Step by Step Guide for

Data-Informed Decision Making

Define the Question or Goal

Start with a clear question or goal. For example, are you aiming to
improve student retention, enhance support services, or streamline
processes? Defining your goal will focus your data gathering.

Identify Relevant Data

Determine what data is needed to address your question. This could
include enrollment data, student feedback, service usage, or
assessment results. Consult with the Institutional Research and
Planning Office if you're unsure which data to use.

Collect and Access Data

Use internal or external dashboards, surveys, and reports to gather the
data. ECC IRP, the Chancellor's Office, and other local and state
agencies provide a myriad of tools. Start by checking what's available
in the Institutional Research and Planning webpage.

Analyze the Data

Review the data for trends, patterns, or issues. Focus on what the data
reveals about your goal. For quantitative data, look at trends and
averages; for qualitative data (e.g., open-ended survey responses),
look for common themes.

Interpret and Draw Conclusions

Based on your analysis, determine what the data suggests about
possible actions. Are there clear areas for improvement? Is there a
particular student group or process that needs more attention?

Make Decisions and Take Action

Use your insights to make evidence-based decisions. Develop an
action plan that outlines steps for implementing improvements and
assigns responsibilities.

Monitor and Adjust

Track the results of your actions. Continue collecting relevant data to
see if your changes are effective. Adjust your approach as needed
based on ongoing results.



