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2. Campaign Calendars and Professional Development Opportunities that need to be 
documented on the CAS server 

a. Outreach Calendar/ Campaigns documenting the outreach completed 
throughout the year 

b. Professional Development goals and accomplishments for each advisor 

The program review committee met via zoom because of the COVID-19 outbreak. COVID may have 
contributed to why the fourth member of the review team, Cedrick Ambrose, did not participate.  

• Justification for 3.2 Rating of DNA:  CAS review is a new process. 
• Justification for 6.4 Rating of 0: No Evidence of Strategic Planning for CASA.  Reasoning is 

because the College level strategic plan exist and it’s embedded in the College level Strategic Plan 

• The primary strengths of the College of Applied Studies Advising (CASA) are… 
1. The Mission/Vision statement is clearly defined and publicly available on the CASA website.  

This is directly aligned with College and University mission vision statements/values. 
Advisors follow NACADA and TAN Code of Ethics. 

2. The Advising Syllabus is a useful tool for students and provides information for students 
with distinct needs.  Students are able to see progress in SSC and DW. 

3. Utilizes the Student Success Coach, Academic Recover Contract, monitoring grades, and 
providing resources to students to promote successful student learning outcome. 

4. Tracks activities and number of contacts through SSC and annual report 

5. Required Diversity training each advisor. 

6. Operates under university best practices (ie., working with Office of Disability Services, 
HR/University policies and procedures, using the chosen name policy, awareness of bias 
incident reporting, hiring process, employee annual reviews, code of ethics, FERPA and ITS 
training, etc….). 

7. Marketing and outreach materials are clearly aligned with the brand of the university. 

8. Website is clearly articulated and provides links to other university resources. 

9. Advisors utilize University level software (ie., Banner, Degree Works, SSC, etc..) and 
hardware is supported through CAS college replacement plan. 

10. Advisors utilize SSC campaigns for outreach (ie., text message, email, phone calls, etc…).  
Degree Works provide access to student plans for advisors and students.   

• Over the past couple of years several procedures have been implemented within the University and 
in the CASA office: 
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a. With focus on Strategic Enrollment Management (SEM), Advising Leads were tasked with 
developing a process for training new advisors throughout the university.  A worksheet was 
created that would serve as the template for each unit.  The template includes specific 
advisor training required, who to contact for the training, a timeline as to when it should be 
completed, and a place for the supervisor’s signature indicating the training has happened.  
Completed worksheets are submitted to Academic Affairs and filed within 6 months of an 
advisor’s initial employment. 

b. CASA adopted the “Academic Recovery Contract.”  Either the Advisor or the Student 
Success Coach utilizes and discusses this contract with students who have been dismissed 
and readmitted on probation.  The contract not only holds these students accountable but 
it helps students understand what is required to continue at Wichita State.  Discussion 
points also focus on the students’ strengths, weaknesses, circumstances and provides 
information as to resources that are available to them.  

c. Advisors use the Degree Works Audit faithfully and most College of Applied Studies 
students have a plan of study in their WSU portal they can follow until graduation. 

d. Group advising has been utilized with Elementary Education students who are in the Core 
classes.   

e. SSC Campaigns and communication with students are utilized 
f. All appointments are made through SSC.  Reports can be run to see how many advisees are 

assigned to each advisor, how many appointments each advisor has in any given month, 
and reasons for the visits. 

g. During COVID-19 and the need for social distancing, zoom and telephone advising has 
been utilized. 

 
Recommendations 
Please see pages 28-29 for the areas of improvement and the action plan. 
 
Self-Assessment 
The following pages represent the review team’s collective responses and serves as the initial report.   
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ACADEMIC	ADVISING	PROGRAMS	
CAS	Self-Assessment	Guide	

	
Part	1:	MISSION	
	

	
1.1	Program	and	Services	Mission	

• The	mission	of	Academic	Advising	Programs	(AAP)	is	to	assist	students	as	they	define,	plan,	and	achieve	
their	educational	goals.		

