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MEMORANDUM 

TO: Debora Halbert, Associate Vice Chancellor 
for Academic Affairs 

FROM: Michael Bruno V2 — 
Interim Vice Chancellor for Academic Affairs ZAM 
and Vice Chancellor for Research 

SUBJECT: Approved Department Personnel Committee Policies and Procedures 

Enclosed please find approved procedures for the Assessment Office. 

Please note that all faculty who will be submitting applications for tenure and/or promotion 
this fall should be given the option to use this document or the one in effect for the prior 
year. 

If you have any questions, please call or email Beverly McCreary (64571 or 
bmecrear@hawaii.edu). 

Enclosure 

Cc: Assistant Vice Chancellor McCreary 

2500 Campus Road, Hawai'i Hall 209 
Honolulu, Hawai'i 96822 

Telephone: (808) 956-8447 

Fax: (808) 956-7115 

An Equa! Opportunity/Affirmative Action Institution
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DEPARTMENT CRITERIA 
FOR CONTRACT RENEWAL, TENURE, AND PROMOTION 

ASSESSMENT OFFICE 
CHANCELLOR’S OFFICE, UNIVERSITY OF HAWAI'I AT MANOA 

I. INTRODUCTION 

A. Assessment in Higher Education 

Institutional- and program-level assessment is integral to higher education. Assessment is the 

systematic collection, review, and use of information about educational programs undertaken for the 
purpose of improving student learning and development. While specific methods, strategies, and 
techniques may vary across the curriculum, assessment shares a common goal: to improve 

educational effectiveness. It involves establishing student learning outcomes, measuring/observing 

the extent to which outcomes are achieved, and finding ways to improve programs so effectiveness is 

increased. Ways to improve programs include faculty development, pedagogical and curricular 
modifications, new pre-requisites, budget reallocations, etc. The field of assessment draws primarily 

from theories in the social sciences, education, and program evaluation. 

Assessment at UH Manoa is a faculty-driven process in which close collaboration among the 
Assessment Office, Manoa Assessment Committee, faculty members in academic units, and 
administrators is required. It is characterized by mutual respect, trust, and ethical behavior. 

B. Role of the Assessment Office and its Faculty Specialists 

The Assessment Office (AO) is under the Office of the Vice Chancellor for Academic Affairs. The 

central functions of the AO are to provide support for institutional- and program-level academic 

assessment and assist UH Manoa in meeting external requirements (e.g., accreditation requirements). 

The AO assists in planning and implementing institutional and general education academic 
assessment. The AO also assists all academic units in creating assessment plans for their academic 
degree programs, reporting assessment results, and using results for improvement as needed. The AO 

critiques and provides feedback to programs on their assessment efforts. 

Faculty specialists in the AO provide consultation services on assessment-related issues to all 

academic units. Thus, they require a thorough understanding of assessment, familiarity with academic 

fields and their culture, and an understanding of university culture. This requires close cooperation 
and liaison work with all colleges/schools and academic programs. Furthermore, as the central 

assessment office on campus, the AO provides leadership in coordinating efforts to clarify policies 
and procedures across campus. 

C. Objectives of the Assessment Office 

The AO supports the use of assessment to improve the quality of student learning and it promotes 
excellence in educational practices. The faculty specialists collaborate with the campus community to 

establish meaningful, manageable, and sustainable assessment. The AO’s emphasis is on program- 

and institutional-level assessment. Specific functions include the following: 

1) Serve as an assessment resource to the university community. AO is a central location that 

communicates, consults, shares, and educates on how to assess, what to assess, and how to 

act on the results. 

2) Actively participate in program- and institutional-level assessment planning, implementing, 

analyzing, summarizing results, and making evidence-based decisions. 

3) Conduct research to help programs understand the effectiveness of various delivery methods 
on student learning. 
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4) Partner with other offices on campus to align results from all assessment activities across 

campus. 
5) Distribute assessment findings to internal and external audiences. 

6) Encourage scholarship on teaching and learning. 

7) Explore new technologies to support outcomes assessment. 

The faculty specialists’ primary responsibilities include the following: 

1) Assist faculty and programs with the development and use of student learning assessments; 

2) Develop and offer faculty training workshops and educational materials; 
3) Consult with faculty members, administrators, students, and other members of the campus 

community on assessment activities, including data collection, analysis, interpretation, and 

use; 
4) Compile and report assessment data for the campus community and for regional accreditation 

purposes; 
5) Conduct research and evaluation studies of student learning, in particular at the institutional 

level (e.g., general education); 

6) Coordinate assessment-related activities and events across the campus; 

7) Maintain and disseminate assessment resources via an accessible web site. 

