A Guide for
Annual Planning
and Reporting

for Non-Academic units



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 how the goals of the unit support the university goals as
well as plan how best to allocate unit 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-wid process.

This Guide is designed to 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!



ne Annual Plan/Report form is a
oreadsheet

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.



The Annual Plan/Report form

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.
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
Annual Plan/Report forme

Go to hitps://uwf.edu/academic-
affairs/departments/institutional-
effectiveness/

In the upper left navigation,
click on Annual Planning and

Reporting Institutional Effectiveness

S
h



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

Where do | find the
Annual Plan/Report forme

From the expanded list, click on
Administrative & Support Unit
Reporting

In this section

Overview of Annual Planning and Reporting

UWF engages in mission-driven and data-informed planning, assessment, and improvement Overview
processes 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.

Planning units (i.e., academic, administrative, and support units and departments) work with Administrative & Support Unit Reporting

supervisors and division leads to set goals and objectives, and determine measures which are

appropriate for determining achievement of goals and objectives in any given cycle. While divisions 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. SLO/Assessment Forms




Where do | find the

Annual Plan/Report forme (cont.

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

Academic Affairs

Center for
Locate your division and click on Cenadke
your unit name. on

Academic Engagement &

Student Affairs

lemic Eng ment

eer Development &
Community Engageme
r Education

iter for ¢ |

nt

anter for N Studies

Community & Employer

Engagement

lopment

Equal Opportunity Pr

grams

Finance & Administration

Building & Grounds

ontracts
olice Department

inability




Where do | find the
Annual Plan/Report forme

As long as you are logged in with
your UWF credentials, you will be
taken to a Google file structure
titled IE Reporting

Folders

You will find 3 folders

B bistinctive & Notable

Distinctive & Notable

Community Engagement

Annual Report

Select the Annual Report folder



Where do | find the
Annual Plan/Report forme

In the folder you will see files
named according to year to
include:

2020-2021
2019-2020

Any prior years

2020-2021 An

Select the file for the Annual
Plan/Report year you are
completing.



The Report

COMPLETED REPORT OF CURRENT OR PRIOR ACADEMIC YEAR



What do | do with the
Annual Plan/Report forme

Shared withme > - > Institutional Effectiveness > Annual Report 2

In the folder you will see files
named according to year.
Select the file for the Annual
Report year you are completing.
In this case, we are working on
the Annual Report for last
academic year select the
previous year report

Name -~

B 2021-2022
2020-2021
2019-2020
2018-2019
2017-2018
2016-2017

2015-2016

B
B
B
B
B
B

22-23_Plan-Report_Institutional Effectiveness &%

&

21-22_Plan-Report_Institutional Effectiveness &%

&

20-21_Plan-Report_Institutional Effectiveness &%




Completing the Annual Report

File Edit View Insel Format Data Tools Add-ons Help

Calibri

The form will open to the

. . nual Plans are living documents that reflect a thoughtful process of what a unit wants to achieve in a given year and can be modified as
| nS'I'rU( :'I'I O ns 'I'O b I n GOO |e YOU cessary throughout the year as priorities shape activities.
© nual Reports are an update of an Annual Plan that reflec

e PLAN portion of the table is Cols. A - € and should be comple e isor at the beginning of the

. .
m O y fl n d I -I- h el p f U | TO re O d -I-h e :R:;f:?h‘e;:c:::of the document is Cols. F-Gand r s the achievement or progress toward the goal and potential implementation.

e Report is completed and discussed with supervisor at the end of the fiscal/academ

instructions. e A

that your department or offi

You can open the report in oo S ety o e et o s of ok
indicator may map to more tha
Google Sheets, or download the
L) G X outcome, but you may have multiple. Number them
form and open it in Excel Geveiop new asters dgre mnamanions frs
° ed outcome should have at least 1 assessment instrument, but may have multiple. Number them

sessment Instrument(s): Each exp
1 ally.
| f yo U d e C I d e TO d OWn | O O d O n d o 1. Internal and CAVP Preproposal documents prepared.
2. CCRs approved.
csgsd?cﬁ.::: opproved.”

. . .
edit into Excel, you will need to . s et o o e e s n s s
lampl . Internal and CAVP Preproposals signed. P approved i vember.

2. CCRs approved by Faculty Senate in Decemb

save and reupload the file.
When you are ready to proceed,

click on the Annual Plan-Report
tab at the bottom of the window.