• AAP	advocates	for	student	success	and	persistence.	
• AAP	develops	and	defines	its	mission.	
• The	AAP	mission	is	consistent	with	the	mission	of	the	department,	college,	division,	institution,	and	

applicable	professional	standards.	
• The	AAP	
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Justification	for	2.3	Rating:	Organization	chart	was	great.		My	Performance	is	used	for	employee	expectations,	
performance	and	goals.		CASA	is	currently	doing	a	great	job	with	the	given	resources	they	have.	
Additional	Resources	would	continue	to	enhance	the	student	support/outreach,	particular	in	programs	of	rapid	
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3.2	Student	Learning	and	Development	Domains	and	Dimensions	

• AAP	aligns	predetermined	student	learning	and	development	outcomes	with	the	CAS	learning	outcomes	
model	or	other	recognized	student	learning	and	development	models.	

• AAP	aligns	predetermined	student	learning	and	development	outcomes	with	the	institutional	framework	
for	student	outcomes.			
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4.2	Program	Goals,	Outcomes,	and	Objectives	
• AAP	identifies	goals,	outcomes,	and	objectives	to	guide	its	work.	
• AAP	identifies	assessment	methods	that	will	allow	for	the	collection	of	relevant	data	on	its	goals,	outcomes,	

and	objectives.	
• When	collaborating	with	other	departments	on	assessment	activities,	the	activities	are	consistent	with	the	

AAP	mission	and	assessment	plan.	
	

DNA	 IE	 0	 1	 2	 Rating:	
Does	Not	Apply	 Insufficient	

Evidence/	
Unable	to	Rate	

Does	Not	
Meet	

Partly	Meets	 Meets	 2	

	
Justification	for	4.2	Rating:	Clear	timeline	that	tracked	activities	and	number	of	contacts.	
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4.5	Review	and	Interpret	Findings	
• AAP	
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Justification	for	6.2	Rating:	Evidence	provided	in	working	with	HR,	“MyTraining”	transcript.	.		CASA	Director	represents	
CAS	advising	at	AAC		(Academic	Advisor	Council)	and	AC	(Advisor	Consortium)meetings	and	provides	input	and	shares	
pertinent	information	to	the	advising	team.	
	
	
6.3	Supervision		

• AAP	supervisors	incorporate	institutional	policies	and	procedures	in	the	development	of	strategies	for	
recruitment,	selection,	professional	development,	supervision,	performance	planning,	succession	planning,	
evaluation,	recognition,	and	reward	of	personnel.	

• AAP	supervisors	consult	with	institutional	HR	personnel	to	access	and	receive	education	and	training	that	
influence	successful	performance	of	personnel.	

• AAP	supervisors	provide	feedback	on	personnel	performance.	
• AAP	supervisors	identify	and	resolve	workplace	conflict.	
• AAP	supervisors	follow	institutional	policies	for	addressing	complaints.	
• AAP	supervisors	provide	reports	and	activity	updates	to	management.	
• AAP	supervisors	work	with	personnel	to	develop	plans	for	scholarship,	leadership,	and	service	to	the	

profession	and	institution.	
• AAP	supervisors	provide	supervision	and	support	so	that	personnel	may	complete	assigned	tasks.	
	

DNA	 IE	 0	 1	 2	 Rating:	
Does	Not	Apply	 Insufficient	

Evidence/	
Unable	to	Rate	

Does	Not	
Meet	

Partly	Meets	 Meets	 2	

	
Justification	for	6.3	Rating:	CASA	Director	utilizes	the	HR/University	policies	and	procedures.		Completes	mid-



 

