: 61870 

 
 
 
 

Implementation Status:  Planned 

 

Condensed Description: Introduce seminar-style undergraduate history courses 
 

Description:  Introduce seminar-style undergraduate history courses  

 

Implementation Description: Introduction of these courses is dependent upon staffing additions 

 

Completion Date:   
 

Priority: Medium  

 

Responsible Person/Group: Chair and faculty  

 

Additional Resources: additional faculty 

 

Budget Amount Requested: 0 
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Sample Detailed Assessment Report 
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Sample Detailed Assessment Report 
(with definitions and explanations) 

 

 

Detailed Assessment Report  

2014-2015 WEAVE Demonstration Entity - Training  

 

Mission/Purpose  

The MISSION STATEMENT is a declaration of the overall goal or purpose of an organization.  It should be 

clear and guide the actions of the organization, provide direction, and guide decision-making.  The mission 

statement should: (1) describe the department/division, (2) describe the purpose of the department/division, (3) 

describe how it accomplishes its purpose and why, and (4) describe how the department/division relates to and 

enhances the University's mission.  

Goals and Other Outcomes/Objectives, with Any Associations and Related Measures, 

Targets, Findings, and Action Plans  
 

G 1:  Definition & Explanation of GOALS   

GOALS are broad statements describing what a unit wants to accomplish. Goals must relate to both the 

unit's mission and the University's mission. For most units, the Goal will usually be stated as the 

University Goal a unit is attempting to meet.     

 

O 1:  Definition & Explanation of OUTCOME/OBJECTIVE   

OUTCOMES/OBJECTIVES Outcomes/Objectives are statements that describe in some detail what a 

unit plans to accomplish.  Outcomes/Objectives should be associated with all applicable goals, 

strategic plans, standards, and institutional priorities.  Outcomes are more closely associated with 

student learning and what skills students will acquire.  Student Learning Outcomes or SLOs are 

statements that specify what students will know, be able to do or be able to demonstrate when they 

have completed or participated in a program, activity, course, or project.  Objectives are more closely 

associated with administrative aims of the unit. 

Related Measures:  

M 1:  Definition & Explanation of MEASURE  

MEASURES are statements of evidence that a unit uses to verify if a stated Outcome/Objective has 

been met.  A Measure may be any information that can be used as "proof" that an outcome/objective 

has been met, such as a survey, exam, evaluation, committee minutes, etc.  REMEMBER:  ALL 

Measures must be associated with an Outcome/Objective and must have Targets and a source of 

evidence. 

 

Source of Evidence:  Administrative Measure  

 

Target:   
A TARGET is the threshold that the Measure must meet for a unit to determine it has 

successfully met a specified Outcome/Objective.  Targets are measurable statements and 

expected results.  Generally, if a Measure is a survey, the Target would be the anticipated type 

of responses.  If a Measure is a count of activity or a percentage, the Target would be the level 

that indicates success.   
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Findings (2014-2015) - Achievement Target: Not Met  

The FINDING is an indication whether an Outcome/Objective was met or not.  There is 

room for interpretation of results, possible uses of results, reflection on problems 

encountered, indicated improvements/changes, indicated strengths, etc.  If the Target was 

met, simply select "Met" in the "Target" box and select "Final" when ready to submit 

Findings.  Click "Save" to continue.  HOWEVER, if the Target was partially met or not 

met, select the appropriate level and select "Save" to continue.  AN ACTION PLAN MUST 

BE CREATED IF A TARGET IS PARTIALLY OR NOT MET.  

 

Related Action Plans:  

Definition & Explanation of ACTION PLAN  

ACTION PLANS are detailed plans created by the unit to meet a Target that was 

only partially met or not met or to make improvements successful Measures that 

were met but may need strengthening. The Action Plan includes a projected 

completion date, implementation description, responsible person(s)/group, 

resources required, and budget amount (if applicable).  Action Plans created in 

previous cycles are updated with implementation notes to describe steps that have 

been taken toward completing plans. 

 
G 2:  SAMPLE GOAL (Administrative)   

Provide effective administrative services to support the mission.  

O 2:  SAMPLE OUTCOME/OBJECTIVE (Administrative)   

Ensure compliance with environmental, health, and safety laws, regulations and directives. 

Related Measures:  

M 2:  SAMPLE MEASURE (Administrative)  

Number of violation notices received. 

