SELF ASSESSMENT MANUAL

Aligned with 

the Checklist and Rubric


CRITERION 1: MISSION, OBJECTIVES, AND OUTCOMES
Each program must have a mission, measurable objectives and expected outcomes for graduates. Outcomes include competency and tasks graduates are expected to perform after completing the program. A strategic plan must be in place to achieve the program objectives. The extent to which these objectives are achieved through continuous assessment and improvements must be demonstrated.                                                                                                                         
	Standard 1-1: The program must have documented measurable objectives that support Faculty/  

                       College and Institution mission statements.


· Institution Vision Statement
· Institution Mission Statement
· Department Vision Statement
· Department  Mission Statement
· Program Mission Statement
· Program Educational Objectives
State the program objectives. Program objectives are intended to be statements that describe the 
expected accomplishments of graduates during the first several years following graduation from 
the program.

Base the educational objectives on the following

·   Foundation

·   Skills and Tools

·   Awareness and professional Ethics

Describe how each objective is aligned with program, college and institution mission statements.
· Strategic Plan: (outline the main elements of the strategic plan to achieve the program mission and objectives).

· Objectives:
· Elements (characteristics)

· Strategies

· Benchmarks

PROGRAM OBJECTIVES ASSESSMENT
(Provide for each objective how it was measured, when it was measured and improvements identified and made)

	Objectives


	How Measured


	When Measured
	Improvement Identified
	Improvement Made



	
	Through

1.Employer Survey

2.Alumni Survey

3.Survey of       Graduating Students

 Refer to  the example in Sample Self-Assessment Report
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                                       Table 4.1: Program Objective Assessment


	Standard 1-2: The program must have documented outcomes for graduating students. It must be 
                       demonstrated that the outcomes support the program objectives and that 
                       graduating students are capable of performing these outcomes.


PROGRAM OUTCOMES
· Document the program outcomes.

· Table 1.2  Outcomes Vs Objectives(to show that the outcomes are aligned each objective)
	Program

Objectives
	Program Outcomes

	
	1.
	2
	3
	4

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


Table 1.2: Outcomes versus objectives

Means for Assessing Program Objectives /Outcomes

Describe the means for assessing the extent to which graduates are performing the stated program outcomes/Learning objectives. This should be accomplished by the following:
· Result of Surveys Of Graduating Students
Conducting a Survey of Graduating Students every semester
· Result Of Surveys of Alumni
     Alumni Survey every two years 
· Result Of Survey of Employers
           Employer's Survey every two years
· Questions During Project Presentation
Carefully designed questions asked during senior projects presentations/viva voce examination. These questions should be related to Program outcomes.
· Result Of Examinations
         Outcomes examinations 

Data obtained from the above sources should be analyzed, summarized and presented in the assessment report.

	Standard 1-3: The results of the program’s assessment and the extent to which they are used to 
                       improve the program must be documented.


PROGRAM OUTCOME MEASUREMENT 
(A) Observations and Action taken based on Graduating Survey:
	Sr. No.
	OBSERVATIONS
	FUTURE PROGRAM IMPROVEMENT PLAN BASED ON THE SURVEY
	ACTIONS TAKEN BASED ON THE SURVEY

	
	STRENGTHS
	WEAKNESSES
	
	

	
	
	
	
	


(B)     Observations and Recommendations to Alumni Survey:

	Sr. No.
	OBSERVATIONS
	FUTURE PROGRAM IMPROVEMENT PLAN BASED ON THE SURVEY
	ACTIONS TAKEN BASED ON THE SURVEY

	
	STRENGTHS
	WEAKNESSES
	
	

	
	
	
	
	


(C)  Observations and Recommendations to Employer's Survey:

	Sr. No.
	OBSERVATIONS
	FUTURE PROGRAM IMPROVEMENT PLAN BASED ON THE SURVEY
	ACTIONS TAKEN BASED ON THE SURVEY

	
	STRENGTHS
	WEAKNESSES
	
	

	
	
	
	
	


· Significant future development plans for the program
	Standard 1-4: The department must assess its overall performance periodically using 
                        quantifiable measures.


