
APR Self-Study Rubric 
Administrative Unit Date of 

Review

Mission Statement Developing Emerging Proficient  Distinguished

Department does not have a 
mission statement

Department mission statement 
describes the overall intent of the 
department

Department mission statement 
clearly outlines what is to be 
accomplished by the department

Department mission statement 
includes clear purpose, primary 
functions, department activities, and 
identifies stakeholders

Department mission statement 
is vague

Department mission statement does 
not demonstrate alignment with the 
University mission or vision/values

Department mission statement 
clearly states aspects of the 
department’s function

Department mission statement clearly 
differentiates from missions of other 
University units or divisions

Department mission statement does 
not clearly identify stakeholders

Department mission statement 
aligns to some extent with University 
mission, goals and vision/values

Department mission statement clearly 
aligns with the University mission, 
goals and vision/values

Department mission statement is too 
general to distinguish the 
department or too specific to align 
with the University vision/values

Facilities  Developing Emerging Proficient  Distinguished

Department facilities are not 
suited to the department 
mission

Department facilities are somewhat 
appropriate and suited to the 
department mission

Department facilities are appropriate 
and suited to the department 
mission

Department facilities are appropriate 
and well-suited to its mission with 
adequate space for growth

Departmental signage is 
needed but does not exist

Departmental signage is needed but 
is insufficient and/or does not 
conform with University branding 
policies

Department signage is sufficient and 
conforms with University branding 
policies

Department is clearly marked with 
University branded signage and is 
easily identified/located by 
stakeholders

Department requires more space or 
modifications to existing space in 
order to meet minimum needs

Department has minimum storage 
and conference space

Department has appropriate storage 
and conference space

Comments/Recommendations:

Comments/Recommendations:

          Office of Institutional Effectiveness
    ADMINISTRATIVE PROGRAM REVIEW

Completed 
by



Strategic Plan for Staffing Developing Emerging Proficient  Distinguished
Department lacks sufficient 
staffing positions, and current 
employees routinely work 
overtime or face ongoing 
backlog

Department staffing is adequate for 
non-peak times and aligns with 
department mission

Department staffing is adequate to 
address department needs at all 
times and aligns with department 
mission

Department staffing positions 
remain unfilled for long periods 
of time

Staff salaries are adequate and align 
with position responsibility

Staff salaries are competitive with 
similar positions in terms of 
responsibility

Department does not have a 
strategic plan for staffing

Strategic plan for staffing is outdated 
and/or insufficient

Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 1 to 2 
years

Department staffing meets 
department needs for the 
foreseeable future and aligns with 
the department mission
Staff salaries are highly competitive 
with similar positions in terms of 
responsibility 
Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 3 years 
or beyond

Department job descriptions are not 
routinely reviewed and updated

Stakeholder Feedback Developing Emerging Proficient  Distinguished

There is no system in place to 
collect and document feedback 
from stakeholders

Feedback from the stakeholders is 
collected and documented 
occasionally

Feedback from stakeholders is 
collected and documented on a 
regular and timely basis

A system is in place to collect and 
document feedback from 
stakeholders in a timely manner

Department implements 
programs and/or initiatives 
without stakeholder feedback

Department occasionally uses 
stakeholder feedback to implement 
programs and/or initiatives

Department regularly uses 
stakeholder feedback to implement 
programs and/or initiatives

Feedback is measurable, reliable and 
longitudinal data is maintained

Survey tools provide clear and 
understandable feedback

Department evaluates and responds 
to stakeholder feedback in a timely 
manner

Department routinely uses feedback 
to develop and implement programs 
and/or initiatives

Comments/Recomendations:

Comments/Recomendations:



Policies Developing Emerging Proficient  Distinguished

There are no formal written 
department policies or 
procedures in place

Department policies and procedures 
are outdated

The majority of department policies 
and procedures are current, yet 
some remain outdated

All department policies and 
procedures are current

Department policies and procedures 
are not reviewed after initial 
implementation

Department policies and procedures 
are occasionally reviewed after initial 
implementation

Department policies and procedures 
are routinely reviewed after initial 
implementation

Department policies and procedures 
are not accessible to internal and/or 
external stakeholders

Department policies and procedures 
are available to internal and/or 
external stakeholders on a limited 
basis

Department policies and 
procedures are easily accessible to 
internal and/or external 
stakeholders

Communication/Outreach Developing Emerging Proficient  Distinguished

Department has no Internet-
based communication plan

Department has Internet-based 
communication plan that utilizes a 
single communication channel (i.e. E-
mail only, Facebook only, Twitter 
only, etc.)

