Division of Student Affairs Planning Cycle

	Activity
	Jul
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun

	Divisional Planning and Assessment
	Complete evaluation (begun in May and June) of all assessment results from previous FY

(Annual Report of past year just completed)

Make appropriate adjustments as suggested by evaluation and actual budget allocations to Annual Report of current (new) year

Submit Department Annual Reports to Director of Assessment
	Post Divisional Annual Report to web
	Initiate Planning and Assessment development activities for next year based on evaluation of assessment results of the past year (as documented in the departmental annual reports) and any preliminary assessment results collected for the current year
 
	Submit Draft Planning and Assessment document for next FY to Director of Assessment
	
	
	 
	
	Begin analysis of assessment results.  Compare actual outcomes to intended outcomes. Consider the implications of this analysis on the coming (year beginning July 1) and future
 plans.  This process will produce the data analysis and reflection which will be documented in the annual report

	
	(    Collect assessment results on activities in progress according to plan     (

	E&G Budget
	Fiscal Year Begins
	
	
	
	
	
	Account Directors Prepare Budgets Proposals for next FY
	Budget Proposals due to appropriate sub-division head
	Leadership Team reviews and prioritizes E&G requests
	
	
	BOT Approval

	Auxiliary Budgets
	Fiscal Year Begins
	
	
	Appropriate staff review and propose any fee changes requiring BOT approval
	Account Directors Prepare Draft Budget Proposal
 for next FY and submit to appropriate sub-division head


	BOT approves any fee changes
	
	Prep work for BOT 
Account Directors Prepare Final Budget Proposals for next FY


	BOT approves Housing rates and other fees
BOT approves ERCCD fees and update to ERCCD Regulation 
Budget Proposals due to appropriate sub-division head and VPSA for review and approval
	
	
	

	A&S Fee Budget
	Fiscal Year Begins
	
	
	Call for new fee funded priorities.

Set master priorities at SA Directors’ Meeting.
Prep work for BOT
	Fee Committee meets to recommend Fee levels

	Departments and RSOs Prepare Draft Budget Proposals
 for next FY
Departments Prepare Final Budget Proposals
BOT approves Fee proposals
	Week 1: Department Budget Proposals due to appropriate sub-division head.

Sub-division head and VPSA provides feedback on budget proposals

Weeks 2/3:

Budgets Proposals due to SGA Finance Committee
	SGA Finance Committee Hearings
	SGA Finance Committee recommends budget.

SGA Senate approves budget and forwards to University President


	Approved budget is forwarded to University Budget Office
	
	

	Athletic Fee Budget
	Fiscal Year Begins
	
	
	AD Prepares Draft Budget Proposal
 for next FY and submit to VPSA and Fee Committee

Prep work for BOT
	Fee Committee Meets to Recommend Fee Levels

	AD Prepares Final Budget Proposal for next FY
BOT approves Fee proposals
	
	
	Budget Proposal Due to VPSA for review and approval
	Approved budget is forwarded to University Budget Office
	
	

	Health Fee Budget
	Fiscal Year Begins
	
	
	Director H&CS Prepares Draft Budget Proposal
 for next FY and submit to AVPSA and Fee Committee

Prep work for BOT
	Fee Committee Meets to Recommend Fee Levels

	BOT approves fee proposals
	
	Director H&CS Prepares Final Budget Proposal for next FY

	Budget Proposal due to VPSA for review and approval
	Approved budget is forwarded to University Budget Office
	
	

	Facilities Planning
	
	
	
	
	 
	
	Week 1: RFP for PECO Formula Funded Projects/5 Yr Fixed Cap Outlay (Major Cap) Plan

Week 3: Proposals due to Leadership Team for review and priority
	Divisional priorities set and submitted to Facilities Planning
	 UPC Facilities Planning Committee prepares for April UPC meeting and next BOT meeting
	
	
	

	Major Recurring Activities (based on past schedules)
	Orientation
Select Johnson Scholarship recipients
	Orientation

Housing Opening

Welcome Week
Part-time job fair


	Sorority Rush

Fraternity Rush

Fall Frenzy

Career Fair
Volunteer Fair
BOT Meeting
	Talent Show

Homecoming 

Corporate Cup

Big Argos/Little Argos
Etiquette Dinner

Depression Screening Day

Alcohol Awareness Week


	Big Argos/Little Argos
Veterans Appreciation Reception

	Great Escape

Commencement

BOT Meeting
	Orientation (for Spring)
Fraternity Rush
Volunteer Fair
	SDRC Student Transition Conference

