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DESIGN FOR SELF-STUDY

I.
INTRODUCTION
The University of Maryland, Baltimore (UMB) is the state of Maryland’s public academic health and law university dedicated to professional and graduate education, research, patient care, and public service.  UMB is comprised of the six professional schools – the Baltimore College of Dental Surgery, the School of Law, the School of Medicine, the School of Nursing, the School of Pharmacy and the School of Social Work – and an interdisciplinary graduate school – the University of Maryland Graduate School Baltimore (UMGSB).  The School of Medicine, founded in 1807, is the oldest school at UMB.  The School of Social Work founded in 1961 is the youngest. The UMGSB was established in 1918.  UMB is the only institution of higher education in the United States with this exact constellation of schools and programs.  

In Fall 2004 UMB had 5602 enrolled students; 17% (946) undergraduate and the remaining 83% (4656) in graduate and professional programs.  UMB is authorized to offer 12 degrees including:  Bachelor of Science in Nursing (BSN), Bachelor of Science (BS) in Dental Hygiene and Medical and Research Technology; two professional masters degree programs the Masters in Social Work (MSW) and the Masters of Public Health (MPH); the Masters of Science (MS) with several programs, including Nursing; the professional degrees of Doctor of Dental Surgery (DDS), Doctor of Medicine (MD), Doctor of Pharmacy (PharmD), Doctor of Physical Therapy (DPT), Doctor of Science in Physical Therapy (DScPT), and Juris Doctor (JD); and the Doctor of Philosophy (PhD).  UMB presently has 19 PhD degree programs: Anatomy and Neurobiology, Biochemistry, Biomedical Sciences, Epidemiology and Preventive Medicine, Gerontology, Human Genetics, Marine Estuarine Environmental Science, Microbiology and Immunology, Molecular and Cell Biology, Nursing, Oral and Experimental Biology, Pathology, Pharmaceutical Health Services Research, Pharmaceutical Sciences, Pharmacology and Experimental Therapeutics, Physiology, Physical Rehabilitation Science, Social Work, and Toxicology.   

Located on 60 acres in downtown Baltimore, UMB has almost five million gross square feet of space in 58 buildings.  During the last 10 years UMB has experienced enormous growth – more than $600 million in completed construction projects.  Current construction projects total nearly $200 million, including a new facility for the dental school and a 4.7-acre UMB BioPark.  

The physical growth of UMB has happened in tandem with our expansion of extramural funding.  In FY04 UMB was awarded $339,159,371 in grants and contracts.  In 1994 that amount was $103 million. This is a four-fold increase since 1990 and a $100 million increase in the last five years.  

II.
NATURE AND SCOPE OF SELF-STUDY
UMB has selected the Middle States Commission on Higher Education (MSCHE) Basic Comprehensive Model to follow for its self-study.  This will enable us to provide an in-depth inquiry into how UMB addresses all fourteen MSCHE accreditation standards.  The Comprehensive Model may seem an odd choice given that all of UMB’s professional programs are subject to accreditation review by their appropriate professional body and all of UMB’s graduate programs undergo a rigorous external review based on self-study.  
However, after consultation with MSCHE staff, UMB has concluded it will be best able to communicate its understanding of itself – strengths and areas that could be enhanced – by systematically addressing each standard.  Using this approach, the Steering Committee and the work groups will review, analyze, and evaluate the existing accreditation and external review reports, freeing the evaluation team to consider how the academic programs contribute to overall institutional effectiveness.  More importantly, having UMB faculty, administrators, staff, and students review program specific approaches to educational effectiveness expands their understanding of how the institution achieves excellence in academic programs.  

The basis for UMB’s self-study will be collection and analysis of data from existing documents such as: each professional school’s self-study for accreditation and report from the accreditation body; strategic plans and facilities master plans; reports to state and federal agencies, including budget and performance accountability documents; policy and procedure manuals, etc.  In addition, some new data will be collected. One area already identified is the need for a student survey inquiring into their satisfaction with student services and suggestions for improvements.