Department has Internet-based 
communication plan that utilizes two 
communication channels (i.e. E-mail 
and Facebook, or Instagram and 
website, or Twitter and LinkedIn etc.)

Department has Internet-based 
communication plan that utilizes 
more than two channels to 
communicate with stakeholders

Department has unplanned and 
infrequent updates via Internet-
based communication channel

Department updates via Internet-
based communication channels are 
unplanned, yet frequent

Department updates via Internet-
based communication channels 
are planned and frequent

Content of the Internet-based 
communication is broad and/or 
unfocused on current issues or 
needs and/or does not serve many 
stakeholders

Content of the Internet-based 
communication relates to the 
department mission and includes 
content that serves numerous, 
specific stakeholders

Content of the Internet-based 
communication are timely and 
focused on current issues or needs, 
and benefit the majority of 
stakeholders, overall

Comments/Recomendations:

Comments/Recomendations:

 Additional Feedback

As a Peer Review Committee member, I participated in (check one or more)

Onsite Visit Date:

Remote Visit Date:



Please provide feedback from onsite and/or remote visit, below:

Please email completed rubric to:  jstein@shsu.edu.  Thank you.



APR Self-Study Rubric 
Administrative Unit Date of 

Review

Mission Statement Developing Emerging Proficient  Distinguished

Department does not have a 
mission statement

Department mission statement 
describes the overall intent of the 
department

Department mission statement 
clearly outlines what is to be 
accomplished by the department

Department mission statement 
includes clear purpose, primary 
functions, department activities, and 
identifies stakeholders

Department mission statement 
is vague

Department mission statement does 
not demonstrate alignment with the 
University mission or vision/values

Department mission statement 
clearly states aspects of the 
department’s function

Department mission statement clearly 
differentiates from missions of other 
University units or divisions

Department mission statement does 
not clearly identify stakeholders

Department mission statement 
aligns to some extent with University 
mission, goals and vision/values

Department mission statement clearly 
aligns with the University mission, 
goals and vision/values

Department mission statement is too 
general to distinguish the 
department or too specific to align 
with the University vision/values

Facilities  Developing Emerging Proficient  Distinguished

Department facilities are not 
suited to the department 
mission

Department facilities are somewhat 
appropriate and suited to the 
department mission

Department facilities are appropriate 
and suited to the department 
mission

Department facilities are appropriate 
and well-suited to its mission with 
adequate space for growth

Departmental signage is 
needed but does not exist

Departmental signage is needed but 
is insufficient and/or does not 
conform with University branding 
policies

Department signage is sufficient and 
conforms with University branding 
policies

Department is clearly marked with 
University branded signage and is 
easily identified/located by 
stakeholders

Department requires more space or 
modifications to existing space in 
order to meet minimum needs

Department has minimum storage 
and conference space

Department has appropriate storage 
and conference space

Comments/Recommendations:

Comments/Recommendations:

          Office of Institutional Effectiveness
    ADMINISTRATIVE PROGRAM REVIEW

Completed 
by



Strategic Plan for Staffing Developing Emerging Proficient  Distinguished
Department lacks sufficient 
staffing positions, and current 
employees routinely work 
overtime or face ongoing 
backlog

Department staffing is adequate for 
non-peak times and aligns with 
department mission

Department staffing is adequate to 
address department needs at all 
times and aligns with department 
mission

Department staffing positions 
remain unfilled for long periods 
of time

Staff salaries are adequate and align 
with position responsibility

Staff salaries are competitive with 
similar positions in terms of 
responsibility

Department does not have a 
strategic plan for staffing

Strategic plan for staffing is outdated 
and/or insufficient

Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 1 to 2 
years

Department staffing meets 
department needs for the 
foreseeable future and aligns with 
the department mission
Staff salaries are highly competitive 
with similar positions in terms of 
responsibility 
Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 3 years 
or beyond

Department job descriptions are not 
routinely reviewed and updated

Stakeholder Feedback Developing Emerging Proficient  Distinguished

There is no system in place to 
collect and document feedback 
from stakeholders

Feedback from the stakeholders is 
collected and documented 
occasionally

Feedback from stakeholders is 
collected and documented on a 
regular and timely basis

A system is in place to collect and 
document feedback from 
stakeholders in a timely manner

Department implements 
programs and/or initiatives 
without stakeholder feedback

Department occasionally uses 
stakeholder feedback to implement 
programs and/or initiatives

Department regularly uses 
stakeholder feedback to implement 
programs and/or initiatives

Feedback is measurable, reliable and 
longitudinal data is maintained

Survey tools provide clear and 
understandable feedback

Department evaluates and responds 
to stakeholder feedback in a timely 
manner

Department routinely uses feedback 
to develop and implement programs 
and/or initiatives

