Unit Strategic Plan and Annual Report Guidelines 2008-09
All final reports, for both academic and administrative/support units, are due to IRP by August 1, 2009  ir@deltastate.edu
VP’s should ensure a timely submission of all reports by setting earlier submission times for internal units.  

Page 1.  Indicate whether you are reporting on academic or administrative/support unit.  
Section I.  Indicate unit name according to title on organizational chart for July 1, 2008. 
http://www.deltastate.edu/docs/irp/org%20chartdsu%20JULY%202008-09.pdf
Change the footer of the document:  Go to “View” on toolbar; “Header/Footer”; icon for “switch between header and footer”; replace “unit name” with your unit’s name; then “Close”; (OR) In document, double left-click on the footer, make changes, close. 
The administrator of every unit represented on the organizational chart shall prepare a Word document and submit a copy of that report electronically to the next higher administrator, dean, director, or VP in charge of the larger, encompassing university unit as represented on the organizational chart. Appendix A, the report flow, has been included for your information. The administrator/director/VP in the final column of Appendix A will prepare an executive summary for his/her larger unit and will submit that electronically to IRP along with all internal unit reports.  Example:   1) Technology Services, Bookstore, and Food Services will all report to the Asst VP for Finance and Administration; 2) Accounting, Student Business Services, Procurement & Auxiliary Services, Facilities Management, Human Resources, and Asst VP for Finance and Administration will all report to VP for Finance and Administration; 3) VP Finance/Administration will in turn prepare an executive summary and send in Summary and all individual unit reports to IRP.  Individual unit reports should not be combined into a single document; all reports will be in Word.  
Section II.  Learning Outcomes:

[Not applicable (NA) for some administrative/support units.]  Academic units will track major learning outcomes, using the four columns to articulate, establish collection processes, evaluation results, and use of results.  Administrative/Support units that have established learning goals should track those in the same manner using the table – for example, if your non-academic unit has specific skills that you intend students will gain through contact with your office, please track those.  
For academic units: Accreditation guidelines require that we track both learning outcomes for the majors as well as general education competencies across the breadth of a student’s academic career.  You were asked for the last report, 2007-08, to indicate how your major outcomes align with specific General Education Purposes, by using the designation GE plus the # in the first column, or to consider how you would so for this year. Please note where possible how General Education competencies are apparent in your major outcomes.  See Appendix B “Purposes of General Education,” adapted from the DSU 2008-09 Undergraduate Bulletin.  
One area of reporting that is still of some concern across the academic units: “closing the loop.” Make every effort to demonstrate the use of the evaluation results (column D) as feedback for additions, changes, and improvements in the first three columns.  
To add rows to the table as needed for your outcomes: With your cursor positioned in a row already created in the table – go to “Table” on Toolbar, “Insert”; “Insert Rows” above or below.
	A. Learning Outcome


	B. Data Collection and Analysis


	C. Results of Evaluation


	D. Use of Evaluation Results



	Demonstrate proficiency in basic knowledge of College Algebra topics.
GE 1, 3
	
	
	


Section III:  Goals 
The section contains both Division/Department Goals “For the Current Year” and “For the Coming Year.”  The template includes a table that a unit can use to project and propose goals, timelines, and measures.  This table will become more useful as we move towards measuring the indicators that will be incorporated in the Strategic Plan 2009-14. That plan has some slight changes in the articulation of the five university goals.  If you have already developed or renewed “Goals for the Coming Year,” please consider that, should the campus approve the proposed goals, there might be a need for you to use a different number for the SP goal relating to your internal goal. The final approval of SP goals will be in the very near future, however, which should eliminate the need for much revision.     
The previous year’s Strategic Plan Goals 1-5 (2006-08), the new Strategic Plan Goals 1-5 (2009-14), and the QEP goals 1- 4 are listed in Appendix C for your reference.  Designate by number the SP or QEP goals that align with each departmental goal.  You do not need to include the goal itself in your text.  (Every unit is not expected to address every goal.)
Section IV.  Data and Information for Department: 

In addition to the brief narrative that establishes purpose and mission for your unit, this section allows a department or unit to track trends with comparative data such as enrollment, CHP, majors, graduation rates, financial data, employment figures.  (Individual achievements will be captured in Section V: Personnel).  The three “summer reports” requested yearly up to 2007 in addition to the annual report are now incorporated into this larger format:  (“Brag Facts” now called Grants, Contracts, Partnerships, Other Accomplishments); Economic Development; Diversity Compliance Initiatives and Progress.  For institutional record-keeping, please list all Committees reporting to unit and note where committee records are being archived (Chair’s office, for example).  See Appendix D for additional information regarding committees.