Vew Master's degree in International Affairs to be implemented next academic year pending approval by BOG.

Instructi




Completing the Annual Report
(cont.)

You ﬂ”ed in the TOF) pOFTIOﬂ at The 20-21 Plan-Report_Institutional Effectiveness
beglnnlng Of The fISCOI yeor. EdIT File Edit WView Insert Format Data Tools Add-ons
the following fields as necessary:

Ca e B _ 100% - & % .l:::l_ ":'E'. 123~ Default (Ca
Dept/Unit Name i
Dept/Unit Lead (Name of chair of ’
dean. etc ) Reporting Year: 2020-2021
! i Dept/Unit Name: Institutional Effectivness
. . . Dept/Unit Lead: Angela Bryan
Re pOTTI ng Unit (The Sgligelelelc : Reporting Unit: Office of the Provost
yours on the Org ChOrT) 3 Supervisor: Michelle Williams
5 | Division: Academic Affairs

Supervisor (Name of your
Reporting Unit Lead)

Division (select from a drop-down
list)

See example



Completing the Annual Report

cont.

The remainder of the form is
divided into 2 portions:

The Plan (Cols. A-D/E) and
The Report (Cols. E-F/F-G)

Report on the progress toward
each goal.

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

IT IS OK TO EDIT YOUR PLAN TO
ADD NEW GOALS THATYOU MADE
DURING THE YEAR.

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

Goal/Indicator

EX. 1. Support the
University in the
development of

programs of strategic

emphasis.

Institutional Effe
Angela Bryan

UWF Strategic Direction

3.1 Build programs of
distinction that enhance UWF's
reputation for educational
excellence.

Strategic Direction 1: Learner Centered and Focused

Collaborate with
division heads to

demonstrate culture of [and learni
seeking improvement

in academic and
academic support
units.

Assist in Ensuring

guality of educational

1.2 Align resources to deliver
exceptional support services
opportunities

ill ensure students have

1.2 Align resources to deliver
exceptional support serv

and learning opportunities that

PLAN PORTION

Division Strategic Direction

3.3 Identify and strategically
invest in programs of
distinction that enhance the
academic mis:

1.2 Manage curricula and
collaboratively provide learning
opportunities and support
hat timely
ess to completion for all
rni

1.2 Manage curricula and
collaboratively side learning
opportunities and support

\
‘S

UNIVERSITY of

:3 WEST FLORIDA

Tasks/Expected Outcome(s)

1. Develop new M
degree in International Affairs.

1. Work with units to identify
sources to inform annual
planning and reporting.
2. Present to various planning
on new reporting forms
d.

e with DAESA on
20 administration.

2. Provide support and

Method/Documentati
on

1. Preproposal
documents.

CCRs

Request to Offer a
New Program
document.

1. Meeting logs and
notes.
2. Googl et

ing reports/plans
we recieved,

1. Calendar of weekly
meetings with Vice

2. Xitracs reports of
ndards and shared

REPORT PORTI

Result(s) Use of Results

1. Preproposal 1. New Master's

documents signed and |degree in International

approved by Provost orwarded to

and CAVP. BOG for approval. Will
CRs approved by | begin admi

Faculty Senate in dents ne

December. demic year.

in Feb/M;




Completing the Annual Report

Fill in last 2 columns for each goal:
Results — what happened

Use of Results — what you will do
with the information for next year

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

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

Institutional Effectivene
la Bryan

Dept/Unit Name:
Dept/Unit Lead:
Reporting Unit:
Supervisor:

Goal/Indicator

EX. 1. Support the 3.1 Build pro

University in the distinction that enhance UWF's
development of reputation
programs of strategi excellence.
emphasis.

educational

Strategic Direction 1: Learner Centered and Focused
llaborate with

division heads to

demonstrate culture of

seeking improvement

in academic and

Assist in Ensuring
guality of educational [and learning opportunities that

PLAN PORTION
Division Strategic Direction

3 Identify and strategically
invest in programs of
distinction that enhz
academic mission.

ilitate timely
progress to completion for all
learn

Manage curricula and

\|
Q

UNIVERSITY of

'.:.9 WEST FLORIDA

Tasks/Expected Outcome(s)

1. Develop new Master's
degree in International Affair:

1. Work with units to identify
data sources to inform annual
planni nd reportin
2. Present to various planning
units on new reporting forms
as requested.

