A Guide for
Annual Planning
and Reporfing

for Academlc units
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What is the Purpose®@

» In support of the University of West Florida mission and Strategic Plan
2022-2027, all units engage in annual planning.

» The act of annual planning allows units to be proactive in looking
ahead to at what the goals of the university are and how best to
allocate resources (time, people, budget) to achieve those goals.

» Completion of the Annual Plan and Annual Report document allows
the University to gather evidence of this university-wide process.

» This Guide is designed 1o help you best describe the efforts of your
unit as it relates to moving the University's strategic plan forward.

» Your thoughtful work in this process is important!



The Annual Plan/Report form is a
spreadsheet

» Starting with fiscal year 2019-2020, the annual plan/report form will
now be completed on a spreadsheet.

» Starting with fiscal year 2021-2022, the annual plan/report form will
now be completed in a Google sheet. This template is provided to
your unit. All changes are automatically saved to the sheet.




Changes to the Annual Plan/Report form l

» New Features include:
Space for multiple goals on the same form
Drop-down lists for UWF Strategic Directions

Sections for each part of the Strategic Plan are included.

V.. 'V V

If possible, try to have at least one goal for each section. However this is
NOT a requirement.

» Facilitates better reporting of university efforts to accomplish Strategic
Plan 2022-2027.



Where do | find the Anhnudadl
Plan/Report forme

» Go fo https://uwf.edu/academic-
affairs/departments/institutional-
effectiveness/

» In the upper left navigation,
click on Annual Planning and

Reporting Institutional Effectiveness

e



https://uwf.edu/academic-affairs/departments/institutional-effectiveness/

Where do | find the
Annual Plan/Report forme (cont.

» From the expanded list, click on
Academic Unit Reporting

In this section
Overview of Annual Planning and Reporting

UWF engages in mission-driven and data-informed planning, assessment, and improvement Overview
proce at all levels and sites and through all modalities. Annually, we review our mission, goals, Guidance for Completing Annual Plans &
and outcomes, and use of results to develop actionable plans for seeking improvement in the Reports

coming year. Academic Unit Reporting
kg el
v

Administrative & Support Unit Reporting

Schedule of Reporting Dates
e for determining achievement of goals and objectiv V BOG Accountability
may set division-wide strategic plans, units at every level of the institution set goals and priorities

that support the UWF Strategic Plan 2017-2022 and the university mission. B Of At B




here do | find the
nnual Plan/Report forme  (cont.

To Complete your Unit's Annual Reports for 2019-2020:

» On this page you will see a list of
reporting units organized by
division.

your Division below (i.e., CEPS, Finance & Admin, etc.)
your department or unit from the lis 2. Ar ntral, Contreller's Office, etc)

Click on the link for the appropriate folder:

» Locate your division and click on R
your Un". name. Annual Report - Complete last 2 cols of Last Year's

s sheet for the Annual Report
Annual Plan - Complete the first 5 cols of the eet for the Current Year Annual Plan

Community Engagement - Contains sheet for last year to complete of last ye ctivities
Distinctive & Notable - Contains a doc for last year to complete of last year's activities

are Google sheets or Google dc

College of Arts, Social College of Education & College of Business
Sciences, & Humanities Professional Studies Accounting & Finance

Administration i COB Dean

Aeros £ rtment of Business
CEPS Dean Administration
Criminology & Criminal Justice Department of Commerce
Educational arch & Florida Small Business

Administration Development Center at UWF
Instructional Design Marketing & Econom
MBA Program

Science




Where do | find the
Annual Plan/Report forme  (cont.}

» AS |Ong as you are logged in with Shared withme > English ~
your UWF credentials, you will be
taken to a Google file structure
titted IE Reporting

> You will inciR e BB community Engagement

» Distinctive & Notable

Mame

» Community Engagement

B8 Distinctive _ Notable

» Annual Report
» SLO Assessment I8 sLO Assessment

» Select the Annual Report folder




Where do | find the
Annual Plan/Report forme  (cont.}

» In the folder you will see files

named according fo year fo Sharedwithme > English > Annual Report -
include:

> 2020-2021 ame

» 2019-2020 3 2018-2019_English_APR

2020-2021 Annual Plan - Report Template - CASSH U...

» Any prior years

» Select the file for the Annual 2019-2020_English_APR.xIsx
Plan/Report year you are
completing.

2018-2019 English-Plan-1.docx







What do | do with the
Annual Plan/Report forme

Q, SearchinDrive
» In the folder you will see files named
Qccording ‘I'O yedar. Shared withme > -+ > English > Annual Report ~
» Select the file for the Annual Report Name W
year you are completing. B 20192020

» In this case, we are working on the B 20162019
Annual Report for last academic year
select the previous year report

B 20172018
2016-2017
2015-2016

22-23_Plan-Report_English ==

21-22_Plan-Report_English =%

20-21_Plan-Report_English.xlsx &%




Completing the Annual Report

Lis...