III.
SPECIFIC GOALS AND OBJECTIVES OF THE SELF-STUDY
The self-study comes at an opportune time. David J. Ramsay, DM, DPhil has been President of UMB for 10 years.  At his inauguration in 1994 President Ramsay challenged the schools to achieve excellence.  The self-study provides the opportunity to assess our progress and to identify new goals and indices of attainment of these future goals.   
The self-study also encourages a broad examination of the means for us to achieve our next level goals.  The financial, political, and cultural contexts of higher education and health care have significantly changed since 1994.  In the last decade a key foundation of our success has been a partnership with the state of Maryland – state appropriations for operations and state support for capital construction.  The best case scenario for the next several years is a steady stream of state appropriation and income from tuition.  Increased state funding for new initiatives and enhancements is not realistic. Thus, to progress, UMB needs to enhance all three types of entrepreneurial income:  extramural funding for research, service and training projects; patient/client care; and private support.    

Extramural support or entrepreneurial activity is UMB’s lifeblood.  UMB faculty generated two-thirds of its total revenues in FY04 from external grants, contracts, and clinical/client services.  UMB’s state appropriation of $132 million provided 21% of its financial support, with $58 million in tuition and fees providing 9% and auxiliary enterprises making up the remaining 4%.  

With this context in mind, goals for the self-study include:

· To provide Middle States with the information and analysis necessary to make a decision about the institution’s reaccreditation;

· To identify institutional strengths and weaknesses relative to each accreditation standard and to use this information to make recommendations for improvement;

· To identify how UMB’s accredited academic programs assess student learning outcomes and the results of these assessment activities;

· To understand the impact of UMB’s centralization/decentralization of services on student support services, advancement and development, support for research, and achievement of institutional goals;

· To identify institutional activities, which can increase entrepreneurial income such as private philanthropy, external support for research, commercialization of technology, and new partnerships.

IV.
ORGANIZATIONAL STRUCTURE OF THE SELF-STUDY
Executive Advisory Committee
In order to insure good communication and working relationship between the Steering Committee and UMB’s leadership, an Executive Advisory Committee composed of the President of the University and the six professional school deans will provide overall direction to the self-study.  Primary support for the self-study, including staffing the Steering Committee and the Work Groups is provided by the Office of Academic Affairs.   

Steering Committee

The self-study Steering Committee was appointed in September 2004 by President Ramsay after consultation with the Executive Advisory Group.  This committee represents faculty, administrators, staff and students, with members from all schools and UMB administrative offices.  Dr. Karen Soeken, Professor, School of Nursing, serves as chair of the Steering Committee.  Members of the Steering Committee are listed below:

Linda Cassard, MBA, Administrative Director, Office of Research and Development

*Reba Cornman, MSW, Director, Geriatrics and Gerontology Education and Research Program, Office of Academic Affairs

John E. Geiman, MPA, Assistant Vice President for Budget and Finance, Office of Budget and Finance

Barbara Gontrum, JD, Assistant Dean for Library Services, Thurgood Marshall Law Library, School of Law

Geoffrey Greif, DSW, Associate Dean and Professor, School of Social Work

Stephen Jacobs, MD, Professor, Department of Surgery, School of Medicine and President, UMB Faculty Senate

Bruce Jarrell, MD, Professor, Senior Associate Dean for Academic Affairs, School of Medicine
Mary Etta Mills, ScD., Associate Professor, Associate Dean for Academic Affairs and Assistant Dean for Baccalaureate Studies, School of Nursing

Peter J. Murray, PhD, Vice President and Chief Information Officer, Center for Information Technology Systems

Deborah A. Neels, JD, Office of Government and Community Affairs, Government Affairs Coordinator, Office of External Affairs

*Malinda B. Orlin, PhD, Vice President for Academic Affairs and Dean, Graduate School

Magaly Rodriguez de Bittner, PharmD, Associate Professor, Associate Dean for Academic Affairs, School of Pharmacy
Karen Soeken, PhD, Professor, School of Nursing
Nadine Townsend, Medical Student, Student Representative

Margaret B. Wilson, DDS, MBA, Associate Dean for Professional Programs, School of Dentistry

*Dr. Orlin and Ms. Cornman are ex officio members of the Steering Committee and staff to the self-study.

Work Groups

The Steering Committee has identified four Work Groups or subcommittees with leadership for each Work Group coming from the Steering Committee to facilitate communication.  Work Group chairs or co-chairs will convene meetings, facilitate communication among subcommittee members, and oversee preparation of interim and final reports of their respective groups.  The groups, standards addressed, and chairs are given below.  All chairs and co-chairs are members of the Steering Committee.