 

Source of Evidence:  Existing data  

 

Target:   

No violation notices received.  

 

Findings (2014-2015) - Target: Met  

No violation notices received.  

 

 

Goals and Student Learning Outcomes, with Any Associations and Related Measures, 

Targets, Findings, and Action Plans  
 

G 3:  SAMPLE GOAL (Academic)   

Address the major educational, social, cultural, and economic issues of the region and in doing so promote a 

positive image of the institution and the area.  

O 3:  SAMPLE OUTCOME/OBJECTIVE (Academic)   

Students will develop the ability to apply psychological principles to personal, social, and organizational 

issues.  

Associations:  

General Education or Core Curriculum:  

1  Expose students to a universe of human knowledge  
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3  Develop students' critical and analytical ability  

 

Related Measures:  

M 3:  SAMPLE MEASURE (Academic)  
All students in PY 100 will complete a stress management project.  The project will consist of a      

30-day stress journal before applying stress management plan, research on and development of a stress 

management plan, a 30-day stress journal after applying plan, and a four page paper with chart on 

stress level before and after implementation of the plan based on the stress journals.  

Source of Evidence:  Project, either individual or group  

 

Target:   

Students will receive a 75% or better on each section of the project on the completed stress 

management project.  

 

Findings (2014-2015) - Target: Partially Met  
60% of students scored above 75% on the first 30-day stress journal, 80% scored above 

75% on developing a stress management plan, 40% scored above 75% on the second       

30-day journal, and 40% scored above 75% on the four page paper.  Many students did not 

complete the second 30-day journal and were unable to complete the four page paper as a 

result.  The project needs to be redesigned.  

 

Related Action Plans:  

EXAMPLE ACTION PLAN - Redesign Stress Management Project for PY 100  
Many students did not complete the second 30-day journal which kept them from 

completing the chart and paper.  

For more information, see the Action Plan Details section of this report. 

 

 

Action Plan Details for This Cycle  
 

EXAMPLE ACTION PLAN - Redesign Stress Management Project for PY 100  
Many students did not complete the second 30-day journal which kept them from completing the chart and 

paper, therefore, the project needs to be redesigned.  Department Chair will meet with faculty to redesign the 

project format.   

Established in Cycle: 2014-2015 

Implementation Status: Planned  

Priority:  High  

Relationships (Measure | Outcome/Objective):  

 Measure: SAMPLE MEASURE (Academic) | Outcome/Objective: SAMPLE 

OUTCOME/OBJECTIVE (Academic) 

Implementation Description:  
Responsible Person/Group: All PY 100 instructors and Department Chair  

Budget Amount Requested: 0  
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The University of West Alabama 
                        

2011-2012  Resources Requested 
                        

Department of History & Social Sciences 
    Status: Planned 

      Priority: High 

        Established In: 2009-2010; also Related in 2014-2015 

                        
      

Action Plan 
  Implementation 

Description 

Completion 

Date 

Person/Group 

Responsible 

Additional 

Resources 

Budget 

Requested 

 
  

    Reduce class 
sizes 

  Double the number 
of survey courses 
offered, thus 
allowing us to 
reduce class sizes 
down to more 
appropriate (and 
productive) levels. 
Until our teaching 
ranks are 

increased, we will 
repeatedly fail to 
meet this goal. 

  Administration Two full-
time 
Lecturers. 
($30,000 
salary + 
$10,000 
benefits = 
$40,000) X2 

$80,000 

                        
      Action Plan 

Description: 

              

      We not only failed to meet this goal but our survey classes have grown larger over the past year, even with an 
overall increase in the number of sections offered. 

                        
                    Subtotal $80,000 

      Priority: Low 

        Established In: 2010-2011; also Related in 2014-2015 

      
Action Plan 

  Implementation 
Description 

Completion 
Date 

Person/Group 
Responsible 

Additional 
Resources 

Budget 
Requested 

      Hire a new 
Assistant 
Professor of 
Early Modern 
European 
History 

  Submit faculty 
staffing plan 

    $45,000 
(Salary) + 
$16,870 
(Benefits) 

$61,870 

              

       
Action Plan 

Description: 

              

      Hire a new Assistant Professor of Early Modern European History (i.e. European history before 1700) 

    

                    Subtotal $61,870 

                        
                    

TOTAL 
  

                    $141,870 
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Department of Behavioral Sciences 

2009-2010 Annual Report Profile  

Annual Report Sections Included in this report:  

 Key Achievements 

 Faculty Achievements 

 Staff Achievements 

 Public/Community Service 

2009-2010 Psychology, BS  

Key Achievements   

The Psychology program successfully integrated students into research.  One Psychology major (and English 

major) received a second author publication and second author conference presentation citation.  A recent 

Psychology graduate received a first author conference citation and the research project will be submitted for 

journal publication review this Fall.  