» The form will open to the Instructions tab
in Google. You may find it helpful to
read the instructions.

Ger | Motes to
Annual Plans are |

» You can open the report in Google :
Sheets, or download the form and open e e —
it in Excel. _‘ - - '

UWF Strategic Direction:
ind ¥y map to maore than

> If you decide to download and edit info T ST R
Excel, you will need to save and
reupload the file.

rument, but have multiple. Mumber them

» When you are ready to proceed, click
on the Annual Plan-Report tab at the
bottom of the window.




Completing the Annual Report
(cont.)

» You filled in the top portion at the
beginning of the fiscal year. Edit
the following fields as necessary:

>

>

Dept/Unit Name

Dept/Unit Lead (Name of chair of
dean, etc.)

Reporting Unit (the unit above
yours on the Org Chart)

Supervisor (Name of your
Reporting Unit Lead)

Division (select from a drop-down
list)

» See example

Planning Year:
Dept/Unit Name:
Dept/Unit Lead:
Reporting Unit:

Supervisor:

Division:

2021-20

English
Department Chair
CAS5H Dean
Dean Brown
Academic Affairs

2

2




Completing the Annual Report
(cont.)

» The remainder of the form is divided : :

Planning Year:

into 2 portions: L S UNIVERSITY of

Reporting Unit: ‘ ,8 WEST FLORIDA
Supervisor: wn —
» The Plan (Cols. A-D/E) and '
Goal/Indicator UWTF Strategic Direction Division Strategic Direction Tasks/Expected Outcome(s) Methodi{()](::cumentatl Result{s) Use of Results
> T h e Re port (C O | S 5 E- F/ F-G ) EX. 1. Support the 3.1 Build p of * 3.3 nd strategically ~ | 1. Develop new Master's 1. Preproposal
enhance UWF's s of degree in International Affairs. |do

educational

» Report on the progress toward each i - e
goal.

» Important note: Things come up
during the year such as projects,
legislations, major events (COVID-19
or hurricanes) that impact our plans.

» ITIS OK TO EDIT YOUR PLAN TO
ADD NEW GOALS THATYOU MADE
DURING THE YEAR.




Completing the Annual Report
contf.

D

» Fillin last 2 columns for each goal: oo NV

g 51 ) WEST FLORIDA
» Results — what happened L e |

Method/Do tati
Goal/Indicator UWF Strategic Direction Division Strategic Direction Tasks/Expected Outcome(s) . JLTEILIE Result(s) Use of Results

» Use of Results — what you will do T — T
with the information for next year : "

emphasis.

» It's ok if the goals aren’t
completed, just report on progress.

Strategic Direction 1: Learner Centered and Focused

» Some goals will be ongoing from
year to year, such as enroliment,
retention, and graduation.

» Let’s look at the examples.

Strategic Direction 3: Academic Programming, Scholarship and Research




xample 1

» The dept. identified 2 tasks for Goal

1.

» Progress or completion is reported in
the Results column (Col. E)

>

>

Revised 8 semester plans were made
available.

Annual course schedules were
developed.

» Next steps are reported in the
Use of Results column (Col. F)

>

>

Will review 8 semester plan in 2 years.

Will review annual course offerings
and adjust annual schedule as
required.

Planning Year:
Dept/Unit Name:
Dept/Unit Lead:
Reporting Unit:
Supervisor:
Division:

Goal/indicator

EX. 1. Support the

ams of strategic
13515,

PLAN PORTION

4. Position the College as a

s, continuity, and success
while earning degrees.

Strategic Direction 2: Personnel Investment and Engagement

leader in sef

and achieving

A" UNIVERSITY of
::3 WEST FLORIDA

Tasks/Expected Outcome(s)

lop new Master's
International Affairs.

1.1 Worked with faculty to
semester to
nts can complete

support the

ensure the d

courses studen
rraduate on time.

N\

’ REPORT PORTION ‘
Method/Do tati
ethod/| u“cumez\ 2 r Result{s) Use of Results

1. Preproposal
documents.
2.0l

New P
document,
academic year.

Revised the 8 semester
plan. Made the 8

Revised or updateli 8
semester plan forgach
UG program in the] Will review 8 semester

planin 2 years

Will review annual
se offerings and

f course
ngs by semester.




Example 2

» The dept. identified 1 task for Goal 2.

» Progress or completion is reported in the Results column (Col. E)

» Gave status of each item in Col. D and added 1 new result.