Comments/Recomendations:

Comments/Recomendations:



Policies Developing Emerging Proficient  Distinguished

There are no formal written 
department policies or 
procedures in place

Department policies and procedures 
are outdated

The majority of department policies 
and procedures are current, yet 
some remain outdated

All department policies and 
procedures are current

Department policies and procedures 
are not reviewed after initial 
implementation

Department policies and procedures 
are occasionally reviewed after initial 
implementation

Department policies and procedures 
are routinely reviewed after initial 
implementation

Department policies and procedures 
are not accessible to internal and/or 
external stakeholders

Department policies and procedures 
are available to internal and/or 
external stakeholders on a limited 
basis

Department policies and 
procedures are easily accessible to 
internal and/or external 
stakeholders

Communication/Outreach Developing Emerging Proficient  Distinguished

Department has no Internet-
based communication plan

Department has Internet-based 
communication plan that utilizes a 
single communication channel (i.e. E-
mail only, Facebook only, Twitter 
only, etc.)

Department has Internet-based 
communication plan that utilizes two 
communication channels (i.e. E-mail 
and Facebook, or Instagram and 
website, or Twitter and LinkedIn etc.)

Department has Internet-based 
communication plan that utilizes 
more than two channels to 
communicate with stakeholders

Department has unplanned and 
infrequent updates via Internet-
based communication channel

Department updates via Internet-
based communication channels are 
unplanned, yet frequent

Department updates via Internet-
based communication channels 
are planned and frequent

Content of the Internet-based 
communication is broad and/or 
unfocused on current issues or 
needs and/or does not serve many 
stakeholders

Content of the Internet-based 
communication relates to the 
department mission and includes 
content that serves numerous, 
specific stakeholders

Content of the Internet-based 
communication are timely and 
focused on current issues or needs, 
and benefit the majority of 
stakeholders, overall

Comments/Recomendations:

Comments/Recomendations:

 Additional Feedback

As a Peer Review Committee member, I participated in (check one or more)

Onsite Visit Date:

Remote Visit Date:



Please provide feedback from onsite and/or remote visit, below:

Please email completed rubric to:  jstein@shsu.edu.  Thank you.



APR Self-Study Rubric 
Administrative Unit Date of 

Review

Mission Statement Developing Emerging Proficient  Distinguished

Department does not have a 
mission statement

Department mission statement 
describes the overall intent of the 
department

Department mission statement 
clearly outlines what is to be 
accomplished by the department

Department mission statement 
includes clear purpose, primary 
functions, department activities, and 
identifies stakeholders

Department mission statement 
is vague

Department mission statement does 
not demonstrate alignment with the 
University mission or vision/values

Department mission statement 
clearly states aspects of the 
department’s function

Department mission statement clearly 
differentiates from missions of other 
University units or divisions

Department mission statement does 
not clearly identify stakeholders

Department mission statement 
aligns to some extent with University 
mission, goals and vision/values

Department mission statement clearly 
aligns with the University mission, 
goals and vision/values

Department mission statement is too 
general to distinguish the 
department or too specific to align 
with the University vision/values

Facilities  Developing Emerging Proficient  Distinguished

Department facilities are not 
suited to the department 
mission

Department facilities are somewhat 
appropriate and suited to the 
department mission

Department facilities are appropriate 
and suited to the department 
mission

Department facilities are appropriate 
and well-suited to its mission with 
adequate space for growth

Departmental signage is 
needed but does not exist

Departmental signage is needed but 
is insufficient and/or does not 
conform with University branding 
policies

Department signage is sufficient and 
conforms with University branding 
policies

Department is clearly marked with 
University branded signage and is 
easily identified/located by 
stakeholders

Department requires more space or 
modifications to existing space in 
order to meet minimum needs

Department has minimum storage 
and conference space

Department has appropriate storage 
and conference space

Comments/Recommendations:

Comments/Recommendations:

          Office of Institutional Effectiveness
    ADMINISTRATIVE PROGRAM REVIEW

Completed 
by



Strategic Plan for Staffing Developing Emerging Proficient  Distinguished
Department lacks sufficient 
staffing positions, and current 
employees routinely work 
overtime or face ongoing 
backlog

Department staffing is adequate for 
non-peak times and aligns with 
department mission

Department staffing is adequate to 
address department needs at all 
times and aligns with department 
mission

Department staffing positions 
remain unfilled for long periods 
of time

Staff salaries are adequate and align 
with position responsibility

Staff salaries are competitive with 
similar positions in terms of 
responsibility