Faculty Achievements   

Scholarly work:   Davis, M.D. Murray, S (In Press).  Threat and emotions: Development of a comprehensive 

theory. Diversidades. Conference presentations:    Davis, M.D. Murray, S. (2010, January).  Social exclusion 

and social acceptance: A multimodal emotional analysis.  Society for Personality and Social Psychology.  Las 

Vegas, NV. Senu-Oke, J. Davis, M.D. (2010, January).  Intergroup threat as it relates to racial guilt.  Society 

for Personality and Social Psychology.  Las Vegas, NV.   Grants: M. Davis: COPS FY 2008. 

Methamphetamine Rural Initiative: Analysis, Education, Training, Enforcement.  (P.L. 110-161) $187,060. 

Co-director.  M. Davis: UWA Teaching Excellence Grant: Improving Student Performance through Team-

Based Learning.  Total amount: $900.   

Documents:  

 M Davis Service Report  

 B Allen service report  

 J Cauthron service report  

 R Ware service report  

 M Davis Faculty Ach report  

Staff Achievements   

NA  

Public/Community Service   

Dr. Mark Davis volunteered to be a contact for the student anti-smoking initiative.  Dr. Mark Davis lectured at 

Marion Military Institute at the request of the MMI Psychology instructor and spoke on Social Psychology and 

death and dying.  

 

javascript:__doPostBack('rptrEntity$ctl01$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl01$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl01$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl02$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl01$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl03$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl01$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl04$lbtnDocument','')
javascript:__doPostBack('rptrEntity$ctl01$rptrARSection$ctl01$ucAnnualReportAssociatedDocuments$rptrDocs$ctl05$lbtnDocument','')
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2009-2010 Sociology, BS  

Key Achievements   

The key achievement in Sociology for the 2009-2010 year was the development of the BSW program.  

Faculty Achievements   

Dr. Russ Davis successfully acquired two University grants this past year: UWA Faculty Development 

Research Grant:  The United State Rural-Urban Suicide Differential: An Examination of Regional Patterns 

From 1970-2000.  Award Amount $1000 UWA Service Learning Grant: The University of West Alabama 

SY311 Sociology of Aging: The Voices of Sumter County:  We Hear Them All : Award Amount $1000  

Documents:  

 D Harmon Service report  

 F Myers service report  

 R Davis Faculty Ach report  

Staff Achievements   

NA  

Public/Community Service   

Dr. Russ Davis utilized a service learning grant to serve the community.  

Document:  

 R Davis Faculty Ach report  
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Defining Student Learning Outcomes (SLOs) 
 

Student Learning Outcomes or SLOs are statements that specify what students will know, be able to do or 

be able to demonstrate when they have completed or participated in a program, activity, course, or 

project.  The focus is on what students learn rather than what faculty teach. 

 

SLOs specify an action by the student that must be: 

 Observable 

 Measurable 

 Able to be demonstrated 

 

SLOs should: 

 Help departments understand how to better facilitate student learning 

 Provide departments with feedback 

 Enable students to articulate what they are learning and have learned at UWA both inside and 

outside the classroom 

 Provide a map of where learning opportunities are available across the university 

 Reflect a range of thinking skills from low level identification to higher level application skills 

 

 

SLOs and Bloom’s Taxonomy 

 
Bloom (1948) developed a classification of intellectual behavior and learning to identify and measure 

progressively sophisticated learning.   

Bloom’s taxonomy is important in developing SLOs since we are trying to assess our students’ abilities to 

use information and not just recall or regurgitate concepts. 

 

Three domains of learning are: 

 Cognitive domain defining knowledge 

 Psychomotor domain defining physical skills or tasks 

 Affective domain defining behaviors that correspond to attitudes and values 

 

 

Writing SLOs 

 
Action verbs should be used when writing SLOs and result in behavior that can be observed and 

measured.  