https://www.elcamino.edu/about/institutional-research/index.php
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	Institutional Effectiveness Playbook2 | P a g e DRAFT – Revised April 28, 2025Table of ContentsIntroduction .................................................................................................................................................. 3How to use the IE Playbook ......................................................................................................................... 3What is the purpose of this IE Playbook? ................................................................................................. 3How to use IE Playbook in everyday work? .............................................................................................. 3Strategic Framework for Institutional Effectiveness................................................................................... 4What does Institutional Effectiveness include in ECC? ............................................................................. 4How does IE relate to ECC’s Vision, Mission, Values, and CIP Goals? ...................................................... 5What are the IE roles and responsibilities of the College’s stakeholders? ............................................... 6Assessment and Data-Informed Decision-Making ...................................................................................... 7Step-by-step guide for data-informed decision-making ........................................................................... 7Practical guide on choosing the right dashboards, surveys, and tools ..................................................... 8Case studies of how data-informed improvements have worked at similar colleges .............................. 9Data Governance .................................................................................................................................... 11Accreditation and Compliance ................................................................................................................... 12Introduction to the 2024 ACCJC Standards ............................................................................................. 12Checklists for complying with accreditation requirements .................................................................... 12Tools for making accreditation reporting easier and more efficient ...................................................... 13Program Review and Outcomes Assessment ............................................................................................ 13Program Review Processes ..................................................................................................................... 13Academic Program Review ................................................................................................................. 13Student Services Program Review ...................................................................................................... 13Administrative Program Review ......................................................................................................... 13Steps Involved in Program Review Processes ......................................................................................... 14Types of Outcomes Assessment ............................................................................................................. 15Actionable tips for connecting outcomes to budgeting ......................................................................... 15Strategic Planning and Implementation ................................................................................................. 16The Strategic Planning Cycle ................................................................................................................... 16Practical Guide for Strategic Planning..................................................................................................... 17Best Practices in Strategic Planning and Implementation ...................................................................... 18Collaboration and Stakeholder Engagement ............................................................................................ 18Building Effective Teams for Institutional Effectiveness ......................................................................... 19Templates and Tools for Effective Communication and Engagement .................................................... 19Example of an Assessment Report ...................................................................................................... 20Facilitating Effective Meetings ............................................................................................................ 20Guide for Stakeholder Feedback Collection ........................................................................................ 23Sustaining Engagement and Continuous Improvement ......................................................................... 23Institutional Effectiveness Playbook3 | P a g e DRAFT – Revised April 24, 2025IntroductionInstitutional effectiveness at ECC involves an ongoing cycle of assessing, planning, implementing, and evaluating efforts to improve student outcomes and operational efficiency. It involves setting clear goals, regularly assessing both academic and administrative units, and using the resulting data to inform improvements and allocate resources effectively. Using disaggregated data to guide critical decisions and integrating continuous improvement practices into everything that El Camino does will enable the College to be laser focused on its mission of “providing equitable student-centered learning, career development, and lifelong enrichment.”It is the hope of the Institutional Effectiveness Committee to demystify the practices and procedures for a more effective institution and empower all members of the El Camino community to engage in continuous improvement practices. Whether you are teaching in the classroom, supporting students in service areas, managing campus finances and backend operations, or maintaining our campus facilities, understanding these principles will help you contribute more effectively to our shared mission and vision.How to use the IE PlaybookWhat is the purpose of this IE Playbook?This Playbook serves as a practical guide to institutional effectiveness, offering straightforward frameworks and tools that connect daily work to strengthening our institution.More specifically, the purpose of this Institutional Effectiveness (IE) Playbook is three-fold:• Equip Institutional Effectiveness Committee members, faculty, staff, and administrators with the resources needed to apply institutional effectiveness principles in daily operations.• Clarify how institutional effectiveness activities connect to ECC's mission, vision, values, and institutional priorities.