COS Annual Planning/Program Review and Action Proposal Formats

For the 2007-08 Planning Year, the format for the annual plan has changed slightly. Please use this format in the plans that are due January 31, 2007.
If you have questions, please give your vice president or dean (as appropriate) a call.

Annual Planning/Program Review

Planning is a systematic process for the collection, analysis and evaluation of qualitative and quantitative data about a program or service provided by the College.  The process is designed to identify strengths and weaknesses of programs and to identify goals for improvement.  The purpose of planning is to enhance the vitality, effectiveness, efficiency and relevance of programs and services as it relates to the Mission and Strategic Plan for the College.

Each area of the college will develop an annual planning/program review document.  The intent is to do a brief review of what has happened during the past year and to identify any new objectives to be conducted during the upcoming year.  

A key element of the annual planning process is the relationship with both individual area’s Program Review and the Strategic Master Plan.  Both of these documents shall be reviewed as part of the process and the new objectives identified based on this review.

For any objectives which require an increase in expenditures or change in policy or procedures, an “action proposal form” should be developed.   The plan will include the following elements:

Annual Planning Format

Program Title:


Date:


Function Statement:



The “function” of the area is be described (usually in one or two sentences).


Review of Past Objectives:


List the objectives you have included in your plan for last year and describe progress made towards accomplishing them.

Review of Learning Outcomes:


List the Learning Outcomes for your area and assessment activities completed.

Review of Overall Program:


Respond to the following questions:



What’s working with the program?



What’s needs improvement?

New Objectives:


Review the goals of the Master Plan and identify objectives on how your area might assist in implementing them.  For each of the new objectives requiring district action (e.g. increases in budget, changes in policy), prepare an “Action Proposal Form to be reviewed by the Level 1-2-3 process.

PLANNING SCHEDULE

	Month
	Activity
	Who’s Involved

	LEVEL ONE

	August-September
	Distribution of Program Data:

Annual Program Review and Planning guidelines and directions provided to all staff.
	Vice Presidents



	October-January
	Meet and Develop Program Plans:

By January 31, the Annual Program Review and Plans will be completed for each of the identified areas and submitted to the Vice Presidents.  Level 1 Committees, as needed, will review the plans developed by the individual areas and will identify planning priorities.
	· All Staff Members

· Program Directors

· Area Directors

· Level 1 Committees

	LEVEL TWO

	February
	Review of Program Plans:

 Level 2 Committees review the individual area plans and develop priority recommendations 
	Level 2 Groups:

· Education

· Administrative/Technical Services 

· Student Services

· Institutional Support 

	LEVEL THREE

	March-April
	Review/Recommendations for Institutional Master Plan Development:

The information/recommendations submitted by the 4 Action Committees will be reviewed and priorities established for staffing, facilities, and capital equipment needs for inclusion in the annual budget.  Short-term and long-term institutional strategies for achievement of goals.  Recommendations are forwarded to the Superintendent/President.
	Level Three

	March – May
	Review Preliminary Budget:

The individual budgets are entered into the system and reviewed .
	Level Three

	LEVEL FOUR

	May
	Preliminary Budget and Plans:

The preliminary budget and institutional master plan are submitted to the Board of Trustees.
	Board of Trustees

Budget Oversight Committee

CEO

	June
	Tentative Budget:

The tentative budget is reviewed and adopted by the Board of Trustees.
	Board of Trustees

Budget Oversight Committee

CEO

	September
	Final Budget:The final budget is submitted to the Board for approval.
	Board of Trustees

CEO


2006-07 Annual Plan FORM
Program Title:

Date:

Function Statement: The “function” of the area is be described.

Review of Past Objectives: List last year’s objectives & progress towards meeting them.

Review of Learning Outcomes: List the Learning Outcomes for your area.

Review of Overall Program:  Respond to the following questions:


What’s working with the program?


What’s needs improvement?

New Objectives:


Review the goals of the Master Plan and identify objectives on how your area might assist in implementing them. Note:  For each of the new objectives requiring district action (e.g. increases in budget, changes in policy), prepare an “Action Plan” form to be reviewed by the Level 1-2-3 process.