 

Examples of action verbs that are easy to observe and measure: 

 …will be able to explain…       

 …will be able to identify… 

 …will be able to assist…   

 …will be able to demonstrate the ability to… 
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Basic Format of SLOs 

 
Students will be able to <action verb> by/because/as a result of <something>         

 

OR           

 

As a result of students participating in ____________, they will be able to ____________.  

 

Example (Registrar): 

Students will be able to identify and apply information needed to navigate through the college and other 

systems by participating in the registration process either online or on campus. 

 

Example (Sociology): 

As a result of participating in research projects in SY 100, 200, 315, and 425, students will be able to 

apply research methodologies to examine issues within the discipline. 
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Writing Student Learning Outcomes Worksheet 

Course/Program/Unit:           

Use the following formulas to develop Student Learning Outcomes:  

Students will be able to <insert action verb> by/because/as a result of <insert a specific learning activity> 

As a result of students participating in ____________, they will be able to ___________. 

Outcome:  One sentence that 

describes a major piece of 

knowledge, skill, ability, or attitude 

that students can demonstrate by the 

end of the course 

Assessment:  Major 

assignment, project, or test 

used to demonstrate the 

outcome 

Domain:  

Identify a 

domain of 

functioning 

(circle one) 

Checklist:  Were 

all answers on the 

SLO checklist 

“yes” (circle one) 

 

 

 

 Cognitive 

Psychomotor 

Affective 

YES 

NO 

 

 

 

 

 Cognitive 

Psychomotor 

Affective 

YES 

NO 

 

 

 

 

 Cognitive 

Psychomotor 

Affective 

YES 

NO 

 

 

 

 

 Cognitive 

Psychomotor 

Affective 

YES 

NO 
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Writing Student Learning Outcomes Checklist 

Question Yes No 

1. Does the SLO start with or contain an active verb from Bloom’s Taxonomy?    

2. Does the SLO suggest or identify an assessment?    

3. Is there an activity designed to enable the students to learn the desired 

outcome or can an activity be created? 

  

4. Does the SLO address what the unit intends for students to know 

(cognitive), think (affective, attitudinal), or do (behavioral, performance) at 

the end of the course or after accessing the services provided by the unit? 

  

5. Is the SLO written in language that students and those outside the field can 

understand? 

  

6. Is the SLO appropriate for and support the course or unit?    

7. Is the SLO general enough to work for any instructor teaching the course at 

this school or for anyone who accesses the services provided by the unit? 

  

8. Is the outcome important and worthwhile?   

9. Is the outcome detailed and specific?   

10. Is the outcome measurable?   

11. Is the outcome focused on the results and NOT the process?  Is the focus 

on big-picture, overarching concepts, skills, or attitudes rather than on 

small details? 

  

12. Can the outcome be used to make decisions on how to improve the unit?   

13. Is the outcome simple and specific?   
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Appendix G 

Approval Form 
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Appendix H 

Formatted Assessment Document 
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Sample Formatted Assessment Document 
 

WEAVE Demonstration Entity 

Assessment Report  

2014-2015 

 

Mission/Purpose  

The MISSION STATEMENT is a declaration of the overall goal or purpose of an organization.  It should be 

clear and guide the actions of the organization, provide direction, and guide decision-making.  The mission 

statement should: (1) describe the department/division, (2) describe the purpose of the department/division, (3) 

describe how it accomplishes its purpose and why, and (4) describe how the department/division relates to and 

enhances the University's mission.  

 

I. Goals and Other Outcomes/Objectives, with Any Associations and Related Measures, 

Achievement Targets, Findings, and Action Plans  
 

A. Goal:  Definition & Explanation of GOALS   

GOALS are broad statements describing what a unit wants to accomplish. Goals must relate to 

both the unit's mission and the University's mission. For most units, the Goal will usually be 

stated as the University Goal a unit is attempting to meet.     