. Collaborate with DAESA and
other internal constituents to
revise Graduate Student Exit

orate with DAESA on
the NSSE 2020 administration.

1. Start a plan for the 10th
report to
Identify areas to strengthen
es to the
n
ovide support and

REPORT PORTIO

Method/Documentati
on

1. Preproposal
documents.
2. CCRs approved by Provost
3.Request to Offera | and CAVP.

Program i Rs approved by
document. Faculty Senate in

Result(s)

1. Meeting logs and
notes

lans

meeting:
Provost
2. Xi

Use of Results

1. New Master's
degree in International
Affairs forwarded to
BOG for approval. will
begin admitti

students next
academic year.




Example 1- Process related goal

The dept. idenfified 1 task and 1
measure for Goal 1.

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

Reported the calculated average
time to appointment.

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

Unit response reflects an action
related to the evaluation of the
results.

“Continue to look for efficiencies
and evaluate again next year.”

Goal/Indicator

Ex. 1. Maintain
adequate personnel to
support the mission of
the University with
regard to the Office of

1. Shorten average time
to appointment for
resume services from 5
days to 3 days.

UWF Strategic Direction

2.1 Attract, retain, and develop
high-quality diverse faculty and
staff.

1.2 Align resources to deliver

ional support services
and learning opportunities that
will ensure students have

earning op

ill ensure stu

F=uls , continu
while earning

Tasks/Expected Outcome(s)

1. Propose additional
DegreeWorks Coordinator to
process student applications for

1. 100% of requested
5 for

b-based resume

2. Provide larger variety of
nple resumes.

3. Update resume training to

coerdinators working with

students.

Methods/D tati
athe s]o:cumen ! Result(s) Use of Results

1. Job description 1. New line approved | 1. Re-distribute
for 2018-2019.
existing Degree

Coordinators.

1. Avg time to Appt.
appointment

1. Results of st
isfaction s % above benchmark.
NSSE items related

resume services.

vigate resu ts were

stied with

services

).
2. NSSE item results as
the institution
contributed "very
much” or
to student acquiring
job- or work-related
knowledge and
reported as 8
534). resume services via

Ca Education

site.



Example 2 — Satistaction related
godal

. oo 7 Goal/Indicator UWF Strategic Direction Tasks/Expected Outcome(s) R Result(s) Use of Results
The dept. identified 3 tasks and 2 — . - . -
© Ex. 1. Maintain 2.1 Attract, retain, and develop  ~ | 1. Propose additional 1. Job description 1. New line approved | 1. Re-distribute
m e O S U res fo r' G O O | 2 adequate personnel tc: high-quality diverse faculty and DegreeWorks Coordinator to _ for 2018-2019. workload among
. ;  support the mission of |staff. process student applications for exi DegreeWorks

the University with degree. Coordinators.

M H o egard to the Office of
Progress or complefion is reporfed in i e,
.I.h e Res U Its C Ol U m n (C O I ) E/ F) ;3 k:tl:;r‘;tl " a\.f_era‘.fg:;ﬁme 1.2 A\ign_resi)u rlé:EE t[l' del'welr ;F.:;g(i]:tt'.roii:i?:;?:njun_le 1. Avg time to Appt. :;.:;:ﬁter:?e ] ; E;;m;lu;‘:t;;izl for

resume services from 5 i P ities 2 will be scheduled ays. luate again next

Reported the actual results for the 2 I i o cominln nc o0 =
measures. I o

dent satisfaction

with resume services > nal support services 3 es. satisfa above benchmark.
SO-I-iSfO C-I-ion Survey reSU |-I-S will be 85% or higher. |and learning opportunities that 2. Provide larger variety of 2. re satisfied | Some student
will ensure students have sample resumes. or highly satisfied with ’
5 nd success 3. Update resume training to sUme services 2 u
NSS E . relG-I-ed i-I-em reSU |-I-S while earning degrees. coerdinators working with . to me
students. 2. NSSE item results as | preparation. Other

the institution student comments

Next steps are reported in the ot e i |tk auesons |
Use of Results column (Col. F/G) o o workronted :

knowledg; e <
Reflects that both measures were it s
above the benchmark. coreer Education

Action includes ideas for further
improvement rather than actual
changes.



