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INTRODUCTION 
 

 
 
Welcome to the online Board Self-Assessment. In this era of health reform and major changes in the health care 
delivery system, health care organizations are being challenged as never before. In many cases, external forces 
loom as a serious threat to institutional viability. Boards must be prepared to meet these challenges and to 
continue serving the needs of their communities. Self-assessment is a tool for boards to utilize to ask themselves 
how well they are prepared to meet these challenges. Self-assessment can help show a board where its strengths 
lie as well as where improvements may be needed. It is an important function that should be an ongoing part of 
serving on any hospital or system board. 

Self-assessment should become a recurring process with a formal assessment performed at least once a 
year. Boards should review the goals, mission, vision, values, and strategic plan of the hospital prior to beginning 
the self-assessment. Boards should tailor the questions included in this assessment as needed to fit their 
particular hospital/system. However, questions that relate to the organization's strengths and those of its board 
members should not be omitted; it is as important for the board to be aware of its’ strengths as well as its’ 
deficiencies. This is why the program gives you the ability to customize the assessment by adding or deleting 
questions, so that the assessment is tailored to your board. 

The value of this self-assessment depends to a large degree on the ability and willingness of the participants to be 
open and realistic as they answer the questions. Once the members have completed the assessment, a report will 
be provided giving you a very detailed look at where your board stands to other boards, to your own board in the 
previous year, and how your peers as a whole are answering. Boards should be prepared to take a hard look at 
their past performance and the performance of their peers, and based on what they see, be prepared to take steps to 
change their procedures, structure or composition to improve performance. 



LOGON SCREEN 
 

 

 

 
 
 

This is the login page. If this is the first time you are using the program, click the link in blue above to sign up for 
the program. An email will be sent to the association program administrator to approve your account. Once the 
Association Administrator has approved your account, you will receive an email with the link to the website to 
login to begin using the program. Any other time that you use the program, you will just login with your email 
address in the box to the right. If you have permission to administer multiple hospitals, you will see a screen after 
login asking which hospital that you would like to administer. Simply select a hospital from the dropdown list and 
continue with the program. If you only administer a single hospital, you will continue onto the “Welcome” page. 



WELCOME SCREEN 
 

 

 
 

The Welcome screen allows the user: 
• Change Facility to Manage (if applicable) 
• Create A New Assessment 
• Configure Assessment 
• Email users assessment is ready 
• View assessment participation 
• Print PDF of Assessment 
• View reports 

 
The welcome screen also gives you a dashboard of your current and previous assessments. It gives you a status of 
which sections of the assessment you have configured and a count of users that have completed the assessment. 
You are also able to view reports from previous assessments. 

 
Each one of the options will go into detail in the sections below. 



CREATE A NEW ASSESSMENT 
 

 
 
 

 
 

If this is your first assessment or if you are ready to create a new assessment for your facility, you will need to 
click the “Create New Assessment” link on the Welcome page. NOTE: If you have an assessment currently in 
process, all current progress will be stopped. To begin the next assessment period, simply click the link. A new 
line will appear at the top of the dashboard. From there you will be able to configure the assessment for your 
facility. 

 



CONFIGURE ASSESSMENT 
 

 
This section is where you can configure the assessment to your facility. There are a set of standard questions for 
each section. Each facility has the option to delete/hide the questions from their Board Members. You as an 
administrator also have the capability to add three additional questions to each section. To begin configuring the 
assessment, click the link in the grid for the current open assessment. 

 

 
This will take you to a page listing all of the 
configuration sections that need to be completed 
for the assessment to begin. Each section has 
questions specific to the section links. To accept 
and approve the questions for each section, click 
on the name of the section. This will take you to a 
page with the standard questions for each section. 
There is a delete link next to each question. If you 
would not like your board members to answer the 
question, simply click the delete link next to the 
question. This will hide the question from your board members as they are completing the assessment. If there are 

additional questions that you would like 
to ask your board members related to the 
section, simply type your question in the 
box at the bottom of the page and click 
the “Add Question” button. Once you are 
satisfied with your selection, either click 
the “Accept Questions and return to 
Assessment Setup” link at the top of the 
page or click the “Accept Questions and 
return to setup screen” button at the 
bottom of the page. Repeat these steps for 
each of the four Assessment Sections and 
the Personal Evaluation Section. 