Hal Crosby Leadership Award applications

Love Fest

Lip Sync Competition
Career Fair

Student Transition Conference

(SDRC)


	Spring Break
Career Fair

Hal Crosby Leadership Award selection
BOT Meeting
	Festival on the Green

Convocation

Exam Jam

Hal Crosby Award Luncheon

Etiquette Dinner

Leadership Awards Dinner

Take Back the Night 

SA Symposium
	Orientation for Summer
Memorial Day Flagpole 

Celebration/

Memorial event

	Orientation
BOT Meeting

	UCSA Program Planning
	
	Staff Training (after school starts)
	NACA Fall Conference (begin major booking effort for Spring and Fall)
	Program Committees and Staff establish goals for next FY
	Interview/Selection process for Homecoming Committee & CAB Executive Board
	
	Begin major planning effort for Homecoming
	NACA Spring (begin major booking efforts for Fall and Spring)
	
	
	
	

	RSS Program Planning
	Passport to Paradise
	Passport to Paradise 
Staff Training (before school starts)
Late Night With Recreation

Lifeguard Competition

Welcome Week Tubing Trip


	
	Program Staff and student leaders establish goals for next FY
Challenge Biathlon

Halloween Hike

Battle of Hall Stars
	NIRSA Flag Football Tournament

Spring Student Employee Recruiting
	
	Spring Staff Training

Swim Meet


	Swim Meet


	William M. Healey Award Nominations


	NIRSA Conference
William M. Healey Award 

Selection

Summer/Fall Student Employee Recruiting

Sport Clubs Banquet

Intramural Sports Banquet


	Passport to Paradise

Staff Retreat
	Passport to Paradise

Swim Meet



	HRL Program Planning
	Hall Director
	Fall Move-in Day

RA Training
	
	Battle of the Hall Stars
	
	Night Breakfast
	FRAS Conference
	RA Selection
SEAHO
	Returning resident room selection for Fall
	Night Breakfast
	
	

	CSPA/GA staff recruiting
	
	Orientation
	
	Update brochure

Initiate contact with Graduate Studies regarding out of state fee funds 

Confirm that all online postings (professional associations, etc.) are updated

Encourage the inclusion of GA staff positions and departmental scholarship support in budget planning
	Compile listing of all potential GA staff positions planned for next year

Develop comparative compensation chart

Begin active marketing of program and GA slots
	
	
	
	
	
	
	

	COOP Plan Updates
	
	Hazard analysis: Tabletop on section 1.2.1 & 1.2.2
	
	
	
	
	
	
	Full scale operation Exercise bi-annually during first week. 
Test telephone tree annually.
	
	Awareness Curriculum, Hurricane Prep, Alternate site test- first week. 
	Alert and notification tests first week. 
Update plan and review with team by June 15, 

Distribute updated plan by 6/22 to EH&S

	VPSA Office
	Update Divisional Internal Contact List
	Sept. BOT Agenda Item Prep

Summer Newsletter Published
	BOT Meeting
	Fall Division Wide Meeting


	Dec. BOT Agenda Item Prep
	BOT Meeting
Fall Newsletter Published
Update SA Generated Credit Hours Report for Fall
	
	March BOT Agenda Item Prep
	BOT Meeting

Spring Division Wide Meeting
	Graduating Student workers reception

Student Affairs Symposium

Spring Newsletter Published
	June BOT Agenda Item Prep

Update SA Generated Credit Hours for Spring Report
	BOT Meeting

	
	
	
	
	
	
	
	
	
	
	
	
	


Recruit at Professional Conferences and Placement Showcases








� Evaluation of assessment results should be an ongoing activity defined by the particular report cycle for each outcome, however all evaluation for the previous year should be complete and documented by the end of July.  See activity for May and June.


� Each department/unit should work through an appropriate process to ensure that evaluation of assessment results are used to influence planning and assessment for the next year.  In addition to the results from the previous year, it is also appropriate to use any year-to-date assessment results that might be informative.


� In this context, “future plan” refers to planning for the following year and beyond.  This is preliminary thinking in preparation for planning activities that will occur during the fall to drive the budget and facilities planning cycle.


� Cost to Continue Format


� Cost to Continue Format


� Cost to Continue Format


� Cost to Continue Format