The Plan

PLAN FOR THE CURRENT OR COMING ACADEMIC YEAR



What do | do with the
Annual Plan/Report form? pes

File Edit View Insert Format Data Add-ons

Calibri

The Annual Plan is a reflection of
what your unit will do in the gl rocess fwht s 0 scve 1 i

. 3 necessary through i hape activities.
Upcomlng fISCO| yeOr. 5 Annual Reports are an up! g
The PLAN portion of the table is Cols. A- £ and should ompleted and reviewed with your supervisor at
fiscal/academic .
The REPORT portion of cument is Cols. F-G and reflects the achievement or progress toward the goal

The form will open to the Instructions T Repar s comsleted nd dised i uparior
tab. You may find it helpful to read e e
the instructions. h Sreegt Dection: Saec che s

indicator map tc more than one
. g Division Strategic Directiol lect th N 0 ri is i
Y O U C O n O p e n -I-h e re p O r-I- I n Goog Ie your goal or indicator may map to more than one strategic direction, select the best fit for thi .
. Expected Outcome: Each goal/indicator should have at | ed outcome, but you may have mu

Example: "1. Develop new Master's degree in International Affai

S h e e-I-S ’ O r d OWn I O O d -I-h e fo rm O n d Assessment Instrument(s): h exp outcome should have at‘ least 1 assessment instrument, but may

sequentially.

O e n i-I- i n E x C el 8 Example: "1. Internal and CAVP Preproposal documents prepared.
p . s approved,

RTO document approved.”
N . Result(s): Each cted outcome should ha esult based on th ent instrume
If yo U de CI de TO do Wn IO G d O n d e dl 1‘ e Example: "1. Internal and CAVP Preproposal: ned. CAVP approved in November.
2. CCRs a ed by Faculty Senate in December.
3. RTO presented to BOT in Feb/Mar. Forwarded to BOG for final approval.”

into Excel, you will need to save and

Example: "New Moaster's degree in International Affairs to be implemented next academic year pending app.

reupload the file.

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

Instructions ~




What do | do with the
Annual Plan/Report forme

Complete the top portion as

follows:
Dep’r/Unl’r Name Planning Year: 2022-2023
Dept/Unit Name: Institutional Effectiveness
DGpT/UﬂlT Lead (NOme of chair of Dept/Unit Lead: Angela Bryan
deon, efc') Reporting Unit: Office of the Provost
Supervisor: Michelle Williams
Repor’ring Unit (The unit above Division: Academic Affairs

yours on the Org Chart)

Supervisor (Name of your
Reporting Unit Lead)

Division (select from a drop-down
list)

See example



What do | do with the
Annual Plan/Report forme

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

The PlOn (CO'S. A‘D) Ond S‘ UNIVERSITY Of

The Report (Cols. E/F) ) WEST FLORIDA

Note: If you are under the Provost’s

office, there is an extra column for - — il

the Division Strategic Directions. oot e

For these units, the Plan is Cols. A-E - [sopeior |

1 . ) — - REPORT PORTION
and the Report is Cols. F-G. — I __

Let’s review the types of goals you
may want fo include.




What do | do with the
Annual Plan/Report or?

At the beginning of the academic/fiscal Q' UNIVERSITY of
year, you complete the Plan portion of — WEST FLORIDA
the form. (Cols. A-D). " weot
The objective would be that this Annual L2
Plan will reflect the activities of your 20222023 Annual Flan
department for the coming fiscal year. . [Planning Year: 20222023

i | Dept/Unit Name: Institutional Effectiveness
A customary number of goals for any unit S e s

WOU|d be 3_8. ] Supervisor: lv'lic:hEIIE_ \u"JiIIia_mz

Division:

PLAN PORTION REPORT PORTION

1. Prepropos.
and approve

Each goal should:
Be measurable
Tie to a Strategic Direction
Have an expected outcome

And have some measurable evidence
of effort.




A Note about Non-Academic Unit
Goals

Goals typically fall into 1 of 3 The Plan The Report
categories: /‘/g\ //R
Proqess related - chuses on | S‘ UNIVERSITY of
quality of key functions or services -;,3 WEST FLORIDA
Satisfaction related — focuses on

2022-2023 Annual Plan

increasing overall satisfaction with
the services or functions provided
by a unit

Student learning related - may not
apply to your unit in a measurable
way.




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 outl!!

We can be reached af:

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

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



mailto:abryan@uwf.edu
mailto:ccatellier@uwf.edu
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