 

 
 

The final step is to add your board members to allow them 
to access and complete the assessment. This is done on the 
Assessment Configuration page by clicking on the 
“Create User Accounts” link. This will take you to a page 
to add in all of your board members. Type in the email 
address, first name and last name, then click the “Create 
User” button for each of your board members. Once you 
have added all of your board members, click on one of the 
links to return to the setup screen. Then click on the 
“Click here when finished” button at the bottom of the 
setup page to return to the welcome page. If board 
members change from assessment to assessment, the 
users will carry over from the previous assessment. If they 
are no longer a board member, simply click on the delete 

button next to the board member’s email address. This will not delete their previous submissions, but only remove 
them from receiving any communication about the current assessment. 



EMAIL USERS ASSESSMENT READY 
 

 

 

 

 
 

Once you have completed the configuration of the assessment you can now email all of the users, that were setup in 
the previous step, that the assessment is ready for them to complete the assessment. Simply, click on the “Email 
Users” link in the grid on the open assessment line and the system will automatically email your users with a link 
to complete the 
assessment. Your board 
members will not need to 
login, as the link will 
take them directly to the 
assessment welcome 
page. The email the 
board members will 
receive will look like 
this. 



VIEW ASSESSMENT PARTICIPATION 
 

 

 

Once you have emailed all of your board 
members that the assessment is ready, you 
can view the participation of your board 
members. Simply click on the “View User 
Participation” link. This will bring up a 
list of your board members that have not 
completed the assessments. You can 
email each user to remind them to 
complete the assessment by clicking on 
the “Email User” button next to the board 
members name. This will send an email 
just like the one sent when the assessment 
opens. It will contain a link for your board members to go directly to the assessment to complete. When you are 
finished viewing the participation, click on the “Return Home” link at the top of the page. 



PRINT PDF OF ASSESSMENT 
 

 

 

If you have board members that do not have access to a computer or the 
internet, there is an option for you to print a PDF version of the 
assessment for them. Simply click the “Print Assessment” link on the 
open assessment. This will take you to a new page for you to print the 
General Board Assessment or the Personal Evaluation. Click on either of 
the links and the application will create a PDF version of the assessment. 
Below is a sample of the General Board Assessment. You can hand this 
out to your board members for them to complete. If you and your board 
members seek to keep this confidential, your board members can mail or 
fax the completed assessment to Texas Heathcare Trustees to enter the 
assessment responses for your board member, with their name and the 
hospital they are completing the assessment for. If you and your board 
members are not concerned about confidentiality, anyone at your facility 
can input the information through the website. To do so, login into the 
Board Assessment website with the board members email address. 
Follow the on-screen instructions to complete the assessment for them. 

 



VIEW REPORTS 
 

 

 

 
 

Once two or more of your board members have completed the assessment, you will be able to view the reports. 
Simply click on the “View Reports” link in the row of the assessment you would like to view. There are two report 
version. There is the “Board Report” and the “Board Report with Charts”. The “Board Report” is available as a 
PDF or in Excel. Both versions of the report have the same information and 
calculations. The only difference is that the “Board Report with Charts” has a 
graphical representation for each question. The reports show your board 
members response to each question, your hospitals score, your hospitals 
previous assessments score (if available), your peer score and the state score. 
The peer and state score looks at all responses with in the previous calendar year. 
For example, if you created your assessment on February 1, 2014, the peer and 
state score will calculate all responses between February 1, 2013 and February 1, 
2014. The peer score looks at all hospitals that are in your Medicare class. For 
example, if you are a Critical Access Hospital, your peer score will calculate all 
scores for all Critical Access Hospitals that submitted in the previous calendar 
year. Below are examples of both version of the report. 



BOARD REPORT WITH CHARTS 
 

 

 
 
 

 