	Work Group
	Standards Addressed
	Chair/Co-chairs

	Educational Effectiveness
	  8: Student Admissions

10: Faculty

11: Educational Offerings

12: General Education

13: Related Educational

      Activities

14: Assessment of Student

      Learning
	Mary Etta Mills and Geoffrey Greif



	Student Support
	  9:  Student Support Services
	Margaret B. Wilson


	Institutional Renewal
	  2: Planning, Resource

     Allocation, and 

     Institutional Renewal

  4: Leadership and Governance

  5: Administration
	Stephen Jacobs



	Resource Development
	  3: Institutional Resources

  7: Institutional Assessment
	John E. Geiman


Each Work Group will address the specific standards identified along with two integrated standards: Mission, Goals, and Objectives (Standard 1) and Integrity (Standard 6).  As appropriate, these groups will also address the special areas of interest.  They will provide evidence of UMB fulfillment of the standards and make any recommendations based upon their review of the data.  While the data may be compiled on a school basis, fulfillment of the standards will be addressed from a campus or UMB perspective.

The following chart lists members of all Work Groups.
	Work Group
	Members

	Educational Effectiveness
	*Mary Etta Mills
 *Geoffrey Greif

Richard Boldt, JD, Associate Dean and Professor, School of

   Law

Eleanor Henry, PhD, Dental School

David Mallott, MD, Associate Dean for Medical Education,

   School of Medicine

Alexa Mayo, MA, Assistant Director for Information and

   Instructional Services, Health Sciences and Human Services

   Library

*Magaly Rodriguez de Bittner

*Reba Cornman

	Student Support
	*Margaret B. Wilson
Robert Beardsley, PhD, Associate Dean for Student Affairs,

   School of  Pharmacy

Jack Gladstein, MD, Associate Dean for Student Affairs,

   School of Medicine

Lily Gold, BA, Associate Dean, School of Social Work

Patricia Mitchell, MA, Director of Registration Services, Student

   Affairs, School of Nursing 

Tricia O'Neill, JD, Assistant Dean for Student Affairs, School of

   Law

*Malinda Orlin, PhD

	Institutional Renewal
	*Steven Jacobs, MD

Richard Booth, JD, Professor, School of Law

*Barbara Gontrum, JD

Gregory F. Handlir, MBA, Associate Dean for Resource

   Management, School of Medicine

Donna Harrington, PhD, Associate Professor, School of Social

   Work

J. Edward Moreton, PhD, Professor, Pharmaceutical Sciences

   Department, School of Pharmacy

Patricia Morton, PhD, RN, CRNP, FAAN, Professor, Assistant

   Dean for Masters Studies, School of Nursing

*Peter Murray, PhD
James N. Reynolds, MBA, Associate Dean for Fiscal and

   Personnel Affairs, Dental School



	Resource Development
	*John Geiman
Mary Campion, MAS, Associate Vice President for

   Development, Office of External Affairs

*Linda Cassard

Angela Fowler-Young, Director, Capital Budget and Planning,

   Office of Administration and Finance

John Galleazzi, MBA, Assistant Dean for Finance, School of

   Medicine

Maurie Gray, BS, Director of Budget and Finance Analysis,

   Office of Budget and Finance, Administration and Finance

*Deborah Neels

Paul Petroski, MBA, Assistant Vice President for Technology

   Services and Support, Center for Information Technology

   Services

Gregory Spengler, MPA, Assistant Vice President for

   Institutional Research and Planning, Office of Academic Affairs

*Dina Townsend


*Member of Steering Committee



V.  CHARGES TO WORK GROUPS
The following lists the Standards to be addressed and the specific questions to be addressed by each Work Group.

Educational Effectiveness Work Group
The Educational Effectiveness Work Group has responsibility for addressing the six Middle States standards which at UMB are the responsibility of its Schools and programs.  

Standard 8:  Student Admissions. This institution seeks to admit students whose interests, goals and abilities are congruent with its mission.

Standard 10:  Faculty. The institution’s instructional, research, and service programs are devised, developed, monitored and supported by qualified professionals.

