
1 Questions?  Contact Bea Rogers:  bea.rogers@monmouth.edu or 732-263-5737 
 

Directions for Submitting Your Report to the General Education Database at 
Monmouth University 

Thank you for helping Monmouth University’s assessment efforts by preparing a report about your course from last 
semester.  Before you visit the database website, gather the information you will need.  

*********************************************************** 

STEP 1. GATHER YOUR MATERIALS AND INFORMATION: 

1. Know which category of General Education your course fits under [i.e. Historical Perspectives, Global 
Understanding, etc]  

2. Know which Learning Outcome you are assessing.  

3. Be ready to provide a description of the assignment/artifact used as the basis for the assessment.  

4. Know how many student artifacts you assessed for each of these categories:  
 

a. Inadequate  

b. Marginally Adequate/Passing  

c. Good  

5. Have up to four (4) files ready to email:  
 

a. An example of Inadequate work, if you had artifacts in this category 

b. An example of Marginally Adequate/Passing work, if you had artifacts in this category 

c. An example of Good work, if you had artifacts in this category 

d. If necessary, one file that provides the rubric or other supporting documentation for this 
assessment  

Once your materials are assembled, visit the General Education Assessment Website at: 
http://www.monmouth.edu/academics/general_education/assessment/default.asp or follow the steps below from the 
Monmouth University Home Page.   
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From the Monmouth University Home Page… 

• Select ‘Resources’ in the upper right hand corner, and choose ‘Faculty + Staff’ 
• Under ‘Research & Initiatives’, select ‘General Education Assessment Form’ 
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Proceed to Step 2: TELL US ABOUT YOUR COURSE 
• Select the General Education area for your course. 

 
 

Add Course and Instructor Information. Please do not forget your complete email address. 
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STEP 3:  DESCRIBE YOUR ASSESSMENT 
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STEP 4:  IDENTIFY YOUR ARTIFACTS:  

• Enter the number of artifacts you assessed from your classes that were inadequate, marginally 
adequate/passing, and good.  Later you’ll be asked to email one example of each category to us.  
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STEP 5: CHECK EVERYTHING FOR ACCURACY ON THE REVIEW PAGE.   You may wish to print it out for 
 reference. It may be helpful because it lists the file types that you need to submit via email.   

 

STEP 6:  EMAIL YOUR ARTIFACTS: 

• Be sure to email one student file per category, if you had artifacts in this category 
o Inadequate  
o Marginally Adequate 
o Good 

• Optional: You are also welcome to email us a rubric, assignment outline, or any other supporting 
documentation that will explain your assignment further.   

• Attach and email these files to outcomes@monmouth.edu 
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