Department does not have a 
strategic plan for staffing

Strategic plan for staffing is outdated 
and/or insufficient

Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 1 to 2 
years

Department staffing meets 
department needs for the 
foreseeable future and aligns with 
the department mission
Staff salaries are highly competitive 
with similar positions in terms of 
responsibility 
Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 3 years 
or beyond

Department job descriptions are not 
routinely reviewed and updated

Stakeholder Feedback Developing Emerging Proficient  Distinguished

There is no system in place to 
collect and document feedback 
from stakeholders

Feedback from the stakeholders is 
collected and documented 
occasionally

Feedback from stakeholders is 
collected and documented on a 
regular and timely basis

A system is in place to collect and 
document feedback from 
stakeholders in a timely manner

Department implements 
programs and/or initiatives 
without stakeholder feedback

Department occasionally uses 
stakeholder feedback to implement 
programs and/or initiatives

Department regularly uses 
stakeholder feedback to implement 
programs and/or initiatives

Feedback is measurable, reliable and 
longitudinal data is maintained

Survey tools provide clear and 
understandable feedback

Department evaluates and responds 
to stakeholder feedback in a timely 
manner

Department routinely uses feedback 
to develop and implement programs 
and/or initiatives

Comments/Recomendations:

Comments/Recomendations:



Policies Developing Emerging Proficient  Distinguished

There are no formal written 
department policies or 
procedures in place

Department policies and procedures 
are outdated

The majority of department policies 
and procedures are current, yet 
some remain outdated

All department policies and 
procedures are current

Department policies and procedures 
are not reviewed after initial 
implementation

Department policies and procedures 
are occasionally reviewed after initial 
implementation

Department policies and procedures 
are routinely reviewed after initial 
implementation

Department policies and procedures 
are not accessible to internal and/or 
external stakeholders

Department policies and procedures 
are available to internal and/or 
external stakeholders on a limited 
basis

Department policies and 
procedures are easily accessible to 
internal and/or external 
stakeholders

Communication/Outreach Developing Emerging Proficient  Distinguished

Department has no Internet-
based communication plan

Department has Internet-based 
communication plan that utilizes a 
single communication channel (i.e. E-
mail only, Facebook only, Twitter 
only, etc.)

Department has Internet-based 
communication plan that utilizes two 
communication channels (i.e. E-mail 
and Facebook, or Instagram and 
website, or Twitter and LinkedIn etc.)

Department has Internet-based 
communication plan that utilizes 
more than two channels to 
communicate with stakeholders

Department has unplanned and 
infrequent updates via Internet-
based communication channel

Department updates via Internet-
based communication channels are 
unplanned, yet frequent

Department updates via Internet-
based communication channels 
are planned and frequent

Content of the Internet-based 
communication is broad and/or 
unfocused on current issues or 
needs and/or does not serve many 
stakeholders

Content of the Internet-based 
communication relates to the 
department mission and includes 
content that serves numerous, 
specific stakeholders

Content of the Internet-based 
communication are timely and 
focused on current issues or needs, 
and benefit the majority of 
stakeholders, overall

Comments/Recomendations:

Comments/Recomendations:

 Additional Feedback

As a Peer Review Committee member, I participated in (check one or more)

Onsite Visit Date:

Remote Visit Date:



Please provide feedback from onsite and/or remote visit, below:

Please email completed rubric to:  jstein@shsu.edu.  Thank you.



APR Self-Study Rubric 
Administrative Unit Date of 

Review

Mission Statement Developing Emerging Proficient  Distinguished

Department does not have a 
mission statement

Department mission statement 
describes the overall intent of the 
department

Department mission statement 
clearly outlines what is to be 
accomplished by the department

Department mission statement 
includes clear purpose, primary 
functions, department activities, and 
identifies stakeholders

Department mission statement 
is vague

Department mission statement does 
not demonstrate alignment with the 
University mission or vision/values

Department mission statement 
clearly states aspects of the 
department’s function

Department mission statement clearly 
differentiates from missions of other 
University units or divisions

Department mission statement does 
not clearly identify stakeholders

Department mission statement 
aligns to some extent with University 
mission, goals and vision/values

Department mission statement clearly 
aligns with the University mission, 
goals and vision/values

Department mission statement is too 
general to distinguish the 
department or too specific to align 
with the University vision/values

Facilities  Developing Emerging Proficient  Distinguished

Department facilities are not 
suited to the department 
mission

Department facilities are somewhat 
appropriate and suited to the 
department mission

Department facilities are appropriate 
and suited to the department 
mission

Department facilities are appropriate 
and well-suited to its mission with 
adequate space for growth

