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ANNUAL REORT GUIDELINES for WEAVE-Online

The annual report should provide a concise but comprehensive report about the annual activities, accomplishments, and future challenges for a budgeted University unit.  The report should provide valuable data which can be captured and used by the next level supervisory unit for each area (e.g. the highlights from the report for the Department of Biological Sciences should be incorporated into the annual report of the College of Science and Technology, and the highlights from the Office of School Relations should be incorporated into the annual report of the Division of Enrollment Management).

The annual report is reflective and narrative in nature.  All other departmental entries into Weave on line should be completed and reviewed prior to compiling an annual report.

A.  WHO should complete an annual report.
Only budgeted units should complete an annual report.  Therefore each academic program (e.g., B.S. in Spanish) does not complete an annual report, but the Department of English and Languages does complete an annual report.

B.  HOW to complete the annual report.

1.  Executive Summary (Required of all units)
Enter a one to three page narrative that reflects on the units’ most important progress/activities/ accomplishments and challenges for the year.  If multiple programs exist within the unit, the current status of each program should be mentioned.  This summary should contain major changes within a unit and should contain a summary of the overall assessment plan.  In the current status of each program please include a brief discussion on program viability (program size/number of majors) and related action plans.  This section of the annual report should be written within the context of the department/units mission and strategic goals in mind, but not restricted to those areas.

1A.  In the FINAL paragraph of this executive summary section of the annual report (please add this paragraph for 08-09 and to all subsequent year assessment cycles), please summarize specifically how you have used your assessment findings (both in academic program and administrative offices) to improve those programs and administrative operations.  The operative word is “improve” (changes made, goals stretched, new goals, new strategies, curriculum changes, development initiatives, etc.).  Please highlight this summary paragraph by altering the font to bold italics.

2.  Contributions to the Institution (Required of all Units)
Summarize in one to three paragraphs, the major contributions of the unit to the University’s mission and strategic plan during the past year.

3.  Highlights (Required of all Units)

In bullet form, list in descending priority order, the top 10-20 most important highlights for the unit.   This list may include new faculty in the unit, new programs approved initiated, major grants received, teaching innovations, new projects or initiatives, and other items of interest.

4. Teaching Activities 

a. Academic Units (Academic Departments, Colleges) (Required)
In bullet form provide a few (3-8) notable teaching activities.  In one to three paragraphs following describe what significant teaching objectives were accomplished (e.g. new programs or certificates; use of technology innovations; grants awarded related to teaching; major curriculum changes; teaching collaborations; curricular initiatives related to service learning, writing, teaching and learning through research, communication, or diversity; faculty development; developmental education initiatives, student engagement initiatives,  intrusive advising; faculty awards for teaching.)
b. Administrative Units (non-academic) Optional
Describe contributions of your unit to the overall teaching mission of the university. If you are a unit in which this is one of your primary areas of focus, you must complete this section. (e.g. Honors program, General Studies units, International Education, Writing Intensive Program and similar entities)

5. Research and Scholarly Activities

a. Academic Units (Academic Departments, Colleges) (Required)

In bullet form provide a few (3-8) notable scholarly activities in the department.  In one paragraph following, describe what significant research and scholarly objectives were accomplished (e.g. major grants awarded; research collaborations; research/ scholarship awards received by faculty; initiatives related to the undergraduate research initiative).

b. Administrative Units (non-academic) Optional

Describe contributions of your unit to the overall research and scholarship mission of the university.  If you are a unit in which this is one of your primary areas of focus, you must complete this section (e.g. grant writing office, office of sponsored projects, TIAER, Center of Ag Excellence).



6.  Service (public, community, university)

a. Academic Units (Academic Departments, Colleges) (Required)

In bullet form provide a few (3-8) notable service activities

within the department.  In one paragraph describe what significant service related objectives were accomplished (e.g. faculty awards for service, national committee service, community events hosted,  conferences hosted, community partnerships, community relationships, fund raising)
b.  Administrative  Units  (non-academic) Optional

Describe contributions of your unit to the overall service 

mission of the university.  If you are a unit in which this is one of your primary areas of focus, you must complete this section (e.g. Langdon Center, Radio Station, Institutional Advancement, Gordon Center, Athletics)

7.  International Activities


Definition:  For Tarleton’s purposes, this section (International Activities) should be used to address ANY initiative related to global education, globalization, diversity, study abroad, international partnerships, diversity in the curriculum, overseas internships, conferences/programs/research conducted/attended at international locations or with international partners, experiences created for students within this country that expose them to diversity not encountered at the residential campus, experiences created for students on campus that focus on diversity).

a.  Academic Units (Academic Departments, Colleges) (Required)

In bullet form provide a few (2-5) notable international/diversity activities wtihin the department.  In one paragraph describe what significant diversity related objectives were accomplished. 

b. Administrative Units  (non-academic) Required
Describe contributions of your unit to the overall diversity goal 
of the university.  

8. Challenges  (Required)

List in bullet form the 3-5 major challenges faced by your unit in the coming year.  Include one paragraph that ties these challenges to your priority goals and objectives for next year.