Standard 11: Educational Offerings.  The institution’s educational offerings display academic content, rigor and coherence that are appropriate to its higher education mission.  The institution identifies student learning goals and objectives, including knowledge and skills, for its educational offerings.

Standard 12:  General Education. The institution’s curricula are designed so that students acquire and demonstrate college-level proficiency in general educational and essential skills, including oral and written communication, scientific and quantitative reasoning, critical analysis and reasoning, technological competency, and information literacy.

Standard 13:  Related Educational Activities Institutional programs or activities that are characterized by particular content, focus, location, mode of delivery or sponsorship meet appropriate standards.

Standard 14:  Assessment of Student Learning.  Assessment of student learning demonstrates that the institution’s students have the knowledge, skills and competencies consistent with institutional goals and that students at graduation have achieved appropriate higher education goals.

Charges to the Educational Effectiveness Work Group:  
The principal criteria by which educational institutions are evaluated are student learning outcomes.  At an institution such as UMB with no common curriculum or learning outcomes and which offers degree programs at the baccalaureate, first professional, masters, and doctoral levels, there is no single or even integrated approach to determining educational effectiveness.  Therefore, the fundamental charge to this committee is to describe and evaluate the elements of educational effectiveness in each of its programs and to conclude on the basis of this review the educational effectiveness of UMB.  

1. How do the admissions policies and practices, faculty, and learning resources (including library services and staff) support teaching and learning at UMB and the Schools?

2. What is the evidence that UMB’s educational offerings display academic content, rigor, and coherence appropriate to its mission?

3. How are expectations of student learning outcomes articulated by the different programs?  

4. How are student learning outcomes assessed?

5. What is the evidence that student learning assessment is used to improve teaching and learning?

6. What is the evidence that assessment of student learning is used to improve the institution?

7. What changes are recommended, if any, to facilitate achievement of excellence?

Student Support Services Work Group
The Student Support Services Work Group will address Middle States Standard 9.  Student support services may include but are not limited to admissions, financial aid, registration, orientation, advising, counseling, tutoring, discipline, health, housing, placement, student organization and activities, cultural programming, child care, security, and athletic activities.

Standard 9:  Student Support Services.  The institution provides student support services reasonably necessary to enable each student to achieve the institution’s goals for students.

Charge to Student Support Services Work Group

Student Support Services is a shared responsibility of UMB and its Schools with the goal of having a seamless transition from admission through student support services to program completion.  

1. Is the range of student support services at UMB appropriate to student strengths and needs, reflective of UMB’s mission, consistent with student learning expectations, and available regardless of place or method of delivery?  

2. What services, programs, and facilities that students need are most effectively addressed at the UMB and/or School levels?  

3. What is the evidence that student advisement are effective and equitable? 

4. What is the evidence that student complaints and/or grievances are responded to and are used for institutional improvement?

5. What is the evidence that there policies and procedures for safe and secure maintenance of student records and for the release of student information? 
6. Evaluate the processes that are used for assessing student support services.  What, if any, student support needs need strengthening?  
7. What changes are recommended, if any, to facilitate achievement of excellence?  

Institutional Renewal Work Group

This Work Group is addressing three of the 14 standards that describe an institution that meets Middle States standards of excellence.
Standard 2:  Planning, Resource Allocation, and Institutional Renewal. An institution conducts ongoing planning and resource allocation based on its mission and utilizes the results of its assessment activities for institutional renewal.  Implementation and subsequent evaluation of the success of the strategic plan and resource allocation support the development and change necessary to improve and to maintain institutional quality.

Standard 4:  Leadership and Governance.  The institution’s system of governance clearly defines the roles of institutional constituencies in policy development and decision-making.  The governance structure includes an active governing body with sufficient autonomy to assure institutional integrity and to fulfill its responsibilities of policy and resource development, consistent with the mission of the institution.

Standard 5:  Administration.  The institution’s administrative structure and services facilitate learning and research/scholarship, foster the improvement of quality, and support the institution’s organization and governance.

Charge to Institutional Renewal Work Group

At UMB institutional renewal – planning, resource allocation, leadership, governance, and administration – is a shared responsibility of UMB, its Schools, and USM.
1. What is the evidence that UMB uses the results of planning and assessment to maintain, support, and improve its programs and services?  

