[bookmark: _GoBack]Instructions for using the INT PLO Assessment Rubric
Step #1: Using the fillable pdf template rubric make a form for each student (completed by the Integrated Studies faculty member(s) teaching Design 1 or Design 2)

· Enter the following information in the top section of the form. Fields in red are required:
· Student Name (first and last name, nickname or preferred name should be listed in parentheses)
· Student ID (seven digit student ID number obtained by the department staff)
· Current Year/Term (e.g. enter 16FA this code = Fall 2016)
· Major (if you are unsure of the exact major, knowing that some degree have tracks, please contact the Integrated Studies department)
· Faculty Member Name (first and last name)
· Subject Code-Number-Section (enter information for either Design 1 and Design 2 depending on which you are the faculty for, e.g. enter INT-102-01)
· Type of work reviewed
· Project Description
Information entered should always be double checked before the remainder of the form is completed. 

· As the forms are prepared they should be saved using the following naming convention: STUDENT LAST NAME_ STUDENT FIRST NAME_STUDENT ID#_SUBJECT CODE_COURSE NUMBER_SECTION NUMBER_TERM
· E.g. Smith_John_0124785_INT_102_01_17FA
       Please note that if you do not “SAVE AS” you will overwrite the template.

· It is recommended that the following naming convention be used to organize the completed forms for that term 
· E.g. folder name: Fall_2017_Assessment_INT_102_01

· Please contact the Integrated Studies department to if you need another like a blank copy of the template to use for your course.

Step #2: Complete the form for each student in your section (Integrated Studies faculty member(s))

· Using the identified Embedded Signature Assignment, provide a rating for each Area of Assessment based on the assessment scale
· Only whole numbers may be entered into each field for the Score. Entering a score of 0 will affect the overall average. If an area is not being assessed a number should not be entered.
· Make sure to double check all the scores that have been entered.
· If there are questions about how to enter scores, the Areas of Assessment, the PLO being assessed, or the descriptions associated with the scale on page 2 of the form, please contact Integrated Studies for more information.
· Please note, the form automatically averages the scores into an aggregated score for the PLO. No number will need to be entered in this field.

· The faculty completing the form will list their first and last name and the date they completed the form at the bottom of the 1st page. 

· It is the faculty member(s) responsibility to make sure that all data is entered and verified before submitting for processing.

Step #3: Send the completed forms and corresponding assignments in an email with an attached compressed folder to the department (Integrated Studies faculty member(s))

· Send an email to Loreen Ortega in Integrated Studies with all of the documentation in an attached compressed folder. The folder will contain all completed forms and the assignment for each student that was used to conduct the assessment.
· Forms should retain naming convention (see Step #1)
· E.g. for Design 1, faculty will submit each Color Wheel assignment as a pdf or jpeg; for Design 2 the Final Project will be submitted.
· To create a compressed folder:
· Locate the file or folder that you want to zip.
· FOR PC: Press and hold (or right-click) the file or folder, select (or point to) Send to, and then select Compressed (zipped) folder. A new zipped folder with the same name is created in the same location.
· FOR MAC: Two-finger click on the track pad or right click on the mouse and then select Compress. A window will appear indicating that your Mac is compressing the files or folders. Depending on the size of the files or the folders, this could take a couple minutes.
· Once the compression is completed, you will see a second folder that is “compressed” often represented by a zipper.
· If there is a student who dropped the section and was not included in the assessment please note this in your email (provide both first and last name of the student according to your roster).

Any questions regarding the form or these instructions should be directed to the Integrated Studies department.
· Stephanie Marshall, Center for Educational Effectiveness, stephanie.marshall@artcenter.edu
· Loreen Ortega, Integrated Studies, loreen.ortega@artcenter.edu





For department use only: 
Step #4: Export the data to excel using the completed student forms (completed by the CEE or the H&S department staff)

Steps to export data from pdfs to excel (csv) file. Each spreadsheet can be added to a larger excel book if that is how the department would like to handle their data:
 ArtCenter – PLO Assessment Rubric
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ADOBE ACROBAT DC
1. Collect all of your completed forms 
2. Open Adobe Acrobat
3. Open one of the files
4. Choose Tools on the top left-hand side
5. Select the icon Prepare Form
6. That will take you back to the form
7. Choose More on the right-hand side
8. Choose Merge Data Files into spreadsheet
9. Choose Add Files
10. Select all files that you want to merge
11. Choose Open
12. Choose Export
13. Name the file 
14. Choose Save
15. Choose View File Now

ADOBE ACROBAT XI PRO
1. Collect all of your completed forms 
2. Open Adobe Acrobat
3. Choose Tools on the right-hand side
4. Choose Forms
5. Choose More Form Options
6. Choose Merge Data Files into spreadsheet
7. Choose Add Files
8. Select all files that you want to merge
9. Choose Open
10. Choose Export
11. Name the file 
12. Choose Save
13. Choose View File Now



ADOBE ACROBAT 9.0
1. Collect all of your completed forms 
2. Open Adobe Acrobat
3. Choose Forms on the toolbar
4. Choose Manage Form Data
5. Choose Merge Data files…
6. Choose Add or Select
7. Select the files on your computer you would like to use
8. Choose Export
9. Name the file 
10. Choose Save
11. Choose View File Now














	
	