Departmental signage is 
needed but does not exist

Departmental signage is needed but 
is insufficient and/or does not 
conform with University branding 
policies

Department signage is sufficient and 
conforms with University branding 
policies

Department is clearly marked with 
University branded signage and is 
easily identified/located by 
stakeholders

Department requires more space or 
modifications to existing space in 
order to meet minimum needs

Department has minimum storage 
and conference space

Department has appropriate storage 
and conference space

Comments/Recommendations:

Comments/Recommendations:

          Office of Institutional Effectiveness
    ADMINISTRATIVE PROGRAM REVIEW

Completed 
by



Strategic Plan for Staffing Developing Emerging Proficient  Distinguished
Department lacks sufficient 
staffing positions, and current 
employees routinely work 
overtime or face ongoing 
backlog

Department staffing is adequate for 
non-peak times and aligns with 
department mission

Department staffing is adequate to 
address department needs at all 
times and aligns with department 
mission

Department staffing positions 
remain unfilled for long periods 
of time

Staff salaries are adequate and align 
with position responsibility

Staff salaries are competitive with 
similar positions in terms of 
responsibility

Department does not have a 
strategic plan for staffing

Strategic plan for staffing is outdated 
and/or insufficient

Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 1 to 2 
years

Department staffing meets 
department needs for the 
foreseeable future and aligns with 
the department mission
Staff salaries are highly competitive 
with similar positions in terms of 
responsibility 
Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 3 years 
or beyond

Department job descriptions are not 
routinely reviewed and updated

Stakeholder Feedback Developing Emerging Proficient  Distinguished

There is no system in place to 
collect and document feedback 
from stakeholders

Feedback from the stakeholders is 
collected and documented 
occasionally

Feedback from stakeholders is 
collected and documented on a 
regular and timely basis

A system is in place to collect and 
document feedback from 
stakeholders in a timely manner

Department implements 
programs and/or initiatives 
without stakeholder feedback

Department occasionally uses 
stakeholder feedback to implement 
programs and/or initiatives

Department regularly uses 
stakeholder feedback to implement 
programs and/or initiatives

Feedback is measurable, reliable and 
longitudinal data is maintained

Survey tools provide clear and 
understandable feedback

Department evaluates and responds 
to stakeholder feedback in a timely 
manner

Department routinely uses feedback 
to develop and implement programs 
and/or initiatives

Comments/Recomendations:

Comments/Recomendations:



Policies Developing Emerging Proficient  Distinguished

There are no formal written 
department policies or 
procedures in place

Department policies and procedures 
are outdated

The majority of department policies 
and procedures are current, yet 
some remain outdated

All department policies and 
procedures are current

Department policies and procedures 
are not reviewed after initial 
implementation

Department policies and procedures 
are occasionally reviewed after initial 
implementation

Department policies and procedures 
are routinely reviewed after initial 
implementation

Department policies and procedures 
are not accessible to internal and/or 
external stakeholders

Department policies and procedures 
are available to internal and/or 
external stakeholders on a limited 
basis

Department policies and 
procedures are easily accessible to 
internal and/or external 
stakeholders

Communication/Outreach Developing Emerging Proficient  Distinguished

Department has no Internet-
based communication plan

Department has Internet-based 
communication plan that utilizes a 
single communication channel (i.e. E-
mail only, Facebook only, Twitter 
only, etc.)

Department has Internet-based 
communication plan that utilizes two 
communication channels (i.e. E-mail 
and Facebook, or Instagram and 
website, or Twitter and LinkedIn etc.)

Department has Internet-based 
communication plan that utilizes 
more than two channels to 
communicate with stakeholders

Department has unplanned and 
infrequent updates via Internet-
based communication channel

Department updates via Internet-
based communication channels are 
unplanned, yet frequent

Department updates via Internet-
based communication channels 
are planned and frequent

Content of the Internet-based 
communication is broad and/or 
unfocused on current issues or 
needs and/or does not serve many 
stakeholders

Content of the Internet-based 
communication relates to the 
department mission and includes 
content that serves numerous, 
specific stakeholders

Content of the Internet-based 
communication are timely and 
focused on current issues or needs, 
and benefit the majority of 
stakeholders, overall

Comments/Recomendations:

Comments/Recomendations:

 Additional Feedback

As a Peer Review Committee member, I participated in (check one or more)

Onsite Visit Date:

Remote Visit Date:



Successes 

• Professional staff  
• Departmental Culture 
• Shared vision within the department 
• Spacious, innovative Visitor Center facilities 
• Assessment 
• Website 
• Social media presence 
• SAMbassadors-  Student bios/profiles 

 
Challenges 

• Faculty/School participation in Saturdays@SAM 
o Aim to create a campus culture of “recruitment”  

 Upper Administration Support.   
• One of the University’s goals is to “Recruit, motivate, and retain 

qualified students.”   Ask for the Administration to put a reminder out 
regarding the recruitment aspect of this.   Talk about how faculty 
involvement in the recruitment process will help motivate and retain 
students as well.   

