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Self-Study Report 

The goal of this template is to help you prepare a self-study report for your unit. Please note 

that the unit should report all the improvements suggested by the EMC after the first cycle 

(2010-2015) of unit of review, if applicable.  

Please answer the following questions to complete the self-study report. Note that some 

questions might not be relevant to your unit. 

Please try to provide adequate data to support your discussion whenever needed. 

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

A. Accomplishment of Mission: 
 

1. State the mission of your unit and show how the mission is aligned with the university 
mission and vision.  

2. What are the objectives adopted by the Unit to meet the mission of your unit?  
3. Please list down the unit’s primary service offerings and describe each one of them.  
4. Please discuss as to how the demand for unit services are assessed first time and 

periodically?   
5. Is there any overlap or duplication of services and/or functions with other units within 

the University? If yes, please mention each one of them and also provide 
recommendations for addressing these overlaps and duplications. 

6. What performance measures are used for evaluating the unit’s offerings? Describe the 
successes and challenges of the unit? 

7. What are the changes the unit needs to undertake to make its operations and services 
more effective and efficient? Please give the details of assessment done.  

8. Has your unit conducted quality auditing of your business processes, or benchmarked 
your unit with other similar units in the country or in the region?  

9. What is the plan of your unit to standardize your processes? If you have already 
standardized the processes, how can your unit assure that they are up-to-date in terms 
of standardization?  

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

B. Staffing and Organizational Structure: 
 

1. Describe the management and the staffing (organizational) structure.  
2. Please give the business processes handled by each of the divisions (sections) and their 

relationship with the organizational structure.  
3. Please give the terms of reference for each section within the structure.  
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4. Please describe as to how do the current staffing structure impact the unit’s ability to 
fulfill its mission and goals? 

5. Please suggest any changes in management and staff are needed to make this unit more 
effective? Please align such changes with the business processes handled by each of the 
divisions (sections) in your unit.  

 

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

C. Facilities, Technical Infrastructure, and other Resources: 
 

1. What is the current size, type, location and quality of the unit’s current physical space?  
2. How does the current space affect the unit’s ability to fulfill its mission and support its 

current offerings? 
3. What type of information systems does the unit use? Is the current mechanism enough 

for the operation of the unit?  Please give details.  
4. Give the budget allocated per service or applicable category to your unit for the past 

three years and actual expenditures.  What is your budget development and acquisition 
process?  

5. Discuss any significant changes in the unit’s facilities, technical infrastructure, or other 
resources in the past three years. Please outline each of these changes and give the 
reasons for such changes.  

6. What are the unit’s projected needs in facilities, technology, information systems, or 
other resources, and how are these projected needs related to the mission of the unit? 
If possible, please provide in terms of needs per employee, or per student or per 
service, or as applicable.  

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

D. Strategic Planning: 
 

1. Please, provide the strategic plan of the unit.  
2. Describe your unit’s achievements in the past year on your strategic plan.  
3. Describe the strategies that your unit has used to achieve the key performance 

indicators of the strategic plan.  
4. Describe the challenges resulted from the strategic plan. 
5. Describe as to which sections/staff are involved in the development of the strategic plan 

of the Unit.  
6. Describe the steps that you have taken to achieve the KPI mentioned in the strategic 

plan and also the steps that your unit/leadership uses to continuously monitor the 
performance of your unit’s strategic planning process. 

 
***************************** 
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E. Stakeholders’ Satisfaction: 
 

1. Who are the immediate stakeholders of your unit?  
2. What measures do you use to continuously measure and monitor stakeholders’ 

satisfaction with your unit’s performance? 
3. What are the actions that you have taken to make improvements in the unit’s 

performance within the past three years in order to enhance stakeholders’ satisfaction?   
4. What measures do you use to create visibility of your unit in the university and how do 

you ensure that the stakeholders are fully aware of the services you provide? 
5. What changes are needed and your unit have planned to improve the unit’s 

effectiveness for increasing stakeholders’ satisfaction? 
 

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

F. Outreach and Collaboration(if applicable): 
 

1. What are the outreach programs that your unit conducted, if any, in the past three 
years?   

2. How has the outreach programs helped your unit to enhance the service provided by 
your unit?  

3. What are the key collaborative relationships, if any, that your unit is involved in. Explain 
how these partnerships have strengthen the units capacity to improve and advance the 
quality of services and programs provided? 

4. How effective is the flow of relevant information from this unit to collaborative 
partners? Identify areas where difficulties in communication could be improved, if any. 

5. What changes are needed on outreach and collaboration to make your unit more 
effective in accomplishing its mission? 

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

G. Strengths, Weaknesses, Opportunities, Threats 
 

Provide the SWOT analysis for the different areas your unit is dealing with.  

 How has your unit used the strengths to take advantage of the opportunities?  

 How has your unit used the strengths to reduce the threats?  

 What policies have your unit developed to overcome the weaknesses that are 
preventing the unit to take advantage of the identified opportunities?  

 How is your unit addressing the weaknesses to avoid threats to overcome your 
unit?  

 

***************************** 
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H. Unit Performance 
 

Highlight the major achievements and challenges in implementing the endorsed 

recommendations in the last cycle. 

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

I. Please provide other information of significance to the unit.  
 

J. Overall recommendations that the unit want NUR to consider in their discussions and 
deliberations.  

 
K. Please put your budget data and performance data as an appendix to this SSR.  

 
L. Give your suggestions to enhance the self-study report of the unit-ideally, what else 

should be evaluated in the SSR in order to create a holistic increase in performance of 
the units in the university.  

 

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