2. What is the evidence that leadership and governance at UMB enables it to realize fully its stated mission and goals in an effective and efficient manner?  


3. What is the evidence that UMB’s administrative structure, staff, and services support learning and research and scholarship; foster quality improvement; and achievement of institutional mission, goals and objectives?

4. What changes are recommended, if any, to facilitate achievement of excellence?
Resource Development Work Group 
This Work Group is addressing two standards that describe an institution that meets Middle States standards of excellence.

Standard 3: Institutional Resources.  The human, financial, technical, physical facilities and other resources necessary to achieve an institution’s mission and goals are available and accessible.  In the context of the institution’s mission, the effective and efficient uses of the institution’s resources are analyzed as part of ongoing outcomes assessment.

Standard 7: Institutional Assessment.  The institution has developed and implemented an assessment plan and process that evaluates its overall effectiveness in: achieving its mission and goals, implementing planning, resource allocation, and institutional renewal processes; using institutional resources efficiently; providing leadership and governance; providing administrative structures and services, demonstrating institutional integrity and assuring that institutional processes and resources support appropriate learning and other outcomes for its students and graduates.

 Charge to the Resource Development Work Group
At UMB resource allocation is decentralized.  First resources and assets are allocated among the Schools and the central campus.  Then resources are allocated within each School, among central campus units, and within central campus units.
1. What is the evidence that UMB meets the essential elements of Standard 3 – Institutional Resources?
2. What is the evidence that UMB meets the essential elements of Standard 7 – Institutional Assessment?

3. How does UMB’s centralized-decentralized structure affect the achievement of expanding non-state and non-tuition financial resources such as private fund-raising and commercialization?

4. What are examples of how strategic planning and facilities master planning have interacted to implement UMB’s mission and goals?

5. What changes are recommended, if any, to facilitate achievement of excellence?  


Expectations for Work Group Products

The following expectations have been reviewed by the Steering Committee and shared with Work Group members.

Progress Report:  Each Work Group must submit two progress reports to the Steering Committee.  The first report, due by February 1, 2005, will include a summary of how the committee has organized to address its charge, the data compiled for analysis, the work plan to submit the final report in August 2005, and any issues that the group wishes the Steering Committee to consider.  A draft of the final report (described below) is to be submitted by June 30.

Final Report:  Following Steering Committee comments on the draft reports, the Final Reports from the Work Groups are to be submitted by August 30, 2005.  This report should include:

1. Brief description of the area or topic under review and how the inquiry was conducted.

2. Summary of documented findings and evidence in response to the charges.

3. Analysis of the strengths and problems with reference to accreditation standards and related elements.

4. Comments related to the specified areas of emphasis.

5. Recommendations for building on the strengths and addressing the problems.

A template for the final report will be provided to Work Group chairs.  Data documents may be referenced; data tables developed by the Work Group may be incorporated into the report or given in an Appendix.

Schedule for Work Groups
By December 1, 2004, each Work Group will have held an initial meeting.  Support Staff will work with the Work Group to compile data requested.

February 1, 2005:  Work Group will submit a progress report including a summary of how the committee has organized its work, the data it has compiled, and a work plan for February through May.

May 30, 2005:  Work Group will have completed a critical analysis of the data.

June 30, 2005:  Work Group will submit a draft of its final report with analysis, findings, and recommendations.

August 30, 2005:  Work Group will submit final report incorporating feedback received from Steering Committee.


VI   TIMELINE FOR SELF-STUDY
September 2004


Steering Committee appointed

October 2004



Preliminary visit from Middle States staff

October/November 2004

Steering Committee develops Self-Study Design






Work Groups appointed






Web page for Self-Study developed






Self-Study design submitted to UMB Executive

Group & Middle States 




December 2004 – May 2005

Works Groups proceed

February 2005



Progress reports submitted by Work Groups 

June 2005



Drafts of final reports submitted by Work Groups

August 2005



Final reports submitted by Work Groups

September/October 2005
Steering Committee prepares draft of Final Self-



Study Report

November 2005


Campus review & discussion of draft of Self-Study

Report 

December 2005/January 2006

Final Self-Study Report prepared based on campus

review and discussion






Supporting data to be submitted with report

compiled

February 2006



Final report submitted to Middle States 

April 2006



Site visit 

VII.
EDITORIAL STYLE AND FORMAT
The Steering Committee, assisted by the Office of Academic Affairs, will write the self-study report using a consistent voice and style.  In addition to Work Group reports, the self-study will contain assessments of institutional context and educational effectiveness.  The Steering Committee is also responsible to present in the document the campus consensus about UMB’s current state and future prospects as considered in the framework of Middle States’ standards of excellence.  