Il. DEPARTMENT CRITERIA 

A. Minimum Criteria for Promotion 

To be considered for promotion, the candidate must meet the minimum qualifications established by 

the Board of Regents (BOR) in E5.221 and UHM for the rank to which promotion is sought. (The 

candidate for promotion is referred to minimum qualifications established by the BOR and UHM.) In 

addition, the candidate must also meet the criteria as established by the Office. Promotion actually 

extends beyond meeting the minimum BOR requirements. Promotion is an acknowledgment of the 

candidate’s professional growth as evidenced by the quality, effectiveness, and continuity of the 

candidate’s performance in all three of the following areas: 1) Professional Activities, 2) Scholarly 

Contribution and Professional Development, and 3) University and Community Service. 

Department Criteria for Contract Renewal, Tenure, and Promotion 

Contract renewal, tenure, and promotion may be recommended on the basis of professional growth 

as evidenced by the quality, effectiveness, and continuity of the candidate’s total contribution to the 

AO. 

The specific duties and responsibilities of faculty specialists in the AO include a range of activities. 
Acknowledging the myriad responsibilities undertaken by the AO and the necessary division of 
tasks, an individual’s specific duties and responsibilities will include many, but not all, of the 
activities listed in this document. There also may be additional activities assigned which are not 

identified below. Individuals are not expected to achieve equally in all three areas. Performance 
within the area of Professional Activities should be weighed most heavily because it directly serves 

the mission and objectives of the AO. 

1. Professional Activities (approximately 70%) 

Assessment Office (AO) faculty engage in a variety of professional activities focused on 
providing support for academic assessment as well as facilitating the overall mission of AO and 

the university. Professional activities encompass a broad spectrum ranging from the delivery of 

appropriate direct client services to office development and administrative duties. The AO’s 

primary clients are academic programs, including General Education. 

Professional Activities may include, but are not limited to, the following activities that promote 

academic assessment and support the mission of the AO. 
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i. Direct Client Service 

e Assist faculty and programs with the development and use of student learning 
assessments 

e Provide individual or group consultation on assessment to colleges/schools, academic 

departments, and support units 
Design, develop, and offer workshops and training seminars 

Facilitate faculty meetings on assessment issues (e.g., data interpretation and use) 

Maintain and disseminate assessment resources via an accessible web site 

Provide feedback, evaluation, recommendations to program assessment plans 

Design and recommend teaching/instruction/curriculum/research strategies based on 

assessment results 

Develop effective assessment tools such as rubrics and tests 

e Provide specialized services (e.g., critique survey questions and research designs; provide 

advice on statistics) 

e Serve as an advisor to faculty committees and administration on assessment issues 

ii, AO Development 

e Identify the assessment needs of the institution, colleges/schools, and departments in a 
systematic manner and respond appropriately in AO planning and management 

e Plan, develop, coordinate and/or implement AO activities, including securing extramural 
funds as necessary and appropriate 

e Monitor and evaluate AO activities and ensure that the original stated need is met or 

activities are adjusted appropriately 

e Develop and improve AO techniques, procedures, and materials 

e Participate in the development and/or revision of AO literature 
iii. AO Administration 

e Coordinate assessment activities, faculty training, and related events across the campus 

e Compile and report assessment data for the campus community and for regional 

accreditation purposes 

e Participate in the development, interpretation, revision, and implementation of AO 

policies and procedures 

Plan and secure resources for use in support of AO services 

e Administer, supervise, and/or coordinate AO efforts and services 

Perform general administrative duties (write correspondence, keep accurate records, 

prepare budgets, etc.) 

2. Scholarly Activities: Research/evaluation and Professional Development (approximately 20%) 

AO faculty specialists use research and evaluation to ensure that AO activities and services are 
relevant and meet faculty, department, college/school, and institutional needs. As needs change, 

this allows a sensitive response and provides the basis for modification and change. 

AO faculty specialists keep current with developments in the field of assessment and its related 

fields (e.g., program evaluation, psychometrics), improve and enhance their skills and 

techniques, and continuously expand their basic knowledge in order to better serve faculty, 

departments, colleges/schools, the institution, and the community. 

As active faculty members of the university community, AO faculty specialists conduct original 

research. Through their research activities, they not only keep current with developments in the 
assessment field but also foster professional growth and improve assessment efforts on campus. 

Because of the diverse and complex nature of an AO faculty specialist’s duties, evidence of 
scholarly activities should not be limited to solely publications. Evidence can include making 
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