 -
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• AAP	supports	learning	and	professional	development	for	those	involved	in	delivery	of	academic	advising.	
• AAP	personnel	have	access	to	resources	and	receive	specific	training	on	policies,	procedures,	and	laws	

related	to	the	programs	and	services	they	support.	
• AAP	personnel	have	access	to	resources	and	receive	specific	training	on	policies,	procedures,	and	laws	

related	to	privacy	and	confidentiality.	
• AAP	personnel	have	access	to	resources	and	receive	specific	training	on	policies,	procedures,	and	laws	

related	to	student	records	and	sensitive	institutional	information.	
• AAP	personnel	have	access	to	resources	and	receive	specific	training	on	policies,	procedures,	and	laws	

related	to	systems	and	technologies	necessary	to	perform	their	assigned	responsibilities.	
• AAP	personnel	have	access	to	resources	and	receive	specific	training	on	policies,	procedures,	and	laws	

related	to	sexual	misconduct,	harassment,	and	workplace	violence.	
• AAP	personnel	are	trained	on	how	to	recognize	and	address	systems	of	oppression	in	the	workplace	and	

facilitate	a	welcoming,	inclusive	work	environment.	
• AAP	personnel	are	trained	on	how	and	when	to	refer	those	in	need	of	additional	assistance	to	qualified	

personnel	and	have	access	to	a	supervisor	for	assistance	in	making	these	judgments.	
• AAP	provides	advisors	with	training	and	development	for	making	effective	referrals	to	both	on-	and	off-

campus	services	and	agencies.	
• AAP	leaders	ensure	that	personnel	are	knowledgeable	about	and	trained	in	safety,	emergency	procedures,	

identifying	threatening	conduct	or	behavior,	crisis	prevention,	response,	and	reporting.	
	

DNA	 IE	 0	 1	 2	 Rating:	
Does	Not	Apply	 Insufficient	

Evidence/	
Unable	to	Rate	
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Part	8.	COLLABORATION	AND	COMMUNICATION	
	
	

8.1	Collaboration	
• Academic	Advising	Programs	(AAP)	personnel	collaborate	and	consult	with	institutional	leaders,	faculty,	

individuals,	and	departments	essential	to	the	success	of	the	program.	
• AAP	collaborates	with	individuals,	groups,	communities,	and	organizations.	
• AAP	collaborates	to	garner	support	and	resources.	
• AAP	collaborates	
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• AAP	addresses	issues	surrounding	scholarly	integrity.	
• AAP	personnel	perform	duties	within	the	scope	of	their	position,	training,	expertise,	and	competence.	
• AAP	personnel	make	referrals	when	issues	presented	exceed	the	scope	of	their	position.	
• AAP	personnel	recognize	their	responsibility	to	ensure	the	privileged,	private,	or	confidential	nature	of	

advisors'	interactions	with	students	is	not	sacrificed.			
	

DNA	
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9.5	Communication	of	Ethical	and	Legal	Obligations		
• AAP	educates	new	personnel	to	relevant	ethical	standards,	statements	of	ethical	practice,	and	related	

institutional	policies	and	procedures.	
• AAP	informs	its	users	of	ethical	and	legal	obligations	and	limitations	emanating	from	codes	and	laws	or	

from	licensure	requirements.	
• AAP	personnel	provide	students,	designated	clients,	and	constituents	with	information	about	student	
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10.2	Financial	Planning	

• 
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Justification	for	11.1	Rating:	CASA	utilizes	University	level	software	(ie.,	Banner,	Degree	Works,	SSC,	etc..)	and	hardware	
is	supported	through	CAS	college	replacement	plan.	
	
	
11.2	User	Engagement	

• AAP	uses	technology	to	enhance	the	delivery	of	programs	and	services	for	all	constituents.	
• AAP	employs	appropriate	and	accessible	technology	to	support	the	delivery	of	advising	information.	
• AAP	ensures	that	online	and	technology-assisted	advising	includes	appropriate	processes	for	obtaining	

approvals,	consultations,	and	referrals.	
• AAP	ensures	that	technology	addresses	constituent	needs.	
• AAP	employs	technologies	that	facilitate	user	interaction.	
• AAP	provides	secure	remote	access.	
	

DNA	 IE	 0	 1	 2	 Rating:	
Does	Not	Apply	 Insufficient	

Evidence/	
Unable	to	Rate	

Does	Not	
Meet	

Partly	Meets	 Meets	 2	

•
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Part	12.	FACILITIES	AND	INFRASTRUCTURE	
	

	
12.1	Design	of	Facilities	

• Academic	Advising	Programs	(AAP)	facilities	are	located	in	suitable	spaces	designed	to	support	the	AAP	
mission	and	goals.	