	Year
	No. of Students

Enrolled
	No. of Graduating Students
	%age of honor Students
	Student

Faculty Ratio
	Average graduating G.P.A per semester
	% of Employer satisfied with the performance of the graduates (use employ Survey)
	Average time for completing the Program
	Attrition Rate

	
	
	
	
	
	I
	II
	III
	IV
	
	
	

	Year

	
	
	
	
	
	
	
	
	
	
	

	Year 
	
	
	
	30:2
	
	
	
	
	
	
	

	Year 
	
	
	
	
	
	
	
	
	
	
	







Table 1.3
· Average student evaluation for all courses 
	Semester 
	Course Code
	Course Title
	Average Student Evaluation for the
Course

	
	
	
	2011
	2012

	I
	
	
	
	

	
	
	
	
	

	II
	
	
	
	

	
	
	
	
	

	III
	
	
	
	

	
	
	
	
	

	IV
	
	
	
	

	
	
	
	
	


Table 1.4
· Teaching Award
 Percentage of faculty awarded “Excellence in Teaching Award”
· Research Activities, Journal Publication, Funded Projects, Conference Publication
Present performance measures for research activities. These include journal publications, funded projects, and conference publications per faculty per year.

· Research Awards
Indicate the percentage of faculty awarded “Excellence in Research Award”.
· Performance Measure for Community Service
Present performance measure for community service. This may include number of; 
Short courses organized per year

Workshops organized per year

Seminar organized per year

· Faculty & Student Satisfaction With Administrative Services
Faculty and student satisfaction with administrative services offered by the department.
Use;
· Faculty survey

· Student survey

CRITERION 2: CURRICULUM DESIGN AND ORGANIZATION
The curriculum must be designed and organized to achieve the program’s objectives and outcomes. Also course objectives must be in line with program outcomes. The breakdown of the curriculum must satisfy the standards specified in this section. Curriculum standards are specified in terms of credit hours of study. A semester credit hour equals one class hour or two to three laboratory hours per week. The semester is approximately fifteen weeks.                                      
A. Title of Degree Program
B. Definition of Credit Hour:
C. Degree Plan : (A flow chart showing pre-requisite, core and elective courses)
Semester 1                  Semester2                   Semester 3                       Semester4                                                                             

	Course Code:
Course Title:

Credit Hours:

Core / Elective 

	Course Code:

Course Title:

Credit Hours:

Core / Elective

	Course Code:

Course Title:

Credit Hours:

Core / Elective

	Course Code:

Course Title:

Credit Hours:

Core / Elective


      

	Course Code:

Course Title:

Credit Hours:

Core / Elective 


	Course Code:

Course Title:

Credit Hours:

Core / Elective 

	Course Code:

Course Title:

Credit Hours:

Core / Elective 

	Course Code:

Course Title:

Credit Hours:

Core / Elective 


D: Table showing allocated Credit Hours for each course in every Semester

	Semester 
	Course Code
	Course Title
	Credit Hours

	1
	
	
	

	
	
	
	

	2
	
	
	

	
	
	
	

	3
	
	
	

	
	
	
	

	TOTAL

2
	
	
	


	Semester 
	Course Code
	Course Title
	Credit Hours

	
	
	
	


E: (Curriculum document)
	Semester
	Course Code
	Category (Credit Hours)

	
	
	Math and Basic Sciences
	Core Courses
	Humanities and Social Sciences
	Technical Electives

	
	
	Math
	Basic Sciences
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	Minimum Requirement
	
	
	
	
	
	


Table 4.3 Curriculum Course Requirements.
	Standard 2-1: The curriculum must be consistent and supports the program’s documented 
                         objectives.


· Describe how the program content (courses) meets the program objectives.
· Complete the matrix below linking courses to program outcomes. List the courses and tick against relevant outcomes.
	Courses/ Group of courses
	Objectives

	
	1
	2
	3
	4
	5

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


	Standard 2-2:  Theoretical background, problems analysis and solution design must be stressed 
                         within the program's core material.


· Indicate which courses contain a significant portion (more than 30%) of the elements in standard 2-2.

	Elements
	Course 

	Theoretical background
	

	Problem analysis
	

	Solution design
	


Table 2.2: Standard 2-2 requirement

	Standard 2-3:The curriculum must satisfy the core requirements for the program, as specified by 
                       the respective accreditation body. 