• Guide departments and units in using assessment disaggregated data to make informed decisions that enhance educational quality and operational performance.How to use IE Playbook in everyday work?The Institutional Effectiveness (IE) Playbook is designed as a practical guide to support El Camino College’s (ECC) Institutional Effectiveness Committee (IEC) and all stakeholders involved in enhancing student success, improving operational efficiency, and achieving data-informed continuous improvement across the College. This Playbook illustrates practical applications of institutional effectiveness, with real examples, templates, and tools. It serves as a roadmap to build and sustain a culture of evidence-based improvement, supporting every unit and department as they work toward ECC’s Comprehensive Integrated Planning (CIP) goals.This Playbook is not intended to be a lengthy theoretical manual; rather, it’s a toolkit for action-oriented decision-making and improvement. The Playbook is structured to help users find relevant sections based on their needs and responsibilities. Each section provides clear guidance, concrete steps,Institutional Effectiveness Playbook4 | P a g e DRAFT – Revised April 24, 2025and resources that align with ECC’s vision, mission and values, enabling stakeholders to contribute effectively to ECC's Comprehensive Integrating Planning (CIP) goals.Strategic Framework for Institutional EffectivenessWhat does Institutional Effectiveness include in ECC?Institutional Effectiveness (IE) at El Camino College is a comprehensive framework that responds to the CIP goal strengthening institutional effectiveness & continuous improvement from the theme Environment for Transformation. This framework is designed to ensure that the College operates in a way that maximizes student success, resource utilization, and continuous improvement.The visual outlines the five key components of institutional effectiveness at ECC:a)Culture of InquiryInstitutional Effectiveness promotes a culture where all stakeholders are encouraged to ask questions,explore disaggregated data, and reflect on results to inform actions. This culture of inquiry fosterscuriosity, accountability, and transparency, creating an environment where data is used not just forreporting but as a tool for learning and growth.b)Cross-functional and data-informed decision-makingInstitutional Effectiveness is collaborative, involving multiple units working together to achieve sharedgoals. This cross-functional approach enables diverse perspectives to inform decisions, enhancing theinstitution’s ability to respond effectively to complex challenges. Data-informed insights guide thesecollaborative efforts, helping teams make informed choices aligned with ECC’s mission and the CIP goals.c)Academic and administrative outcomes assessment linked to institutional spendingInstitutional Effectiveness includes assessing both academic and administrative outcomes andconnecting these results to resource allocation. By linking spending decisions to measurable outcomes,ECC ensures that resources are strategically directed toward areas that demonstrate the greatestpotential impact on student success and CIP goals.Institutional Effectiveness Playbook5 | P a g e DRAFT – Revised April 24, 2025d)Evidence-based continuous improvementBy consistently evaluating outcomes, ECC ensures that improvements are based on solid evidence,enabling the College to better meet students’ and community needs.e)Institutional accreditationAccreditation is a reference for accountability and continuous improvement. The IE process at ECC supports compliance with accreditation standards, ensuring that the College meets the high expectations set by the ACCJC and continues to improve its quality of education and services.How does IE relate to ECC’s Vision, Mission, Values, and CIP Goals?Institutional Effectiveness directly supports the College’s vision, mission, and values. The mission emphasizes ECC’s commitment to partnering with diverse communities to offer student-centered learning, career development, and lifelong enrichment, while the vision focuses on sparking innovation and creating equitable opportunities for students, employees, and the community.IE operationalizes these principles by using disaggregated data to improve access, enhance educational quality, and ensure that all efforts align with student success.Furthermore, IE upholds ECC’s core values by promoting evidence-based decision-making and transparency, enabling stakeholders to make impactful, ethical, and inclusive choices.VisionEl Camino College will spark innovation and create equitable opportunities for our students, employees, and community.MissionEl Camino College is equity-focused and partners with its diverse communities to provide student-centered learning, career development, and lifelong enrichment.ValuesIntegrityWe commit to ethical practices and act with transparency, sincerity, and respect in all situations.EquityWe celebrate the unique strengths of all individuals and support the marginalized to cultivate a diverse, inclusive, anti-racist environment.Student-Centered MindsetWe proactively respond to the needs of our students and prioritize their success and well-being.Employee WellnessWe support the physical, emotional, and mental well-being of our employees by providing resources and services to meet their professional needs.Community EngagementWe contribute to the social, economic, and cultural development of our neighboring communities.Social ResponsibilityWe support our students to become the next generation of responsible leaders who recognize our collective duty to contribute to the well-being of our communities and the world at large.CollaborationWe work together with respect and open-mindedness to achieve common goals.SustainabilityWe steward the college’s human, financial, and non-financial resources responsibly, and pursue innovation and continuous improvement to impact future generations.Institutional Effectiveness Playbook6 | P a g e DRAFT – Revised April 24, 2025What are the IE roles and responsibilities of the College’s stakeholders?The roles and responsibilities for Institutional Effectiveness are shared across stakeholders based on their specific areas of expertise and influence.Institutional Effectiveness Committee (IEC) MembersIEC members coordinate assessment activities, analyze results, and recommend improvements across the College. They ensure that all IE efforts align with CIP goals and accreditation standards, fostering a culture of data-informed decision-making throughout the institution.Executive LeadershipThe Superintendent/President and Vice Presidents set the vision and strategic priorities for institutional effectiveness. They ensure that resources are allocated to support IE initiatives, champion a culture of continuous improvement, and hold all college units accountable for using disaggregated data to enhance student success and operational effectiveness.FacultyFaculty assess student learning outcomes within their courses and programs, using disaggregated data to guide instructional improvements. They also develop program reviews and collaborate with colleagues to share best practices that support student achievement.StaffStaff in academic affairs, student services, and administrative areas assess outcomes in their own units to improve support services and operations. They gather feedback, analyze disaggregated data, and implement enhancements that ensure services are effective, accessible, and aligned with ECC’s mission and CIP goals.AdministratorsAdministrators use assessment data to guide planning, budgeting, and decision-making in their divisions and offices. They work closely with IEC members and department/office leads to implement improvements that align with institutional priorities, ensuring that divisional/office resources are used effectively to support ECC’s CIP goals.Define the Question or GoalStart with a clear question or goal. For example, are you aiming toimprove student retention, enhance support services, or streamlineprocesses? Defining your goal will focus your data gathering.7Step by Step Guide forData-Informed Decision Making2Identify Relevant DataDetermine what data is needed to address your question. This couldinclude enrollment data, student feedback, service usage, orassessment results. Consult with the Institutional Research andPlanning Office if you’re unsure which data to use.3Collect and Access DataUse internal or external dashboards, surveys, and reports to gather thedata. ECC IRP, the Chancellor's Office, and other local and stateagencies provide a myriad of tools. Start by checking what's availablein the Institutional Research and Planning webpage.4Analyze the DataReview the data for trends, patterns, or issues. Focus on what the datareveals about your goal. For quantitative data, look at trends andaverages; for qualitative data (e.g., open-ended survey responses),look for common themes.5Interpret and Draw ConclusionsBased on your analysis, determine what the data suggests aboutpossible actions. Are there clear areas for improvement? Is there aparticular student group or process that needs more att
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