Appendix A

Style Instructions to Work Groups

Guidelines for the Submitting the Report Narrative


Please follow these guidelines when preparing narrative for the self-study report. Consistency in submissions will avoid confusion, speed up the process and allow the authors to integrate your narrative into the report more easily.  Additional detail on UMB style may be found at http://www.oea.umaryland.edu/communications/pubs/styleguide.html.
Abbreviations

· On first reference use University of Maryland, Baltimore.  Thereafter use UMB. 

· University System of Maryland is abbreviated as USM.

· Spell out days or months.

· Spell out state names, unless in a tabular format to save space.

· When abbreviating an academic degree, do not insert a period after each letter with no space in between: MS in Nursing, PhD, MD.  President David J. Ramsay, DM, DPhil.

Commas

· Separate items in a series by commas. Use a comma before the final “and” in a series.

· Use a semicolon to separate the elements in a series only if the elements contain commas.

He has a son, John Smith; a daughter, Jane Smith; and one sister, Lucy

 Jones.

· Commas in dates: Do not use a comma between the month and the year, unless you use the day. Use a comma after the year when the date comes within a sentence.

We completed the report in October 2005.

We completed the report on October 30, 2005.

Documentation. Appendix B of the Self-Study Design lists sources of UMB information relevant to the self-study.  Put all UMB tables and charts in an appendix to your report and number each one. Be sure that at least one copy of any UMB document referenced in your report, but not already listed in Appendix B of the Self-Study Design, is available for review by the MSCHE evaluation team.


Font style and size. Times New Roman, size 12


Headings

· Font and size: Times New Roman, size 12 (same as the text)

· First heading: All caps, bold, left justified

· Second heading: Initial caps, bold, left justified

· Third heading: Initial caps, italics, left justified

· Do not indent headings, or use numbers, letters or Roman numerals.

Indentation

· Indent ½ inch at beginning of a paragraph.

· Minimize the use of bullets and numbering.  If you present information in bullet or number form, use the small circle for the bullet, put the bullet or number at the margin, then indent one-fourth inch to text (as shown throughout this Style Guide).

Length. Work group reports should be no longer than 50 pages, double-spaced, exclusive of tables and charts.


Margins

· Left and right margin: 1.25 inches. 

· Top and bottom margins: 1 inch

· Left justify paragraph text.

Method of submission. Submit the reports (including tables and charts) electronically, on a CD or disk, or via a Word document attached to an e-mail. All text, charts, graphs, tables, etc. included in the report should be included in the electronic file.


Numbers

· Spell out numbers at the beginning of a sentence.

· Spell out numbers under 10; use figures for 10 or greater.

· Use the word “percent” instead of the symbol, unless in a chart or other statistical format.

· Do not use nd, rd, st, th with dates.  Commencement is on May 20.
· Use a dollar sign and numbers. Do not use a decimal and two zeros.

No: $100.00

Yes: $100

· Spell out millions and billions. Do not use zeros-  $137 million


Quotation Marks


· Put the titles of brochures, pamphlets, chapters, articles, lectures and grants in quotation marks.  Do not underline.

·  Put the titles of movies, books, newspapers, journals, magazines, music, exhibits and plays in italics.  Do not underline.

· Put commas within quotation marks.  Dashes, semicolons, question marks and exclamation points go inside the quotation marks if they apply to the quoted matter, outside if they apply to the whole sentence.  Put the period inside the quotation mark at the end of a sentence.


References

· Include all data, charts and tables cited in your report in an appendix. Number each chart or table (e.g., A-1, A-2).  Use an in-text citation that refers to the numbered chart or table in the appendix:


In 2001, the graduate rate at UMB increased to 93 percent

(see Table A-23).


· Use footnotes on the same page as the reference to cite sources that are not in an  appendix, including reports, articles, books, etc.  Number footnotes consecutively throughout the report.