	Program
	Math & Basic Sciences 
	Engineering Topics
	General Education
	Others

	
	
	
	
	

	
	
	
	
	


· HEC requirements:
· Program requirement:
· Deviation:
· Justification of  Deviation:

	Standard 2-4: The curriculum must satisfy the major requirements for the program as specified 
                        by HEC, the respective accreditation body / councils.


	Program
	Math & Basic Sciences 
	Engineering Topics
	General Education
	Others

	
	
	
	
	

	
	
	
	
	


Table A-1 Minimum Program requirements for each program
· HEC requirements
· Program requirement

· Deviation

· Justification of Deviation

	Standard 2-5: The curriculum must satisfy general education, arts, and    professional and other 
                        discipline requirements for the program, as specified by the respective 
                        accreditation body / council. 


	Program
	Math & Basic Sciences 
	Engineering Topics
	General Education
	Others

	
	
	
	
	

	
	
	
	
	


· HEC Requirements
· Program.
· Deviation.

· Justification
Address standards 2-3, 2-4 and 2-5 using information provided in Table of Courses versus  program outcomes in Standard 2-1.
	Standard 2-6: Information technology component of the curriculum must be integrated 
                        throughout the program.


· Indicate courses within the program that will satisfy the standards 

· Describe how they are applied and integrated through out the program

	Standard 2-7: Oral and written communication skills of the student must be developed and 
                         applied in the program.


· Indicate the courses within the program that will satisfy the standard 
· Describe how they are applied

CRITERION 3: LABORATORY AND COMPUTING FACILITIES
Laboratories and computing facilities must be adequately available and accessible to faculty members and students to support teaching and research activities. To meet this criterion the standards in this section must be satisfied. In addition departments may benchmark with similar departments in reputable institutions to identify their shortcomings if any. 
LABORATORIES SPECIFICATIONS:
Provide the following information about laboratories and computing facilities:
Describe the laboratory/computer facilities that are available for use in the program under assessment. Indicate for each lab the following:

· Laboratory Title
· Location and Area
· Objectives

· Adequacy for Instruction 

· Courses Taught

· Software available (if applicable)

· Major apparatus
· Major Equipment
· Safety regulation
	Standard 3-1: Laboratory manuals/ documentation/ instructions for experiments must be 
                        available and readily accessible to faculty and students.


Availability of Laboratory Manual, Documentation & Instruction
· Explain how students and faculty have adequate and timely access to the manual/documentation and instruction.
· Benchmark with similar departments in reputable institution to identify shortcoming in laboratory.

	Standard 3-2: There must be adequate support personnel for instruction and maintaining the 
                         laboratories.


· Indicate for each laboratory, support personnel, level of support, nature and extent of 
instructional support.
	Sr.
	Lab. Title
	Support Personnel
	Level of Support
	Nature and Extent of Instructional

Support

	
	
	
	
	

	
	
	
	
	


	Standard 3-3: The University computing infrastructure and facilities must be adequate to 
                        support program’s objectives.


· Describe how the computing facilities support the computing component of your program.

· Benchmark with similar departments in reputable institution to identify shortcoming in computing infrastructure and facilities if any.
CRITERION 4: SUPPORT AND ADVISING
Student must have adequate support to complete the program in a timely manner and must have ample opportunity to interact with their instructors and receive timely advice about program requirements and career alternatives. To meet this criterion the standards in this section must be satisfied. 
	Standard 4-1: Courses must be offered with sufficient frequency and number for students 
                        to complete the program in a timely manner.


· Strategy for Course Offering
      Provide the department’s strategy for course offering
· Frequency of Courses Offerings
      Write the names of required courses and explain how often they are offered.
· Frequency of Elective Courses Offering
      Write the names of elective courses and explain how often they are offered.
· Courses offered by other Departments
            Explain how required courses outside the department are managed to be offered in                      

            sufficient number and frequency.

	Standard 4-2: Courses in the major area of study must be structured to ensure effective
                        interaction between students, faculty and teaching assistants.


Effective Faculty / Student Interaction
Describe how you achieve student / faculty interaction in courses taught by more than one person such as two faculty members, a faculty member and a teaching assistant or a lecturer.
	Standard 4-3: Guidance on how to complete the program must be available to all the students  

                         and access to academic advising must be available to make course decisions and   

                       career choices.


· How Students are Informed
Describe how students are informed about program requirements.
· Student Academic Advising System
Describe the academic advising system and indicate how its effectiveness is measured.

