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Overview 

 
The assessment module allows system users to easily perform non-indicator based 
performance assessments that encompass a range of categories on any type of system item 
or as a stand alone assessment.  It will be possible to perform assessments on a regular 
basis and to report progress in a number of ways. 
 
The initial driver for this module was the UPBEAT project, a university research project 
headed by the University Of Salford to create a framework for the assessment of the quality of 
academic outreach both within and between higher education establishments 
 
Additionally, it has been realised that a framework based approach to assessments that do 
not fall within the usual performance indicator based approach would enable a wide range of 
additional corporate performance information to be included within the Escendency System, 
such as: 
 

·  Risk Assessments 
·  HR Appraisals 
·  Student evaluations 
·  Satisfaction Surveys 
·  Environmental Impact 

 
 
How to Use the Assessment Module:  
 
The logical sequence to setting up an assessment project is: 
 

1. Create Categories and associated Check-lists 
2. Create Types and assign Categories to Types 
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3. Create individual projects 
4. Perform assessment tasks for projects 

 
The base unit of assessment is the ‘project ’ which will identify the item being assessed, how 
it is to be assessed and by whom. 
 
Each project is of a specific ‘type ’.  This will group related projects (e.g. all UPBEAT 
assessments would be projects of the UPBEAT type, while all Environmental Impact 
assessments might be projects of the Environmental Impact type). 
 
The project type identifies which ‘categories ’ a project is assessed against.  A category 
defines a checklist of criteria, which is used to assess the level of attainment within a category 
for a project. 
 

Note: for simpler setup the constituent components of categories and types should 
be identified before starting setup. 

 
Step 1. Create Assessment categories: 
 
Log in to your control panel. Click on the wrench  icon next to the Control Panel. This will 
link to a list of all the existing menu options as well as the assessment module links (figure 1): 
 

 
 

Figure 1. Menu Options list accessed from the  icon. 
 

Next, click on the Assessment Categories to access the Assessment Category List (figure 2): 
 

 
Figure 2: The Assessment Category List. 

 
Click on the add button to create an assessment category (figure 3). 

This icon is a short cut to 
all the menu options 
including the Assessment 
module set up 
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Figure 3: Creating an Assessment Category (in this example for a type of assessment that will 

be called ‘Risk’). 
 

Fill in the category fields as required. 
 

·  Name – identifies the category 
·  Abbreviation – brief identifier for the category, to be used in reports where the full 

name would be too verbose 
·  No. Of Levels - identifies the number of assessment levels that can be achieved. 
·  Assessment – either higher or lower is better, specifies which behaviour is desirable 

(in this example lower likelihood of a risk is clearly better) 
·  Display Colour – specifies a colour to be used for this category when displayed in 

graphical reports 
 

Note:  It is recommended that the assessment categories name is prefixed with the 
assessment type they will constitute. For example, Risk Impact, Employee 
Assessment - All team building meetings attended, NVQ Level 1 Hospitality – 
Maintain Customer Care. This will help when selecting the categories from a list to 
use for the relevant assessment type. 

 
Once fields are filled in click ‘Save’. A drop down list of threshold levels will appear (figure 4): 
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Figure 4: Threshold Levels for Assessment Categories. 
 

·  Thresholds – Each level is assigned a percentage of available ‘points’ that need to be 
achieved in order to attain that level. Points are defined in the category checklist. 

 
Enter in threshold levels then press ‘Save’ before clicking on ‘Edit Checklist’. Each threshold 
level needs a checklist associated with it (figure 5). 
 

Note:  Known Issue: DO NOT press ‘Add Checklist Item’ until pressing ‘Save’ (‘Add 
Checklist Item’ should trigger save. This fix is being addressed) 

 

 
Figure 5: Assessment Checklist Category. 

Click on the ‘Add Checklist Item’ and fill in the checklist fields as required (figure 6):  
 

 
 

Figure 6.1: Assessment Checklist – first checklist item. 
 

·  Description – A textual description of the checklist item as it is presented when an 
assessment is made. 