 Reward system-   Recognize departmental participation and success.  Give 
recognition out at faculty/staff councils and in newsletters.   Have the President 
or Provost give awards for schools that “recruit” the most students from events   

 Share the data-   Faculty often respond to research and data.  Create a 
marketing piece for faculty to see how their involvement in recruitment events 
directly reflects a student’s choice to apply or enroll 

• Add question to survey regarding faculty interaction during visit 
• Create a video of student testimonies about how their interaction with 

faculty at Saturday@SAM influenced their decision to attend SHSU 
 Highlight Saturday@SAM as an opportunity to meet the University Goal to 

“enhance marketing outreach and visibility to include academic and scholarly 
activities through consistent and integrated messaging while optimizing 
communication channels”  

 If the entire university has to receive professional development hours for Talent 
Management, offer some “recruitment” sessions for schools and departments 
that can count toward those hours    

 Offer information and opportunities for new faculty to assist the Visitor’s Center 
in their orientation or on boarding   

 Interesting articles and strategies: 
• http://senate.rutgers.edu/asracfacultyroleadmissions.html 
• http://www.academicimpressions.com/news/practical-strategies-

partnering-faculty-student-recruitment 

http://senate.rutgers.edu/asracfacultyroleadmissions.html
http://www.academicimpressions.com/news/practical-strategies-partnering-faculty-student-recruitment
http://www.academicimpressions.com/news/practical-strategies-partnering-faculty-student-recruitment


• Physical separation from OCR 
o It can be very challenging for two departments that operate in tandem to be physically 

separated.  The ideal situation would be for the OCR to move into the VC building.   This 
would assist in campus recognition of the importance of the programs in the 
recruitment and enrollment process.     

• Student Employment during peak summer time 
o The 28 hour rule is challenging to work with in the summer    

 Consider hiring a full time staff member or an intern to help during the summer 
peak months 

 Hire more SAMbassadors in the summer 
• This is challenging because students want to be orientation leaders in 

the summer 
o Assess what make the Orientation Leader position more 

desirable to students 
o Consider having Orientation Leaders report into the VC so that 

the positions can be combined during the summer    
o Conduct focus groups to find out how to attract more students 

to work in OCR during the summer 
 Can you pay them more for summer work? 
 Can you provide more perks for being a Summer 

SAMbassasor 
• Increase prestige for the SAMbassador position 

o Website does a good job of this 
o Ask administration to reward SAMbassadors 

 Dinner with President 
 Cord for graduates who are SAMbassadors 
 Create a Leadership certificate as part of their 

education record 
o Evaluate position marketing efforts 

 Write articles for all school media outlets to leverage 
student position.  Example:  
http://www.utdallas.edu/news/2015/9/3-
31578_Student-Ambassadors-Serve-University-as-
Connection_story-wide.html?WT.mc_id=NewsEmail 

o Increase student interactions with SAMbassadors  
 Host “reunions” with students who enroll and their tour 

guide; possibly during welcome week      
 Consider making the SAMbassadors a sponsored 

student organization 
 Have SAMbassador booths at events 

http://www.utdallas.edu/news/2015/9/3-31578_Student-Ambassadors-Serve-University-as-Connection_story-wide.html?WT.mc_id=NewsEmail
http://www.utdallas.edu/news/2015/9/3-31578_Student-Ambassadors-Serve-University-as-Connection_story-wide.html?WT.mc_id=NewsEmail
http://www.utdallas.edu/news/2015/9/3-31578_Student-Ambassadors-Serve-University-as-Connection_story-wide.html?WT.mc_id=NewsEmail


 Encourage student organizations to elect a 
representative to serve on a recruitment committee 
with the SAMbassadors 

• Possible tasks for the committee 
o Develop marketing pieces 
o Host events for new students 
o Host a graduation ceremony 
o Develop new traditions for new classes 
o Highlight their student org to 

prospective students through various 
outlets, such as social media.   