• AAP	facilities	are	intentionally	designed	to	engage	various	constituents,	promote	learning,	and	provide	
accessible	and	safe	spaces.	

• AAP	facilities	are	designed	to	protect	the	security	and	privacy	of	records	and	ensure	the	confidentiality	of	
sensitive	information	and	conversations.	

• AAP	
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12.4	Facilities	and	Equipment	Use	
• AAP	facilities	and	equipment	is	inspected	on	an	established	cycle	and	is	in	compliance	with	codes,	laws,	and	

established	practices	for	accessibility,	health,	safety,	and	security.	
• AAP	promptly	reports	broken,	malfunctioning,	defective,	unusable,	or	faulty	facilities	and	equipment	to	the	

entity	responsible	for	maintenance.	
• AAP	develops	sustainable	practices	for	facilities	use.	
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Work	Form	A	–	Rating	Discrepancies	
	
INSTRUCTIONS:	
This	work	form	should	be	completed	following	a	review	of	the	individual	ratings	of	the	team	members.	
Item	numbers	for	which	there	is	a	substantial	rating	discrepancy	should	be	discussed	before	completing	
the	remaining	work	forms.	Discrepancies	among	ratings	should	be	identified,	discussed,	and	reconciled	
for	consensus.			

	
Part	 Discrepancies	 Resolution/Final	Decision	

1.	Mission	 N/A	 N/A	

2.	Program	and	Services	N/A	 N/A	

3.	Student	Learning,	
Development,	and	
Success	

N/A	 N/A	

4.	Assessment	 N/A	 N/A	

5.	Access,	Equity,	
Diversity,	and	
Inclusion	

N/A	 N/A	

6.	Leadership,	
Management,	and	
Supervision	

N/A	 N/A	

7.	Human	Resources	 N/A	 N/A	

8.	Collaboration	and	
Communication	

N/A	 N/A	

9.	Ethics,	Law,	and	
Policy	

N/A	 N/A	

10.	Financial	Resources	 N/A	 N/A	

11.	Technology	 N/A	 N/A	

12.	Facilities	and	
Infrastructure	

N/A	 N/A	
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Work	Form	B	–	Good	Practices	
	
INSTRUCTIONS:	
This	work	form	should	be	completed	following	a	review	of	the	individual	ratings	of	the	team	members.	
Examine	the	ratings	of	each	criterion	measure	by	the	team	members,	and	record	the	following	in	the	form	
below:	

• Good	Practices:		Item	number(s)	for	which	all	participants	have	given	a	rating	of	2,	indicating	
agreement	that	the	criterion	meets	the	standard.		
	

Part	 Standards	of	Good	Practice	
1.	Mission	 1.1	Rating:	
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8.	Collaboration	and	
Communication	

8.1	Rating:	The	CASA	collaboration	document	clearly	articulated	referrals	and	
partnerships.		An	abundant	amount	of	marketing/outreach	materials	were	provided.		
Materials	were	clearly	aligned	with	the	brand	of	the	university.	
8.2	Rating:	An	abundant	amount	of	marketing/outreach	materials	were	provided.		
Materials	were	clearly	aligned	with	the	brand	of	the	university.	
8.3	Rating:	The	website	is	clearly	articulated	as	well	as	provided	links	to	other	university	
resources.	Advisors	and	Success	Coach	send	timely	reminders	for	important	Academic	
Calendar	dates	to	students.	
	