» Next steps are reported in the
Use of Results column (Col. F)

» 2 next steps identified before implementation of new degree program. Both listed in Col. F.

e

PLAN PORTION r REPORT PORTlO
Method/D tati|
UWF Strategic Direction Division Strategic Direction Tasks/Expected Outcome(s) Sttiaty ::umen 7 Result(s) Use of Result

3.1 Build programs of = |3.3 Identify and strategically = | 1. Develop new Master's 1. Preproposal 1. Preproposal 1. New Master's
distinction that enhance UWF's invest in programs of degree in International Affairs. |documents. documents signed and |degree in Internationa

reputation for educational distinction that enhance the 2. CCRs approved by Provost | Affairs forwarded to

excellence. academic mission. 3. Request to O and CAVP. BOG for approval. Will
New Program 2. CCRs approved by begin admitting
document. Faculty Senate in students next
December. academic year.
3. RTO approved by
BOT in Feb/Mar.







What do | do with the
Annual Plan/Report forme

» The Annual Plan is a reflection of e
what your unit will do in the
upcoming fiscal year.

» The form will open to the e oy
Instructions tab. You may find it
helpful to read the instructions.

» You can open the report in Google
Sheets, or download the form and
open it in Excel.

» If you decide to download and

instruments.

edit into Excel, you will need to N e
save and reupload fthe file.

» When you are ready to proceed,
click on the Annual Plan-Report tab
at the bottom of the window.




Whar
ANnNu

» Complete the top portion as
follows:

>

>

Dept/Unit Name

Dept/Unit Lead (Name of chair of
dean, etc.)

Reporting Unit (the unit above
yours on the Org Chart)

Supervisor (Name of your
Reporting Unit Lead)

Division (select from a drop-down
list)

» See example

~do | do with the
al Plan/Report torme

Planning Year:

Dept/Unit Name:

Dept/Unit Lead:

Reporting Unit:

Supervisor:
Division:

English
Department Chair
CAS5H Dean
Dean Brown
Academic Affairs




What do | do with the
Annual Plan/Report forme cont.

» The remainder of the form is
divided into 2 portions: The Plan The Report

22-23_Plan-Report_English [EEg & & ©

> The Plon (COIS- A_D) Ond File E[;t View Inser; Format Data Tools Help
» The Report (Cols. E/F)

» Let'sreview the types of goals you Q' UNIVERSITY of
may want to include. | -33 WEST FLORIDA

Institutional Effectiveness

2022-2027 Strategic Directions

2022-2023 Annual Plan

Planning Year: 2022-2023
Dept/Unit Name: English

Dept/Unit Lead: Deparment Chair
Reporting Unit: CASSH Dean
Supervisor: Dean

Division: Academic Affairs

Goal/Indicator UWF Strateglc Direction Taskst:pected Outcome(s) Methodeocumentatlon m

er's degree in




What
ANnNu

» At the beginning of the academic/fiscal

do | do with the

al Plan/Report forme (cont.)

year, you complete the Plan portion of
the form. (Cols. A-D).

» The objective would be that this Annual
Plan will reflect the activities of your
department for the coming fiscal year.

Q' UNIVERSITY of
) WEST FLORIDA

Institutional Effectiveness

2022-2027 Strategic Directions

2022-2023 Annual Plan

Planning Year:

» A customary number of goals for any unit  BEETETES

Dept/Unit Lead:

WOUId be 3'8. Reporting Unit:

» Each goal should:

>

>
>
>

Supervisor:
Division:

Goal/Indicator

Be measurable
Tie to a Strategic Direction
Have an expected outcome

And have some measurable evidence
of effort.

2022-2023
English
Deparment Chair
CAS5H Dean
Dean
Academic Affairs

PLAN PORTION REPORT PORTION
UWF Strategic Direction Tasks/Expected Dut(ome[s} Method/Documentahon m Use of Results
£ Y




Things to Remember for
the Annual Plan

» Please develop a plan that reflects the activities of your department/unit for the coming
fiscal year.

» Most of your goals will be Process-related or Satisfaction-related, however you may have
a few that are true Student Learning related.

» Each Goal (3-8 overall) should:
» Be measurable (Col. A)
» Be fied to at least 1 UWF Strategic Direction (Col. B)
» Have at least 1 identified task or outcome (Col. C)

» Have 1 or more items of documentation (Col. D)

» Everything you type in the Google spreadsheet is automatically saved.



Who do | confact with questions?

» Please contact your Office of Institutional Effectiveness with ANY
questions! Set up a time and we can go over your report and assist
you with filling these out!l!

We can be reached at:

» Angela Bryan, Director
850-473-7234
abryan@uwi.edu

» Carolyn Beamer, Asst. Director
850-474-2239
cbeamer@uwi.edu



mailto:abryan@uwf.edu
mailto:cbeamer@uwf.edu
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