 

1. Outcome/Objective:  Definition & Explanation of OUTCOME/OBJECTIVE   

OUTCOMES/OBJECTIVES Outcomes/Objectives are statements that describe in some 

detail what a unit plans to accomplish.  Outcomes/Objectives should be associated with all 

applicable goals, strategic plans, standards, and institutional priorities.  Outcomes are more 

closely associated with student learning and what skills students will acquire.  Student 

Learning Outcomes or SLOs are statements that specify what students will know, be able to 

do or be able to demonstrate when they have completed or participated in a program, 

activity, course, or project.  Objectives are more closely associated with administrative 

aims of the unit. 

a. Measure:  Definition & Explanation of MEASURE  

MEASURES are statements of evidence that a unit uses to verify if a stated 

Outcome/Objective has been met.  A Measure may be any information that can be used 

as "proof" that an outcome/objective has been met, such as a survey, exam, evaluation, 

committee minutes, etc.  REMEMBER:  ALL Measures must be associated with an 

Outcome/Objective and must have Targets and a source of evidence. 

 

Source of Evidence:  Administrative Measure  

 

1. Target:   
A TARGET is the threshold that the Measure must meet for a unit to determine it 

has successfully met a specified Outcome/Objective.  Targets are measurable 

statements and expected results.  Generally, if a Measure is a survey, the Target 

would be the anticipated type of responses.  If a Measure is a count of activity or a 

percentage, the Target would be the level that indicates success.   
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2. Findings (2009-2010) - Target: Not Met  

The FINDING is an indication whether an Outcome/Objective was met or 

not.  There is room for interpretation of results, possible uses of results, reflection on 

problems encountered, indicated improvements/changes, indicated strengths, etc.  If 

the Target was met, simply select "Met" in the "Target" box and select "Final" when 

ready to submit Findings.  Click "Save" to continue.  HOWEVER, if the Target was 

partially met or not met, select the appropriate level and select "Save" to 

continue.  AN ACTION PLAN MUST BE CREATED IF A TARGET IS 

PARTIALLY OR NOT MET.  

 

3. Action Plan:  

Definition & Explanation of ACTION PLAN  

ACTION PLANS are detailed plans created by the unit to meet a Target that 

was only partially met or not met or to make improvements to successful 

Measures that were met but may need strengthening. The Action Plan includes a 

projected completion date, implementation description, responsible 

person(s)/group, resources required, and budget amount (if applicable).  Action 

Plans created in previous cycles are updated with implementation notes to 

describe steps that have been taken toward completing plans. 

 
B. Goal:  SAMPLE GOAL (Administrative)   

Provide effective administrative services to support the mission.  

1. Objective:  SAMPLE OUTCOME/OBJECTIVE (Administrative)   

Ensure compliance with environmental, health, and safety laws, regulations and directives. 

a. Measure:  SAMPLE MEASURE (Administrative)  

Number of violation notices received. 

 

Source of Evidence:  Existing data  

 

1. Target:   

No violation notices received.  

 

2. Findings (2009-2010) - Target: Met  

No violation notices received.  

 

 

II. Goals and Student Learning Outcomes, with Any Associations and Related Measures, 

Targets, Findings, and Action Plans  
 

A. Goal:  SAMPLE GOAL (Academic)   

Address the major educational, social, cultural, and economic issues of the region and in doing so 

promote a positive image of the institution and the area.  

1.    Outcome:  SAMPLE OUTCOME/OBJECTIVE (Academic)   

  Students will develop the ability to apply psychological principles to personal, social, and 

organizational issues.  

a. Measure:  SAMPLE MEASURE (Academic)  
All students in PY 100 will complete a stress management project.  The project will 

consist of a 30-day stress journal before applying stress management plan, research on 

and development of a stress management plan, a 30-day stress journal after applying 
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plan, and a four page paper with chart on stress level before and after implementation of 

the plan based on the stress journals.  

 

Source of Evidence:  Project, either individual or group  

 

1. Target:   

 Students will receive a 75% or better on each section of the project on the completed 

stress management project.  

 

2. Findings (2009-2010) - Target: Partially Met  
60% of students scored above 75% on the first 30-day stress journal, 80% scored 

above 75% on developing a stress management plan, 40% scored above 75% on the 

second 30-day journal, and 40% scored above 75% on the four page paper.  Many 

students did not complete the second 30-day journal and were unable to complete 

the four page paper as a result.  The project needs to be redesigned.  

 

3. Action Plan:  

 EXAMPLE ACTION PLAN - Redesign Stress Management Project for PY 100  

 Many students did not complete the second 30-day journal which kept them from 

completing the chart and paper, therefore, the project needs to be redesigned.  