Spacing

· Double-space between lines and paragraphs.

· Between sentences: Within a paragraph of text, use two spaces between a period and the next sentence.

· Colons: Use only one space between a colon and the next word.

Spelling and Capitalization
· Spell check all text before submitting.

· Use the full and correct names of campus departments, offices, awards, research centers, university buildings, class titles and courses and degrees.

· Capitalize the names, and include the abbreviation in parentheses.  On second reference, abbreviate with uppercase letters and no periods.

· Capitalize the names of nationalities, peoples, races, tribes, etc.

· Capitalize references to UMB as an institution:

The University needs additional funding.

· Capitalize significant University events: Commencement

· Lowercase seasons: spring, summer, fall, winter.

· Lowercase references to semesters: fall semester.

· Lowercase “state” unless part of a proper name:

state of Maryland

state funds

Maryland State Police

· Lowercase “federal” unless part of a proper name:

federal government

federal research award

Federal Reserve Board

Word processing. Submit the work group reports in Word.




Appendix B
Documents for Self-Study Report

STRATEGIC PLANS, MISSION & VISION STATEMENTS

· University of Maryland Baltimore

· Baltimore College of Dental Surgery

· School of Law

· School of Medicine 

· School of Nursing

· School of Pharmacy

· School of Social Work
MIDDLE STATES REPORTS

· Periodic Review Report, 2001

· Self Study Report, 1997
ACCREDITATION REPORTS

· University of Maryland Baltimore

· Baltimore College of Dental Surgery

· School of Law

· School of Medicine 

· School of Nursing

· School of Pharmacy

· School of Social Work
UMB STATISTICS 

Office of Institutional Research and Planning

· UMB At a Glance 
· Student Enrollment Reports:  Fall 2004, Spring 2004, Fall 2003

· Fiscal Year Student Enrollment 

· Enrollment Projections, 2004, 2003, 2002

· Enrollment History 

· Survey of Non-Instructional Productivity

· Tuition Fees and Schedules

· Faculty and Employment Statistics

· UMB Statistics by Legislative District

· Schools and Programs Offered at the University of Maryland Baltimore

· Summary of Degree Programs

· Degree Conferred at the University of Maryland Baltimore

· History of Research Activity at the University of Maryland Baltimore

· Tuition and Fees

· Financial Aid

· Managing for Results (university performance)

· Budget and Finance:  Sources and Uses of Funds

POLICIES FOR FACULTY, STUDENTS AND STAFF

· University System of Maryland Board of Regents and University of Maryland Baltimore Policies 

· Faculty Handbook

· Center for Information Technology Services

· Office of Research and Development

· Grants and Contracts Processes

· University of Maryland Baltimore Foundation Policies and Procedures Manual

· Graduate Assistantship Policies and Guidelines

· Environmental Health and Safety
UMB CATALOGUES

· Baltimore College of Dental Surgery

· Graduate School

· School of Law

· School of Medicine

· School of Nursing

· School of Pharmacy

· School of Social Work

STUDENT HANDBOOKS

· Baltimore College of Dental Surgery

· Graduate School 

· School of Law

· School of Medicine

· School of Nursing 

· School of Pharmacy

· School of Social Work
UMB STUDENT ANSWER BOOK

ADMISSIONS PROCEDURES

· Baltimore College of Dental Surgery

· Graduate School

· School of Law 
School of Medicine

· School of Nursing 

· School of Pharmacy

· School of Social Work


ADDITIONAL UMB ADMINISTRATION PUBLICATIONS

Office of Academic Affairs

· Guidelines for External Review of Existing Programs

Office of Administration and Finance
· Facilities Master Plan

· Navigating the Budget Process, Division of Budget and Finance

· Division of Budget and Finance: Mission and Vision

· Division of Budget and Finance Annual Report 2003

Office of External Affairs

· UMB Foundation Policies and Procedures Manual

· 2004 End of Session Report

· Highlights of the 2004 (Legislative Session)
Office of Research and Development – 

· Research and Development Annual Report 2004

· Technology Commercialization Annual Report 2004

Center for Information Technology Services

· Information Technology Strategic and Tactical Plan

· UMB Campus-wide Information Technology Priorities
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