·  Point Score – How many points will be scored if this checklist item is selected when 
performing an assessment 

·  Mandatory For Level – If a level is selected in this drop-down, when an assessment is 
performed it will not be possible to attain the relevant level unless the assessor 
answers yes to this item.  E.g. As part of an employee skills appraisal, an employee 
requires 65 points to attain level three.  However if the checklist item ‘Employee 
possesses intermediate Excel skills’ is marked as mandatory for level three, then 
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even if the employee scores more than 65 points they will only be able to attain level 
two if they answer yes to this item. 

·  Automatic Level – If a level is selected in this drop-down, when an assessment is 
performed, answering yes to this item will lead to the level being achieved regardless 
of the final point score.  E.g. As part of a risk assessment the item ‘Incident could 
result in serious injury or death’ is marked as automatically achieving level five.  
When an assessment is performed if this item was marked as yes, then five would be 
the minimum level attained, regardless of any other answers. Automatic level items 
will take precedence over Mandatory items. 

 
After each item is completed click on ‘Add Checklist Item’ until all items are completed (figure 
6.2) 
 
 

 
Figure 6.2: Assessment Checklist – all checklist items added for the category of Risk: 

Likelihood. 
 

Note:  In this example (Risk management module) there is a one to one relationship 
of checklist items to categories but there could be any number of checklist items 
depending on the category (e.g. Human Resources assessments). 

 
Once all the necessary checklist items are added (can add more as needed at any time) then 
click ‘Save’. 
 
Create the additional categories needed for the Assessment Type (‘Risk: Impact’ for the 
example above). There is no limit to the number of categories that can be created for a given 
assessment type. 
 
Click ‘Save’ to save the changes and then ‘Cancel’ to close the window 
 
Step 2. Create Assessment Types: 
 
Click on the  icon again and select the Assessment Types link (figure 7): 
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Figure 7: Selecting Assessment Types from the menu options tab. 

 
 
Click on the Add button in the Assessment Types List: 
 

 
Figure 8: Assessment Types List 

 
Fill in the Assessment Types fields as required (figure 9): 
 

·  Name - Uniquely Identifies the assessment type 
·  Description - Provides additional information for the project type 
·  Score Calculation – Identifies how an overall score for a project will be calculated (it is 

recognised that an overall score may not be relevant for all types of project, however 
it is included for those that require some form of overall ranking, e.g. risk 
assessments ranked in a risk register.)  The options for score calculation are: 

o Product – all category levels are multiplied to produce the overall score 
o Sum – all category levels are added to produce the overall score (default) 
o Change – the difference in level between the baseline level and the current 

level for each category is summed to produce the overall score 
·  Categories - This checkbox list shows every active assessment category defined in 

the system.  Select those categories that will be used in the relevant assessment of 
this type.  It is mandatory to select at least one category per type. 

 
Check the categories relevant to the assessment type. 
 

Note: By careful naming of the categories it’s easy to see how assessment types can 
be variously split up. In the example above, a category could be created for 
Environmental Assessment that sums up all the categories beginning ‘Environmental 
Assessment’ but similarly the assessments could be broken down into ‘Environmental 
Assessment – Water’ and ‘Environmental Assessment – Waste’ etc 
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Figure 9: Assessment Type edit window. 

 
Click ‘Save’ to save the changes and then ‘Cancel’ to close the window. 
 
3. Create the Assessment Project 
 
Click on the  icon again and select the Assessment link (figure 10): 
 

 
Figure 10: Selecting Assessment Types from the menu options tab. 

 
Click on the ‘Add’ button to create an Assessment project (figure 11): 
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Figure 11: Assessment project list. 

 
Fill in the assessment project fields as required (figure 12): 
 

 
 

Figure 12: Assessment set up. 
 

·  Name – Identifies the project and is used in all reports and task lists 
·  Assessment Type – This drop down list includes all of the active assessment types 

defined.  Selecting an assessment type will affect which target score options are 
shown below. 

·  Start Date – Identifies when the project begins.  An initial baseline assessment task 
will be due on this date (i.e. it will show up on the assessors tasklist). 

·  End Date – Identifies when the project ends (if applicable).  The final project 
assessment will become due on this date. 

·  No End Date – For assessments that do not have a specific end date, checking this 
box will disable the end date field.  Assessments will continue to fall due at the 
appropriate interval while the project remains active. 