· Student Counseling System 
Describe the student counseling system and how students get professional counseling when needed.

· Access to Professional Counseling
Indicate if students have access to professional counseling; when necessary.

· Opportunities Provided for the Students
Describe opportunities available for students to interact with practitioners, and to have membership in technical and professional societies.
                                            CRITERION 5: PROCESS CONTROL
The processes by which major functions are delivered must be in place, controlled, periodically reviewed, evaluated and continuously improved. To meet this criterion a set of standards must be satisfied. 
	Standard 5-1: The process by which students are admitted to the program must be based on  

                          quantitative and qualitative criteria and clearly documented. This process must  

                        be periodically evaluated to ensure that it is meeting its objectives.


· University Admission Process
Describe the program admission criteria at the institution level, faculty or department if applicable.

· Program/Credit Hour Transfer
      Describe the policy regarding program/ credit transfer.
· Evaluation of Admission Process
      Indicate how frequently the admission criteria are evaluated and if the evaluation results of  

      process is used to improve the process.
	Standard 5-2:The process by which students are registered in the program and monitoring of  

                        students progress to ensure timely completion of the program must be  

                        documented. This process must be periodically evaluated to ensure that it is                       

                        meeting its objectives.


· Registration Process
Describe how students are registered in the program
· Evaluation and Improvement
Indicate how frequently the process of registration is evaluated and if the evaluation results are used to improve the process.

· Monitoring Students Progress 
Describe how students’ academic progress is monitored and how their program of study is verified to adhere to the degree requirement.

· Evaluation and Improvement
Indicate how frequently the process of monitoring is evaluated and if the evaluation results are used to improve the process.

	Standard 5-3: The process of recruiting and retaining highly qualified faculty members must be in place and clearly documented. Also processes and procedures for faculty
                       evaluation, promotion must be consistent with institution mission statement. These 
                     processes must be periodically evaluated to ensure that it is meeting with its objectives.                                                                                                                   


· Faculty Recruitment Process
Describe the process used to ensure that highly qualified faculty is recruited to the program
· Evaluation of the Recruitment Process
      Indicate how frequently this process is evaluated and if the evaluation results used to  

      improve the processes.

· Faculty Retention Process
Indicate methods used to retain excellent faculty members.
· Evaluation of the Retention Process
      Indicate how frequently this process is evaluated and if the evaluation results used to 

      improve the processes.
· Faculty Evaluation Process
      Describe the faculty evaluation process.
· Evaluation of the Faculty Evaluation Process
      Indicate how frequently this process is evaluated and if the evaluation results used to 

      improve the processes.
· Consistency of the Faculty Evaluation Process with Mission Statement
Indicate how faculty evaluation process in line with institution mission statement.

· Faculty Promotion Process
Describe the faculty promotion process.
· Evaluation of the Faculty Promotion  Process
      Indicate how frequently this process is evaluated and if the evaluation results used to  

      improve the process

· Consistency of the Faculty Promotion Process with Mission Statement.
Indicate how promotion process is in line with institution mission statement
	Standard 5-4: The process and procedures used to ensure that teaching and delivery of course 
                        material to the students emphasizes active learning and that course learning 
                          outcomes are met. The process must be periodically evaluated to ensure that it  

                        is meeting its objectives.


· Describe the process and procedures used to ensure that teaching and delivery of course material is effective and focus on students learning and that course learning outcomes are met.
· Indicate how effectively this process is evaluated and if the evaluation results are used to improve the process.

	Standard 5-5: The process that ensures that graduates have completed the requirements of the  

                        program must be based on standards, effective and clearly documented 
                        procedures. This process must be periodically evaluated to ensure that it is 
                        meeting its objectives.


· Describe the procedures used to ensure that graduates meet the program requirements.

· Describe when this procedure is evaluated and whether the results of this evaluation are used to improve the process.
CRITERION 6: FACULTY
Faculty members must be current and active in their discipline and have the necessary technical depth and breadth to support the program. There must be enough faculty members to provide continuity and stability, to cover the curriculum adequately and effectively, and to allow for scholarly activities. To meet this criterion the standards in this section must be satisfied. 
	Standard 6-1: There must be enough full time faculty who are committed to the program to 
                        provide adequate coverage of the program areas/ courses with continuity and 
                          stability. The interests and qualifications of all faculty members must be sufficient 
                        to teach all coursed, plan, modify and update coursed and curricula. All faculty 
                        members must have a level of competence that would normally be obtained 
                          through graduate work in the discipline. The majority of the faculty must hold a 
                        Ph. D. in the discipline.