• Summer Camps 
o Campus Partner's relationships 

 Develop positive “team” mentality for all summer camp partners 
• Dining  
• Residence Life 

o Host a “summer camp” retreat  
 Develop shared summer camp mission and goals 

• If Dining’s full mission is revenue, and OCR’s full 
mission is recruitment, then there will never be 
complete cooperation    

• Specifically in regards to housing staff,  host a 
workshop on how working with summer camps 
give them transferable skills to excel in their 
career 

 Develop shared Customer Service slogan and standards 
• There are several developed options available  

o Disney’s Be Our Guest 
o Bob Farrell’s Give ‘em the Pickle 
o Legendary Service by Ken Blanchard 
o The FISH Philosophy 

o Need to increase Academic partners hosting camps 
 Assess why more academic departments are not hosting summer camps 
 Create marketing piece highlighting the benefits of hosting summer camps 
 Create a “How to Host a Youth Summer Program Guide”.   I suspect that many 

departments may think it is too difficult.    
 Develop a campus wide vision for recruitment 

• This may have to come from the Administration 
• It has been highlighted in the 2014 President’s Address that enrollment 

has gone up at a higher rate than the average for Texas state 



universities.   Value and emphasis needs to be placed on maintaining or 
increasing that rate.  
 



APR Self-Study Rubric 
Administrative Unit Date of 

Review

Mission Statement Developing Emerging Proficient  Distinguished

Department does not have a 
mission statement

Department mission statement 
describes the overall intent of the 
department

Department mission statement 
clearly outlines what is to be 
accomplished by the department

Department mission statement 
includes clear purpose, primary 
functions, department activities, and 
identifies stakeholders

Department mission statement 
is vague

Department mission statement does 
not demonstrate alignment with the 
University mission or vision/values

Department mission statement 
clearly states aspects of the 
department’s function

Department mission statement clearly 
differentiates from missions of other 
University units or divisions

Department mission statement does 
not clearly identify stakeholders

Department mission statement 
aligns to some extent with University 
mission, goals and vision/values

Department mission statement clearly 
aligns with the University mission, 
goals and vision/values

Department mission statement is too 
general to distinguish the 
department or too specific to align 
with the University vision/values

Facilities  Developing Emerging Proficient  Distinguished

Department facilities are not 
suited to the department 
mission

Department facilities are somewhat 
appropriate and suited to the 
department mission

Department facilities are appropriate 
and suited to the department 
mission

Department facilities are appropriate 
and well-suited to its mission with 
adequate space for growth

Departmental signage is 
needed but does not exist

Departmental signage is needed but 
is insufficient and/or does not 
conform with University branding 
policies

Department signage is sufficient and 
conforms with University branding 
policies

Department is clearly marked with 
University branded signage and is 
easily identified/located by 
stakeholders

Department requires more space or 
modifications to existing space in 
order to meet minimum needs

Department has minimum storage 
and conference space

Department has appropriate storage 
and conference space

Comments/Recommendations:

Comments/Recommendations:

          Office of Institutional Effectiveness
    ADMINISTRATIVE PROGRAM REVIEW

Completed 
by



Strategic Plan for Staffing Developing Emerging Proficient  Distinguished
Department lacks sufficient 
staffing positions, and current 
employees routinely work 
overtime or face ongoing 
backlog

Department staffing is adequate for 
non-peak times and aligns with 
department mission

Department staffing is adequate to 
address department needs at all 
times and aligns with department 
mission

Department staffing positions 
remain unfilled for long periods 
of time

Staff salaries are adequate and align 
with position responsibility

Staff salaries are competitive with 
similar positions in terms of 
responsibility

Department does not have a 
strategic plan for staffing

Strategic plan for staffing is outdated 
and/or insufficient

Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 1 to 2 
years

Department staffing meets 
department needs for the 
foreseeable future and aligns with 
the department mission
Staff salaries are highly competitive 
with similar positions in terms of 
responsibility 
Strategic plan for staffing is current 
and addresses future staffing and 
budget needs for the next 3 years 
or beyond

Department job descriptions are not 
routinely reviewed and updated

Stakeholder Feedback Developing Emerging Proficient  Distinguished

There is no system in place to 
collect and document feedback 
from stakeholders

Feedback from the stakeholders is 
collected and documented 
occasionally

Feedback from stakeholders is 
collected and documented on a 
regular and timely basis

A system is in place to collect and 
document feedback from 
stakeholders in a timely manner

Department implements 
programs and/or initiatives 
without stakeholder feedback

Department occasionally uses 
stakeholder feedback to implement 
programs and/or initiatives

Department regularly uses 
stakeholder feedback to implement 
programs and/or initiatives

Feedback is measurable, reliable and 
longitudinal data is maintained

Survey tools provide clear and 
understandable feedback

Department evaluates and responds 
to stakeholder feedback in a timely 
manner

Department routinely uses feedback 
to develop and implement programs 
and/or initiatives