9.	Ethics,	Law,	and	
Policy	

9.1	Rating:	University	and	Dept.	Code	of	Ethics	were	evident.		
Suggestion:		Add	Regional	or	National	Code	of	Conduct	from	NACADA.	
9.2	Rating:	All	advisors	follow	NACADA	and	TAN	Code	of	Ethics.	
9.3	Rating:	Follows	WSU	Policies	and	Procedures	and	adheres	to	General	Counsel	best	
practices.	
9.4	Rating:	Follows	WSU	Policies	and	Procedures	and	adheres	to	General	Counsel	best	
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Work	Form	C	–Areas	for	Improvement	and	Recommended	Action	
	
INSTRUCTIONS:	
This	work	form	should	be	completed	following	a	review	of	the	individual	ratings	of	the	team	members.	
Examine	the	ratings	of	each	criterion	measure	by	the	team	members,	and	record	the	following	in	the	form	
below:	

• Areas	for	Improvement
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5.	Access,	Equity,	
Diversity,	and	
Inclusion	

5.2	Rating:	No	evidence	of	student	training	in	
manual.		Job	descriptions	are	“out	of	date.”	
	

5.2:	Need	evidence/procedure	of	student	
training	in	manual.		Update	job	descriptions	
for	student	assistants.	

6.	Leadership,	
Management,	and	
Supervision	

6
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	Work	Form	D	–	Beginning	the	Action	Plan	
	
INSTRUCTIONS:	
This	work	form	is	for	use	by	the	staff	of	the	functional	area	being	reviewed	and	is	the	first	step	in	
identifying	the	actions	to	be	taken	as	a	consequence	of	study	results.	Using	the	Items	Requiring	Attention	
listed	in	Work	Form	C,	write	a	brief	action	plan	that	identifies	the	focus	and	intended	outcomes	of	the	next	
steps	in	to	be	taken	in	each	area.			

	
Part	1.	Mission	
	
CASA	will	annually	review	the	mission	statement.		Evidence	will	be	provided	on	the	CAS	“shared	drive.”	
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Part	9.	Ethics,	Law,	and	Policy	
No	action	required	
	
	
	
Part	10.	Financial	Resources	
	
CASA	advisors	will	provide	input	as	to	
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Work	Form	E	–	Action	Plan	
	
INSTRUCTIONS:	
Using	this	work	form,	the	functional	area	staff	will	turn	the	summary	of	areas	to	be	addressed	identified	
by	the	review	team	(Work	Form	D)	into	a	specific	plan	of	action.	After	reviewing	the	information	provided	
in	Work	Form	C,	functional	area	staff	teams	should	describe	practices	in	need	of	improvement,	the	actions	
to	be	taken,	the	individual	responsible,	and	the	timeline	for	achieving	compliance	with	the	standard.			

	

Current	Practice	Description	 Corrective	Action	Needed	 Task		
Assigned	To	

Timeline/	
Due	Dates	

No	practice	is	in	place	to	
review	mission	statement.	

CASA	will	annually	review	the	
mission	statement	each	year.		
Evidence	will	be	provided	on	the	
CAS	“shared	drive.”	

	

Director	of	
CASA	with	
input	from	
CASA	staff	

August	of	each	
year	

No	practice	in	in	place	to	
review	training	



 

 - 33 - 

	

No	practice	in	in	place	for	
advisors	to	set	goals	for	
professional	development	
opportunities.			

Each	advisor	will	set	a	goal	to	
attend	a	certain	number	of	
professional	development	events	
each	year	(ie.,	webinars,	KAAN,	
TAN	meetings,	etc…)	with	a	
minimum	number	of	4	throughout	
the	year.		Evidence	will	be	
provided	on	the	CAS	“shared	
drive.”	

	

CASA	Advisors	 June	of	each	
year	when	goals	
are	set	in	
MyPerformance.	

No	practice	in	in	place	for	
advisors	to	provide	input	as	
to	the	professional	
development	opportunities	
they	would	like	to	engage	in.			

CASA	advisors	will	provide	input	as	
to	what	types	of	professional	
development	opportunities	they	
would	like	to	engage	in,	if	more	
funding	could	be	provided.		
Director	of	CASA	will	provide	
feedback	to	the	Dean	and	AAC.		