Department Chair will meet with faculty to redesign the project format.   

 Established in Cycle: 2009-2010  

 Implementation Status: Planned  

 Priority:  High  

 Implementation Description:  
 Responsible Person/Group: All PY 100 instructors and Department Chair  

 Budget Amount Requested: 0  

 

III. Other Plans for Improvement 

 

IV. Analysis Questions 

A.  What specific strengths did your assessments show? (Strengths) 

B.  What specific weaknesses or challenges did your assessments show? (Weaknesses) 

C.  What plans were implemented? 

D.  What plans were not implemented?   

E.  How will assessment results be used for continuous improvement?   

 

V. Annual Report 

A. Key Achievements 

B. Faculty Achievements 

C. Staff Achievements 

D. Public/Community Service 
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Glossary 

A 

 
Academic Direct Measure: method that examines student work or performance 

Academic Indirect Indicator: method that gathers perceptions of student work or performance 

Achievement Summary: Findings from selected cycle, grouped by Target standing 

Action Plan: activity sequence designed to help entity better accomplish intended Outcomes/Objectives 

Action Plan Notes: brief notes on the progress of an Action Plan. 

Action Plan Profile: allows the user to generate a report of Action Plans for selected entities based upon 

Implementation status, Cycle Established, or Priority Assigned  

Action Plan Tracking: cumulative record of action plan implementations, quite useful in accreditation 

and program review 

Active Entity: presence in the selected cycle 

Active through Cycle: last cycle this data element will be present 

Additional Reporting Sections: local topics for response, as directed by WEAVE Administrator 

Additional Resources Needed: items necessary for action plan, but unavailable in current or 

reallocated resources 

Admin Tools: tabs to enter and change institution-level elements 

Administrative Measure: method that gauges entity effectiveness in non-learning areas 

Analysis Answers Report Profile: all Analysis answers for selected entities, by entity 

Analysis Answers Report by Question: selected Analysis Questions for all selected Entities 

Analysis Question Reports: reports that focus on institutional questions 

Analysis Questions: queries that show for all entities; some may be labeled for subset 

Annual/Special Reports: reports that focus on Additional Reporting Sections 

Annual/ Special Reporting Sections: reporting sections that show for all entities; some may be 

labeled for subset 

Annual/Special Reports- Report by Section: single reporting section, with responses listed 

alphabetically by entity 

Annual/Special Reports- Report Profile: Reporting Section data, by section within entity 

Assessment: process to answer - Are our efforts bringing forth the desired results? 

Association: key area to which an outcome/objective has a significant tie 

Audit Report Profile: reports to determine whether additional data entry is needed 



68 WEAVE User Manual and Planning & Assessment Guide 

 

Audit: Findings that Need Action Plans: Findings with Targets not fully met, but still lacking action 

plan relationships 

Audit: Measures that Need Findings: Measures that lack Findings, listed by entity 

Audit: Measures that Need Targets: Measures that lack Targets, listed by entity 

Audit: Outcomes/ Objectives that Need Measures: Outcomes/Objectives that lack Measures, listed by 

entity 

 

B 

 
Budget Amount Requested: dollar amount requested through budget and planning process 

Budgeting Report – Resources Requested: Action and/or Enhancement Plan resource requests, by 

entity or priority 

 

C 

 
Condensed Description: shortened description for collapsed views, reports and checkboxes 

Connection: desired display locations for a document in Document Management 

Copy Connections: copy forward connections from previous cycle for selected documents 

Copy of Active through Cycle: last cycle this data element will be present 

Core Curriculum: central course of study mandatory for all students; see General Education 

Cycle: span of time for a single assessment sequence 

 

D 

 
Data Entry Status (DES) Reports: reports that focus on the latest data entry statuses 

DES Details, color-coded: color-coded account of data entry status, by section within entity 

DES Overview, statistics: summary entry stats, by section within entity type 

Detailed Assessment Report (DAR): all data entered for an entity, with any document connections 

Document Management: entity-level storage of documents for linking to Assessment elements 

 

E 

Enhancement Action: action plan arising from opportunity instead of finding 
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Entity: basic organizational unit in WEAVE 

Entity Tree: structure showing entity relationships 

Established in Cycle: initial cycle for this data element 

 

F 

 
Feedback from Reviewer: if approval process used, advisory notes to entity 

Findings: assessment results for comparison of actual vs. expected achievement level 

Full Assessment Reports: report that can display all data entered, by entity 

 

G 

 
General Education: foundational knowledge, skills, and perspectives to cultivate a broadly educated 

person 

General Education / Core Curriculum Associations: selected General Education / Core Curriculum 

Associations, listed alphabetically by entity 

Goal: broad statements describing what a unit wants to accomplish. Goals must relate to both the unit's 

mission and the University's mission. For most units, the goal(s) will usually be stated as the University 

goal(s) a unit is attempting to meet.     