Section V.  Personnel:

In addition to an overview or mention of specific achievements/awards, you could also reference appendices that include documents prepared already, such as Faculty Activity Reports, Meritorious Achievement Documents, or vitae.   

Section VI.  Curriculum, Degree, Program, or Unit Additions/Deletions/Changes.

Since changes often are in response to goal setting, some information in this section may already be included in the Goals section (III); record any additions, deletions, or changes here that are not otherwise captured in Section III.   

To Finish:   Save your Unit Plan and Annual Report with the following naming convention, replacing “unit name” with the name of your unit as it appears on the Organizational Chart or as traditionally abbreviated in university communications:  “Unit Name_Plan and Report_0809”  and for Appendices:  “Unit Name_Plan and Report_Appendices_0809” becomes either  Geospatial Information Technology_Plan and Report_0809; OR GIS_Plan and Report_0809.  Executive Summaries will be named according to the following example: “VP_Finance_Exec_Summary_0809”
Forward your Plan and Report to your unit’s director and/or administrator who will move it forward with the overarching executive summary to IRP at ir@deltastate.edu.  Reminders will be sent to each unit prior to the deadline of August 1, 2009 (ALL UNITS).   
Appendix A    (Reports are due to unit in next column to right.  All final reports to IRP.)
	Internal/Unit Report →
	→ to Encompassing Unit →
	→ to Cabinet Level

(summary →  to IRP)

	
	
	

	
	Accounting   →
	VP - Finance



	
	Student Business Services   →
	

	
	Procurement and Aux Services   →
	

	
	Facilities Management   →
	

	
	Human Resources   →
	

	Technology Services     →
	Asst. VP for Finance & Administration      →
	

	Bookstore     →
	
	

	Food Services    →
	
	

	Grants  →
	
	

	
	
	

	
	Career Services    →
	VP Student Affairs 

	
	Student Financial Assistance  →
	

	
	Police Department    →
	

	
	Counseling Center   →
	

	
	Student Health Services   →
	

	
	Laundry          →
	

	
	Enrollment Services   →
	

	
	Student Union   →
	

	
	Housing and Residence Life   → 
	

	
	
	

	
	University Relations  →
	VP University Relations 



	
	Postal & Copy Center Services →                                   
	

	
	BPAC           →
	

	
	
	

	
	Compliance    →
	Director of Athletics 



	
	Development    →
	

	
	Projects       →
	

	
	All Participatory Sports     →
	

	
	Media Relations     →
	

	
	Academic Performance     →
	

	
	Athletic Training      →
	

	
	
	

	
	Alumni Association →
	Executive Director Alumni-Foundation



	
	Development   →
	

	
	Annual Giving   →
	

	
	Donor Relations   →


	

	
	
	

	
	Academic Support Lab  →
	VP – Academic Affairs

                     

	
	Registrar    →
	

	
	Retention Coordinator →
	

	
	Center for Community and Economic Development  →
	

	
	Coahoma Co Higher Ed Center  →
	

	IRC   →
	Library   →
	

	Archives   →
	
	

	
	Graduate and Cont Studies   →
	

	IRP   →
	Assessment and Planning   →
	

	
	Delta Reg Devel (Delta Center)  →                     
	

	Art    →
	Dean, Arts and Sciences    →

	

	Bio/Phy   (include CCCE) →
	
	

	DMI   →
	
	

	GIS    →
	
	

	History  → 
	
	

	Interdisciplinary Studies  →
	
	

	Lang and Lit   →
	
	

	Math   →
	
	

	Music   →
	
	

	Social Sci (+ Madison Center) → 
	
	

	Social Work   →
	
	

	Speech and Hearing Sci   →
	
	

	ACC, CIS, FIN   →
	Dean, Business   →
	

	Commercial Aviation  →
	
	

	MGT, MAR, Business Admin    →
	
	

	Center for Business and Entrepreneurial Research →
	
	

	Graduate Programs   →
	
	

	Center of Entrepreneurship in  Business Technology
	
	

	Small Business Development Center     →
	
	

	Rural School Leadership  →
	Dean, Education   →
	

	Counselor Ed and Psychology →
	
	

	Family and Consumer Sciences →
	
	

	Field Experiences   →
	
	

	HPER   →
	
	

	Teacher Education  →
	
	

	DAAIS    →
	
	

	E-Learning     →
	
	

	Recreational Facilities and Aquatics Center    →
	
	


	Nursing     →
	Dean, Nursing    → 
	

	Internal/Unit Report →
	 to next higher unit →
	Cabinet Level 

(→  to IRP)


Appendix B. 
Purposes of General Education:  General education is the foundation that supports success at Delta State University and prepares the student for professional careers and lifelong learning and service. Development of breadth and depth of knowledge, thinking and communication skills, and diverse approaches to understanding will promote a useful, happy, and productive life.  The General Education Curriculum provided by Delta State University encompasses the following:
[Students will demonstrate]
1. Critical and Creative Thinking - sound analytical and reasoning skills and the ability to use them to think critically, solve problems, analyze logically and quantitatively, and effectively respond to change
2. Communication – skills to communicate effectively through reading, writing, speaking, and listening 
3. Quantitative Skills - enhanced abilities for symbolic and numeric reasoning and the ability to use and understand statistical and other quantitative techniques to interpret data
4. Inquiry and Technology - skills for the search, discovery, evaluation, and application of information, including an understanding of the nature and limits of appropriate technologies
5. Self -  a fundamental understanding of the intricate nature of humans and the knowledge, interests, and skills to promote well-being and health
6. Social Institutions – understanding of the major institutions of society and the contemporary world, including families, work, voluntary associations, and government
7. Cultural Awareness - understanding and appreciation of the diverse cultures that form the global community
8. Perspectives - knowledge and appreciation of human endeavors in all aspects of life-including artistic, scientific, historic, economic, psychological, and social
9. Cross-disciplinary Appreciation - understanding of the concepts of various disciplines and their interdependence
10. Values -  understanding search for moral, social, and ethical values and their roles in making decisions and assuming personal responsibilities
Appendix C. 

Previous Goals (2006-08)


       New Goals  (July 1, 2009 - June 30, 2014)
	1  DSU will ensure through enhanced programs that graduates are well prepared for successful careers, meaningful work in a global society, and engaged citizenship. 


	1   Increase student learning   (DSU will ensure through high-quality programs that graduates are well prepared for successful careers, meaningful work in a global society, and engaged citizenship)

	2    DSU will enroll students in greater numbers and improve retention  and graduation rates
	2    Develop an engaged, diverse, high-quality student population.  (DSU will attract, retain, and graduate an engaged and success-oriented student population.)

	3    DSU will enhance communication, operational and administrative systems; work environments; and a performance-responsive  reward structure.
	3   Assure high-quality, diverse, engaged faculty and staff.   (DSU will attract, retain, and support an engaged and highly-trained workforce)

	4    DSU will improve its image and impact in the community and will increase its external resource base.  
	4    Enhance institutional effectiveness  (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)  

	5    DSU will increase and enhance outreach, service, and partnership initiatives.
	5    Improve the quality of life for all constituents   (Improving its image and impact, DSU will increase and enhance outreach, service, and partnership initiatives, in the region and beyond)


Appendix C (cont) 

DSU Quality Enhancement Plan (QEP) Goals:  
1. Delta State University will enhance student engagement through increased student-student interaction and faculty-student interaction. 

2. Delta State University will enhance student engagement through increased use of technology and web-based communication in classroom activities and assignments. 
3. Delta State University students will grow in the knowledge and practice of a variety of communication skills by having these skills reinforced in all courses. 

4. Student engagement in free-flowing, multi-directional communication with faculty and other students will increase. Communication related to current performance and its relationship to long-term student achievement and academic career decisions will improve through the increased use of departmental review boards.
Appendix D
MEMO on Committees – for annual reports


RE: Committees – their mission, membership, and process

To be included in Section IV -- (Departmental data)

In a variety of areas, whether academic, administrative, or support, Delta State often conducts its business through the work of committees.  To further the institutional effectiveness model and to record our process and progress, we adhere to a university-wide practice of documenting our university’s commitment to academic excellence through clear and timely committee records. 

To that end, each unit  would include in the annual plan and report a list of the committees whose work impacts that unit or any other aspect of the university; along with the list would be a notation documenting the repository of the committee files and records.  Committee actions affecting the unit’s goals may be noted in other applicable sections of the annual reports.  

Not to be included in the unit’s annual plan and report, but to be recorded and kept in the administrative office of that unit, will be a committee file that includes, for each committee: 

· Mission, by-laws

· Membership

· Process

· Minutes 
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