	

Director	of	
CASA	with	
input	from	
CASA	staff	

June	of	each	
year	when	goals	
are	set	in	
MyPerformance.	
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Part 1: Mission 
Overall average (1.5).  
https://www.wichita.edu/academics/applied_studies/CAS_Advising/Services/Advising.php 
 
“The vision of the College of Applied Studies Advising Center is to collaborate with students as they define, plan, and 
achieve their educational and professional goals.” 
 
Areas Requiring Follow-Up:  

• Yearly review of the mission statement. 
Action Item: 

• Evidence of yearly review on the server 
Achievements: 

• Mission Statement was reviewed in February 2020 
 

Part 2: Program and Services 
Overall average (1.25). 
 
Areas Requiring Follow-Up:  

• Yearly reviews and updates on all training material for training advisors  
• Campaign/Outreach calendar needs to be documented 
• Additional Resources for Academic Advising especially in growing programs (ie., Exercise Science and 

TAP)  
Action Item:  

• Advising Leads need to determine how and when training material will be reviewed/revised on a yearly basis 
• Documented calendar on Global Share 
• Discuss with the Dean what can be done to have additional resources available for growing programs 

Achievements: 
• None at this time 

 

Part 3: Student Learning, Development, and Success 
Overall average (2.0). 

• See evidence for Student Learning Outcomes and Assessment 
Areas Requiring Follow-Up:  

• None required 
Action Item:  

• N/A 
Achievements:  

• N/A 
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Part 4: Assessment 
Overall average (1.66). 
Areas Requiring Follow-Up:  

• Professional Development goals and campaign calendar needed on the CAS server.  Explanation of decisions 
that were made in the annual report. 

Action Item:  
• Document decisions made using SSC or WSU reporting data. 
• Written goals for professional development for each advisor 
• Campaign calendar on CAS server 

Achievements: 
• None at this time 

 

Part 5:  Access, Equity, Diversity, and Inclusion 
Overall average (1.66). 
 
Areas Requiring Follow-Up:  

• Student Assistants Training Manual update, Job description and evaluations 
Action Item: 

• The Administrative Specialist needs to update Student Training Manual on an annual basis.   
• Written job description for student assistants in Training Manual 
• Yearly evaluations 30d
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Part 7:  Human Resources 
Overall average (1.75). 

• See resumes for each advisor and the Advising Search Ad., giving job description.  
Areas Requiring Follow-Up: 

• Evidence needed for hiring student employees, their job description and annual evaluation 
Action Item: 

• Evidence needed for hiring student employees 
• Student employee job description and annual evaluation on CAS server 

Achievements: 
• 
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Part 9:  Ethics, Law, and Policy 
Overall average (2.0). 
College of Applied Studies Overview: (Core Values, Strategic Plans, Policies and Procedures) 

4. https://www.wichita.edu/academics/applied_studies/Deans_Office/About/index.php 
College of Applied Studies Academic Advising Syllabus 

5. https://www.wichita.edu/academics/applied_studies/CAS_Advising/Services/Advising.php 
 
Areas Requiring Follow-Up: 

• None Required 
Action Item: 

• N/A 
Achievements: 

• N/A 
 
 
 

 

Part 10:  Financial Resources 
Overall average (1.66). 

6. See copy of CASA Funds Budget:  GU and RU  
Areas Requiring Follow-Up:  

• Discussion on resources needed for professional development  
Action Item: 

• Discussion on resources needed for professional development  
Achievements 

7.  None at this time 
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Part 11:  Technology 
Overall average (2.0). 
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List Actions Taken with Completion Dates 
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• The CASA Advising Syllabus is posted on the website, with goals and objectives articulated. 
• The Advising Syllabus was updated to an accessible format in 2019. 
• The Advisors’ Goals listed on the Advising Syllabus utilized campus resources and are aligned with institutional 

priorities. 
• The Advising Syllabus lists both Advisors’ Goals and Student Learning Outcomes. 

Degree Works audit: 

• Advisors teach students how to track their progress in the Degree Works audit. 

 Vision Statement: 

• The CASA vision is articulated on the webpage. 

EVIDENCE  • CASA Advising Syllabus: 



 

 - 


