Queensborough Community College
[Division – fill in and delete brackets]

Non-teaching Department Year-end Report

20__-20__ Academic Year

DEPARTMENT (OR UNIT):

[Fill in]
MISSION

INSTRUCTIONS:
Your mission statement should be no more than 80 words in length.

	


DEPARTMENT (OR UNIT) GOALS

INSTRUCTIONS:

Department (or unit) should have a manageable number of succinctly stated goals that complement and further define the function of the department (or unit). Goals are to the department mission as college goals are to the college mission. Department (or unit) goals here should be the same as on page 4.
	


A. DEPARTMENT-SPONSORED ACTIVITIES, 20xx-20xx
INSTRUCTIONS: For each activity, please indicate
1. the type and topic of activity and name of organizer/presenter if applicable

2. whether department members organized the activities or gave presentations or both 

3. the date (if not the exact date, cite the month when the activity occurred)
4. the number attending the activity
	  
Type of Activity and Topic
	Organized, Presented, or Both
	Date
	Number Attending

	[Add more rows if necessary]
	
	
	


B. INDIVIDUAL ACTIVITIES/ACHIEVEMENTS OF DEPARTMENT’S ADMINISTRATIVE STAFF, 20xx-20xx
INSTRUCTIONS: For each administrative staff member with achievements to report:
1. enter name

2. select the type of achievement from the menu

3. enter the citation as it would appear in a publication or formal report

4. indicate the semester when the achievement was completed 

	Name
	Achievement type (from menu)
	Citation
	Semester

	[Add more rows if necessary]
	
	
	


Menu
Book – authored or edited
Newspaper/magazine article
Journal article, other
Journal article, peer-reviewed
Book, chapter
Conference presentation          Conference presentation – published as proceedings
Book, introduction, preface, etc.
Lecture (invited)
Art exhibit curated          Art exhibited (juried show)

Service to department, college, university
Website development
Direction/choreography/dramaturgy/design
Performance (music, dance, theater)
Music composition published/performed

Play produced/performed
Review/commentary (including blogging)
Awards          Patent          Materials development
Grants awarded (title, awarding agency, amount and period of award)
Curriculum or laboratory development, workshop conducted
Works submitted/accepted/in press or in progress; works reprinted/republished
Service as a reviewer/editor/consultant
Conference, workshop, training attended
Other (please explain)
C. DEPARTMENT CHANGES, 20xx-20xx
INSTRUCTIONS:
Choose the type of change from the menu below and fill in the other columns.

	Type (from menu)
	Description of Change
	Reason for Change
	Date/Semester
	Evaluation of Change*

	[Add more rows if necessary]
	
	
	
	


*Note: if change has been too recent to evaluate, you may indicate NA.

MENU

	Type of change
	Description

	Personnel or organizational change
	New personnel, retirees, resignations, organizational changes, addition of departmental responsibilities, CCAS (13.3b), reclassification, merit increase, etc.

	Service, program, or project change
	Changes to the number, volume, or type of services, programs, or projects

	Facilities/space
	Renovations or development of new facilities (i.e., computer laboratories or relocation)

	Equipment
	Acquisition of new or disposition of old equipment

	Other
	Other changes affecting the department not included above and including interactions with other departments


	College goal(s) that department (or unit) supports:
	Department (or unit) goals:
	Department (or unit) outcomes:

	1.
	1.
	1.

	2.
	2.
	2.


Note: Department (or unit) may have more than two goals; goals may have more than one outcome; goals are aspirational, outcomes are measurable. Department (or unit) goals above should be the same as on page 1.
20xx-20xx Report on outcomes
	Department (or unit) goals
	Outcomes
	Targets
	Action plan/timeline
	Who
	Actual outcomes

	[Add rows if necessary]
	
	
	
	
	


Instructions:

· Copy columns on objectives, indicators, expected outcomes, action plan/time, and who from last year’s year-end report.

· Expand table as necessary.

· Action plan/timeline may have changed.
· Outcomes measure the degree to which the department (or unit) meets a particular goal.
20xx-20xx Department goals, outcomes, and targets [for subsequent year]
	Department (or unit) goals
	Outcomes
	Targets
	Action plan/timeline
	Who
	Actual outcomes

	[Add rows if necessary]
	
	
	
	
	[To be reported in subsequent year]


Instructions:
· Each department (or unit) goal, which should be aligned with a college goal, should have at least one outcome, with an action plan and timeline to achieve that outcome.

· The outcome is a means of measuring the degree to which a particular goal is met. The target is the specified outcome, which may be short-term (one year) or longer-term (more than one year).

· At the mid-year point, the department (or unit) may have to report partial or preliminary outcomes. At the end of the year, the department (or unit) reports actual outcomes.

Before submitting your year-end report to the Office of Institutional Effectiveness, please send it to your divisional head or supervising dean for review and approval. Once approved and submitted, the report will be posted as a pdf document on the college’s website.
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