· Complete the following table indicating program areas and number of faculty in each area.
	Program area of specialization
	Courses in the area and average number of sections per year
	Number of faculty members in each area
	Number of faculty with Ph.D. degree

	Area 1
	
	
	

	Area 2
	
	
	

	Area 3
	
	
	

	Area 4
	
	
	

	Total
	
	
	


Table 6.1 - Faculty Distribution by Program Area
· Faculty Resumes:-
             Each faculty member should complete a resume, prepared in a format included in Annex B.

	Standard 6-2: All faculty members must remain current in the discipline and sufficient time must 
                        be provided for scholarly activities and professional development. Also, effective 
                       programs for faculty development must be in place.


· Criteria for Faculty Members to be Deemed Current in their Discipline 
Describe the criteria for faculty to be deemed current in the discipline and based on these criteria and information in the faculty members’ resumes, what percentage of them is current. The criteria should be developed by the department.
· Mean for Ensuring Provision of Sufficient Time for Scholarly and Professional Development for Full Time Faculty.

· Workload of Full Time Faculty
· Describe the means for ensuring that full time faculty members have sufficient time for scholarly and professional development.
· Existing Faculty Development Programs at Departmental and University Level
· Describe existing faculty development programs at the departmental and university level. 
· Demonstrate their effectiveness in achieving faculty development.

· Faculty Program Evaluation
Indicate how frequently faculty programs are evaluated.
· Evaluation Results used for Improvement
Indicate how the evaluation results of faculty program evaluation are used for improvement.
	Standard 6-3: All faculty members should be motivated and have job satisfaction to excel in their   

                         profession.


·  Faculty  Motivation
Describe the programs and processes in place for faculty motivation.

· Faculty Survey Result
Obtain faculty input using faculty survey on programs for faculty motivation and job satisfaction.

· Effectiveness Of Motivational Measures
Indicate how effective these programs are.
                                CRITERION 7:  INSTITUTIONAL FACILITIES
Institutional facilities, including library, classrooms and offices must be adequate to support the objective of the program. To satisfy this criterion a number of standards must be met.
	Standard 7-1: The institution must have the infrastructure to support new trends in learning 
                         such as e-learning.


· Describe infrastructure and facilities that support new trends in learning such as e-learning
· Indicate how adequate the facilities are

	 Standard 7-2: The library must possess an up-to-date technical collection relevant to the program and must be adequately staffed with professional personnel.


· Describe the adequacy of library’s technical collection and it’s relevance to the program.
· Describe the support rendered by the library

	Standard 7-3: Class-rooms must be adequately equipped and offices must be adequate to enable faculty to carry out their responsibilities.


· Classrooms:
Describe the adequacy of the classrooms                                                                                    
· Faculty Offices:
Describe the adequacy of the faculty offices 
CRITERION 8: INSTITUTIONAL FACILITIES

The institution’s support and the financial resources for the program must be sufficient to provide an environment in which the program can achieve its objectives and retain its strength.                                                     
	Standard 8-1: There must be sufficient support and financial resources to attract and retain high 
                         quality faculty and provide the means for them to maintain competence as 
                         Teachers and scholars.


· Describe how your program meets this standard. If it does not, then explain the main causes and plans to rectify the situation.
· Describe the level of adequacy of secretarial support, technical staff and office equipment.

	 Standard 8-2: There must be an adequate number of high quality graduate students, research 
                          assistants and Ph. D. students.


Provide the number of graduate students, research assistants and Ph. D. students for the last three years
	
	Year 1
	Year 2
	Year 3

	M.Sc.
	
	
	

	M.Phil
	
	
	

	Ph.D.
	
	
	

	Graduate Student/ Faculty Ratio
	
	
	


Number of Graduate Students during last three years

.

	 Standard 8-3: Financial resources must be provided to acquire and maintain Library holdings, 
                          Laboratories and Computing facilities.


· Library
Describe the resources available for the library.

· Laboratory
Describe the resources available for the laboratories.

· Computing Facilities
Describe the resources available for computing facilities.
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