I 

 
Implementation Description: description of full implementation timing that goes beyond date 

Institutional Current Cycle: default cycle upon entering application 

Institutional Priorities: items of urgency or importance to the institution 

Institutional Priority Associations: selected Institutional Priority Associations, listed alphabetically by 

entity 

K 

 
Keep Active: this data element will be present in future cycles 

 

M 
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Measure: statements of evidence that a unit uses to verify if stated outcome/objective has been met. A 

measure may be any information that can be used as "proof" that an outcome/objective has been met such 

as a survey, exam evaluation, committee minutes, etc. 

Mission - Additional Information: key relationships / references for mission / purpose 

Mission / Purpose: highest aims, intentions, and activities of the entity 

 

O 

 
Outcome/Objective:  statements that describe in some detail what a unit plans to accomplish. 

Outcomes/objectives should be associated with all applicable goals, strategic plans, standards, and 

institutional priorities.  Objectives are usually active-verb descriptions of specific points or tasks entities 

will accomplish or reach.  Outcomes are usually active-verb description of a desired end result related to 

entities’ missions. 

Outcome/Objective Associations: key areas to which outcome/objective connects 

 

P 

 
Planning Report – Comprehensive Planning: Action Plans, with or without resources requested, by 

entity or priority 

Planning & Budgeting Reports (Action Plans): reports that focus on proposed resource allocation to 

address assessment-identified needs 

Preview Formatting: pressing this link opens a new window that displays the data element with all 

formatting. 

Priority: perception of value action plan could have for enhancing quality 

Profile and Association Reports: reports that focus on various Outcome/Objective associations 

Projected Completion Date: date (mm/yyyy) for action plan to be fully implemented 

 

R 

 
Related Action Plan(s): Action Plan(s) for this Target and Measure-Outcome/Objective combination 

Relationship: Measure-Outcome/Objective combination and also M-O/O combination linked to an 

Action Plan 

Relevant Associations: key connections not covered by checkbox options 
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Reports: various topics and formats to view or check data for selected entities 

Responsible Person/Group: person or group responsible for implementing action plan 

 

S 

 
Source of Evidence: type of measure used to collect assessment data 

Special Assessment Reports: reports that focus on particular aspects of assessment 

Standards: acknowledged set of requirements fostering excellence 

Status: Finished: activity sequence finished; effectiveness assessed and noted 

Status: In-Progress: activity sequence begun, with Action Plan Implementation Notes being entered 

Status: On-Hold: activity sequence interrupted but not abandoned; reason for hold noted in Action Plan 

Implementation Notes  

Status: Planned: activity sequence designed, but not implemented 

Status: Terminated: activity sequence abandoned and reason noted in Action Plan Implementation 

Notes 

Strategic Plan: a long-term, practical, action-oriented document resulting from the university’s strategic 

planning process 

Strategic Plan Associations: selected Strategic Plan Associations, listed alphabetically by entity 

Strategic Plan Profile: Outcome/Objective associations with selected Strategic Plan elements, by entity 

Student Learning Outcome: statements that specify what students will know, be able to do or be able to 

demonstrate when they have completed or participated in a program, activity, course, or project.  SLOs 

are created and designated by an entity as an Outcome/Objective in which students must gain knowledge, 

skills, or ability by the end of a specified time period (ex. end of semester, end of course of study). 

Student Learning Outcomes/Objectives Report: Student Learning Outcomes/Objectives, listed 

alphabetically or by parent 

T 
 

Target: overall level for satisfactory performance on a Measure-Outcome/Objective 

combination – the thresholds that the measures must meet for a unit to determine that it has been 

successful in meeting its specified Outcomes/Objectives.  Targets are measurable statements. 

U 

 
Upload Document: document upload to an entity's document management section 

Unit:  see entity                                                 
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