·  Assessment Frequency – Defines the regular interval when full assessment will 
become due (It will be possible to perform additional assessments in between these 
intervals, however these would not replace the regular assessments). 

·  Assessor – The identity of the system user who will have main responsibility for 
assessing the project (this is the user who will receive assessment tasks). 

·  Validator – The identity of the system user who will have responsibility for ensuring 
that an assessment has been correctly performed.  The validator and assessor may 
not be the same system user. 
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When the fields above have been filled and ‘Save’ is clicked then the category list will be 
displayed showing the categories already selected for this assessment type in step 2 (also 
shown in Figure 12): 
 

·  Category  – This section specifies what level of attainment is desired for each 
assessment category and how category attainment affects the overall rating.  This 
section contains the following fields for each category: 

 
o Level – specifies the desired final level of attainment for the category 

(constrained within the range defined by the category) 
o Multiplier – This setting allows different categories within a project to be given 

different emphasis when calculating the overall attainment score.  Each 
category level will be multiplied by the relevant multiplier before feeding into 
the score calculation (as defined for the assessment type) 

o Optional – If this checkbox is specified for a category, users will be able to 
perform ad-hoc assessments without having to fill in the checklist for the 
category.  All categories checklist will still need to be filled when performing 
scheduled assessments (those which are due at the assessment interval). 

 
4. Performing Assessments 
 
See Known Issues and Omissions. 
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·  JUDI 538 (ongoing). Target notes now say 'average/cumulative to date' and 
measurement window for snapshot performance indicators now use target start date- 
next measurement date rather than last measure date to next. 

·  JUDI 525: "&" in strategy map item breaks target reports below it in historic report 
(and also organisation view). FIXED. 

·  JUDI 569: Action plan over due tasks report not reporting overdue tasks. FIXED. 
·  Help: All reports now have a help link  that leads to a help file about that specific 

report. 
·  Help: A new Tutorial link on the help home page opens up a series of three tutorials 

that can be used in conjunction with a live demo system. The tutorials have 
instructions on how to use the demo system for basic and admin users as well as a 
detailed work through of action planning (see 
http://help.escendency.net/index.htm#tutorials). Admin and Action Planning tutorials 
are available but still receiving input.  
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·  Assessment Module: Pressing ‘Add Checklist Item’ before pressing ‘Save’ causes 
function loop in ‘Add Categories edit. Fix: ‘Add Checklist Item’ should trigger save. 
This fix is being addressed and is given highest priority.�

·  Assessment Module: Performing assessment and reporting functionality to be added. 
 

Specifically, To perform an assessment, either the assessor will click on an 
assessment task in their control panel, or a user with the relevant access rights will 
opt to perform an assessment from the project directly.  In either event, the ‘Perform 
Assessment’ form will open.  

 
The performance assessment page will show details of each assessment category in 
the assessment project, by clicking on a category abbreviation, the user will be taken 
to the category checklist, where they will answer yes or no to each checklist entry.  
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Once the checklist has been completed, the system will calculate the current level of 
attainment for the category.  This will be displayed next to the category abbreviation. 

 
Once all relevant checklists have been completed, upon clicking save, the overall 
score will be calculated.  Before the assessment is saved, the assessor will be able to 
add commentary to the assessment and to link supporting evidence in the form of 
related documents. 

 
Upon saving the assessment, the next assessment date will be calculated (if this is a 
scheduled assessment) and updated in the project. 

 
Detailed descriptions of assessment reports will be provided in a separate document, 
however it is envisaged that the following reports will be desirable with the initial 
implementation of the assessment module: 

 
o Assessment detail report – This will display graphically the baseline and 

current level of the assessment, along with associated commentary.  It will be 
possible to drill-down to the current checklist for each category. 

o Assessment list by type – This report will provide a listing of all projects of a 
given type (e.g. all risk assessments or all UPBEAT projects) ranked either 
alphabetically or by overall score.  It will be possible to drill-down to the detail 
report for any project. 

 
·  Assessment Module: Dashboard view – the ability to add graphical representation of 

any number of assessment projects to the Dashboard. 
�


