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1. Unit: List the name of your Unit at the top right corner

2. Type of Plan: Asks you to indicate whether you are or are not requesting additional resources in your plan

a. Zero-based budget: Indicate a zero-based budget if you are not requesting any additional resources. However, you are still responsible for preparing and justifying your budget package worksheets provided to you from the Business Office. You must bring your budget package worksheets with you when you meet with your Provost, Dean or VP to discuss your annual unit plan so that they may be attached and submitted to the Controller.

b. Self-funded: Indicate self-funded if your unit requires no funding from FKCC. You will not be required to complete the budget package worksheets, however, you will still submit your annual unit plan to the Office of IE and discuss it with your Dean or VP.

c. Additional Budget Requests for Personnel, Equipment and/or Supplies: Indicate additional budget requests if you are requesting resources above your existing budget. For instance, you would check this box if you were requesting a new position or position upgrade, additional supplies or equipment. You must attach a budget request form for whatever it may be that you are requesting above your existing budget.

d. Renovations/Remodeling: Indicate Renovations/Remodeling if you are requesting renovations or remodeling. You will also have to attach a budget request form to justify this request. Please note that it may take approximately one year (sometimes longer) to be notified of approval for these requests. Therefore, if you are requesting any remodeling or renovations, you should state as your objective: 

“Receive approval for remodeling project.” Then, by next Spring when it is time to plan, you would most likely have been notified whether you received approval for funding and you can state your next objective as:

“Implement the remodeling process.” 

3. Division: List what division your unit falls under: Instructional, President’s Office, Administrative, Business Services, or Student Affairs

4. Unit Director: List the name of the unit’s director

5. Budget Account Number: List your 6-digit budget account number

6. Total Amount Requested: If your plan is a new/additional money request, then you must place the total amount requested on this line

7. Unit Purpose Statement: The unit’s purpose statement is its statement of role or purpose and is linked to the College’s mission. This statement is written on prior Annual Plans and Annual Assessment Reports and can be found on FKCC’s website under the link, Office of Accreditation and Assessment.

8. Unit Goal: A goal is an intended, broad-based result expressed in general terms. It is an end toward which effort is directed. It is an aspiration to make improvement that is driven by the mission of the College. An example goal for the IE unit: Enhance strategic planning, evaluation and assessment processes and documents in compliance with SACS principles.

9. Link to College Goals: List the number(s) of the College’s Institutional Goals that your unit goal supports

10. Unit Objective/Project Description: An objective is specific, measurable, and determines whether progress is being made toward the goal. Each unit should list two to three objectives. If you are requesting new/additional money, then those requests MUST BE identified as an objective with an expected outcome and follow the same assessment processes as objectives that do not require new resources. 

11. Link to Plan: List the number(s) of the College’s Strategic Objectives that your unit objectives support

12. Expected Outcome: This term refers to a measurable, expected result from attainment of an objective. These are measurable benefits to the students or community of the college. 

Example: 100% of unit/programs will complete a review in fall 2010 to ensure relevancy of current annual plan.

13. Assessment Criteria, Evaluation Methods: Measures that provide specific information about the degree to which actual results meet expected or desired outcomes, objectives, or goals. The assessment criteria for evaluating the above example expected outcome would be the number of program/unit reviews completed.

All Unit Planning Stops Here…The Rest Of This Form To Be Completed During Spring Assessment By Utilizing Data – Instructional Faculty Please Go To Student Learning And Program Outcomes Section
14. Assessment Results: Utilizing actual data to describe the objective’s performance. This is where you would indicate the results of the assessment criteria and identify whether the objective was met, not met, withdrawn, or in progress. If the objective is still in-progress, then a completion date must be listed. 

The assessment results for the example assessment criteria would be that 85% of college units/programs completed their review in fall 2010. 

15. Use of Results: Refers to the analysis of assessment data or results to draw formative or summative conclusions about program and/or institutional functioning. 

The Use of Results for the example assessment results would be “in-progress – to be completed by summer 2012, however, preliminary assessment results indicate that conducting a program/unit review has ensured the relevancy of unit/program objectives in the current planning year.” 
· When you have completed assessing your Annual Plan, please attach an “Assessment of Annual Plan Routing Form” and follow the directions for submission.

All Instructional Units must complete the section on Student Learning Outcomes. 

For Instructional Units: You must identify two or three student learning outcomes on your annual unit plan and one to two program outcomes.
1. Begin by listing your unit objective as “To provide quality education.”

2. Link to Plan: list the number of the College’s Strategic Objective that your objective of “providing quality education” supports.

3. Student Learning Outcomes: Student Learning Outcomes are benefits for students. These refer to the specific, measurable knowledge, skills, or developmental attributes that students actually develop through their college experience and can demonstrate. They are changes in knowledge, values, position, skills, behavior or status. Student Learning Outcomes usually begin with the phrase, “upon completion of this course, student will be able to.”  Example: Student will be able to wedge clay or Student will be able to describe the scientific method.
4. Program Outcomes: Program Outcomes are typically what faculty hope students achieve once they complete a program or set of courses (e.g. pass the state nursing licensure exam, get a job in a related field, transfer to a 4-year university). Program outcomes are measures that program directors determine to constitute success – 85% pass rates on national exams, etc

In this section of the plan, you want to identify one or two program outcomes that correspond with the objective “to provide quality education.” When identifying program outcomes, it is important that you also identify what constitutes success on that measure (e.g. 80% improvement) Example: “75% of students will work in the field…” or “50% of students will transfer to the state university system...”  

5. Assessment Criteria & Evaluation Methods: Measures that provide specific information about the degree to which actual results meet expected or desired outcomes, objectives, or goals.
· Student Learning Outcomes can be measured by essays, tests, quizzes, oral presentations, reports, projects, grade distribution reports, end-of-course test scores, pre and post-test scores from students upon entry and exit from a course, completion rates and retention rates, critical success factors, licensure, portfolios, etc.  

· Program Outcomes can be measured by performance of college transfer students, job placement, transfers, passing rates for licensure and certification examinations, success rate of developmental students in subsequent college-level courses, employer satisfaction with graduates, employment status of graduates, survey responses, employer satisfaction with customized training, etc.
It is beneficial to utilize several forms of measurement.

All Instructional Unit Planning Stops here…the rest of this form to be completed during Spring assessment by utilizing data
6. Assessment Results: Utilizing actual data to describe the objective’s performance. This is where you would indicate the results of the assessment criteria and identify whether the objective was met, not met, withdrawn, or in progress. If the objective is still in-progress, then a completion date must be listed. It is important to specifically list all of the data you gleaned from the various forms of measurement that assisted you in evaluating your results.

7. Use of Results:  Refers to the analysis of assessment data or results to draw formative or summative conclusions about student learning and program outcomes. You must indicate any program additions/deletions or curriculum modifications made as a result of the assessment. 

When you have completed assessing your Annual Plan, please attach an “Assessment of Annual Plan Routing Form” and follow the directions for submission.

Directions for Completing the Annual Unit Plan
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