Comments/Recomendations:

Comments/Recomendations:



Policies Developing Emerging Proficient  Distinguished

There are no formal written 
department policies or 
procedures in place

Department policies and procedures 
are outdated

The majority of department policies 
and procedures are current, yet 
some remain outdated

All department policies and 
procedures are current

Department policies and procedures 
are not reviewed after initial 
implementation

Department policies and procedures 
are occasionally reviewed after initial 
implementation

Department policies and procedures 
are routinely reviewed after initial 
implementation

Department policies and procedures 
are not accessible to internal and/or 
external stakeholders

Department policies and procedures 
are available to internal and/or 
external stakeholders on a limited 
basis

Department policies and 
procedures are easily accessible to 
internal and/or external 
stakeholders

Communication/Outreach Developing Emerging Proficient  Distinguished

Department has no Internet-
based communication plan

Department has Internet-based 
communication plan that utilizes a 
single communication channel (i.e. E-
mail only, Facebook only, Twitter 
only, etc.)

Department has Internet-based 
communication plan that utilizes two 
communication channels (i.e. E-mail 
and Facebook, or Instagram and 
website, or Twitter and LinkedIn etc.)

Department has Internet-based 
communication plan that utilizes 
more than two channels to 
communicate with stakeholders

Department has unplanned and 
infrequent updates via Internet-
based communication channel

Department updates via Internet-
based communication channels are 
unplanned, yet frequent

Department updates via Internet-
based communication channels 
are planned and frequent

Content of the Internet-based 
communication is broad and/or 
unfocused on current issues or 
needs and/or does not serve many 
stakeholders

Content of the Internet-based 
communication relates to the 
department mission and includes 
content that serves numerous, 
specific stakeholders

Content of the Internet-based 
communication are timely and 
focused on current issues or needs, 
and benefit the majority of 
stakeholders, overall

Comments/Recomendations:

Comments/Recomendations:

 Additional Feedback

As a Peer Review Committee member, I participated in (check one or more)

Onsite Visit Date:

Remote Visit Date:



Please provide feedback from onsite and/or remote visit, below:

Please email completed rubric to:  jstein@shsu.edu.  Thank you.
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	Comments: Staff expressed concerns over the clarity of relationships to Orientation, Alumni Relations, and partners in student affairs.  This clarity is likely due to the lack of a mission statement for the unit.  While I am certain the staff known the mission of their unit, without a developed and widely-communicated mission statement, confusion will likely continue.  A mission statement should be developed by staff with input from visitors, alumni, orientation, and other student affairs groups.  
	Comments_2: Though I was unable to view the facilities, the staff expressed no concerns over their facilities.  Still, the relations of orientation staff and alumni services relies on facilities on campus.  From what I know the facilities are top notch.
	Name of Program/Unit: Vistors' Center
	Date of Review: 08/12/2015
	Check Box10: Yes
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Yes
	Check Box28: Yes
	Check Box29: Off
	Check Box30: Off
	Check Box31: Yes
	Check Box32: Off
	Name of Reviewer: 
	Comments_3: Considerable attention should be paid to expanding the ability of the staff to serve those programs and schools they turn away.  Growth is needed and no strategic vision for that growth was articulated.  Ti was clear, however, who is responsible for what areas of work, which is a strength.
	Comments_4: Feedback is received.  The staff is in the tough situation of receiving feedback on the performance of other units that influences their stakeholders perceptions of their services.  Clarify the relationship with other units and VPs.
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Yes
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box33: Off
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off
	Check Box37: Off
	Stakeholder Feedback: Off
	Check Box38: Off
	Check Box39: Off
	Check Box40: Off
	Check Box41: Off
	Check Box42: Yes
	Check Box43: Yes
	Check Box44: Off
	Check Box45: Off
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Comments_5: I did not note where policies are reviewed regularly.
	Comments_6: The department is well known for wide communication.  More should be offered to online students and visitors via a virtual tour to make online students feel connected to the campus.
	Check Box49: Yes
	Check Box50: Yes
	Check Box51: Yes
	Check Box52: Yes
	Check Box53: Off
	Check Box54: Off
	Check Box55: Off
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Check Box1: Off
	Check Box59: Off
	Check Box60: Off
	Check Box61: Off
	Check Box62: Yes
	Check Box63: Yes
	Check Box64: Yes
	Check Box65: Off
	Check Box66: Off
	Check Box67: Off
	Check Box68: Yes
	Check Box69: Off
	Date: 8.12.15
	Text72: 
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