Sauk Valley Community College

STRATEGIC PLANNING PROCEDURES MANUAL
THE PURPOSE OF STRATEGIC PLANNING 
Strategic planning at Sauk Valley Community College is comprised of two important components:  the planning process and the actual strategic plan.  Strategic planning helps the College determine what it will do and where it will be in the future, and establishes the general plan to get us there.  The process and product of strategic planning:
· Articulates our commitments
· Maintains a focus on quality learning

· Engages stakeholders at all levels

· Promotes leadership, collaboration and effective processes
· Promotes priority-driven decisions

· Provides the basis for the allocation of resources
· Prepares the institution for the future
· Provides a basis for determining institutional effectiveness

DEFINITIONS

There are several terms that are used extensively throughout the SVCC planning process and in the final plan.  They are listed and defined below in an effort to eliminate the confusion that commonly results when people ascribe slightly different definitions to the same terms.

Mission


The mission tells who we are and what we do.

Vision
The vision is future oriented, telling who we want to become and what we will do in the future.

Strategic Goals
The strategic goals broadly explain what we must do to move from the mission toward the vision.

Strategic Objectives
The strategic objectives break the strategic goals into short-term activities whose outcomes can be measured.  
Operational Plan
The operational plan describes the activities that each department engages in to meet the strategic objectives.

RESPONSIBILITIES

The responsibility for developing, implementing and evaluating the strategic plan is shared among all of the College stakeholders, especially the Board of Trustees and all employees.  The general responsibilities of each group are summarized below.
Board of Trustees

The Board has overall responsibility for governance of the College. In carrying out its responsibility, it has the following specific duties, as well as others:

C. To determine the broad general policies yearly, short and for governing the College, and to present long term direction for the College, to the President.

D. To approve the annual budget.  (Board policy 109.01)

The Board also “assumes a full commitment to the objectives and philosophies of the Illinois Community College Act and to the standards and criteria as may from time to time be set forth by the Illinois Community College Board and the Illinois Board of Higher Education.” (Board policy 102.01)

The strategic plan presents the Board with the formal opportunity to provide direction to the College and provides a tool for evaluating the College’s effectiveness.  The Board’s participation in the strategic planning process is crucial to their governing responsibilities.  Specific Board planning activities include:
· Develop a vision statement for the College to pursue

· Establish the strategic goals that will enable the College to achieve its vision

· Evaluate the College’s progress in achieving its vision

President

“The President’s primary responsibility is to provide vision for the College and continuous leadership and direction for the planning and operation of all aspects of the College’s programs and services in conformity with Board policies, ICCB and IBHE rules and regulations, and State law.”  (President Job Description)
The strategic plan provides the President a tool for engaging all of the College’s employees in serving the college district, focusing on quality learning and evaluating the College’s effectiveness.  The President’s participation in the strategic planning process communicates the importance of the College’s vision and goals, and for maintaining a cohesive institutional effort.  
The President’s planning activities include:
· Appoint a “planning director” to coordinate and expedite the planning process
· Encourage and support wide-spread staff participation in the planning process

· Consider and approve or disapprove recommendations coming from the planning process

Planning Director
The position with the title of “planning director” may not exist per se, but its function is assigned by the President to an administrator.  The function of the planning director is to facilitate the various elements of the College’s planning process.  The planning director facilitates the process by communicating with and among committee chairs, department heads and administrators.  
Administrators
Every administrator serves as a member of the administrative team, including service on the Administrative Council and cooperation with other members of the administration in addressing issues that relate to both their division and the overall mission of the College.  

Planning activities of each administrator include:

· Implement the planning process at the local departmental level

· Encourage department-wide staff participation in all aspects of the planning process 
· Utilize the planning process for continuous improvement

Faculty

While faculty members’ primary responsibilities lie with quality learning, their duties also include: a) Support and promote the philosophy and mission of this learning college, using them as guidelines in decision-making; b) Assume responsibility for accomplishing the goals and objectives of the College; and c) In accordance with the College-wide strategic planning process, regularly review the need for courses, programs and other curricular issues. (Instructional Staff job description)
Their planning activities include:

· Participate as individuals in the College’s committee and planning system

· Participate in departmental activities related to developing, implementing, and evaluating plans.

Support and Professional/Technical Staff
While Support and Professional/Technical staff have a variety of individual responsibilities, it expected that each will participate in the College’s planning process.  Their planning activities include:

· Participate as individuals in the College’s committee and planning system

· Participate in departmental activities related to developing, implementing, and evaluating plans.

COMMITTEES AND STRATEGIC PLANNING 

While the responsibilities described above are based on the College’s organizational structure and lines of responsibility, the committee structure fosters college-wide communications and promotes the reality of shared governance.
The committee structure establishes formal cross-committee and cross-departmental communication by establishing membership rosters by position, which includes representatives from all employee classifications and from multiple departments.  Communications are established by having people serve on multiple committees, and in some cases, committee members are assigned to represent the committee to other committees.  In many cases one committee’s work flows into another’s.  The committee structure is depicted in the Organizational Planning and Improvement Structure which appears as Appendix A.
The primary responsibility for developing the strategic plan is assigned to the Organizational Planning and Improvement Committee (OPIC) with annual reports and recommendations coming from two OPIC subcommittees and two standing committees.  Additional reports and recommendations may also be made from any other committee or department.  
Organizational Planning and Improvement Committee (OPIC)  

OPIC is the College’s primary planning committee and its membership is comprised of all levels of employees from all areas and departments.  The planning director and President are the committee’s co-chairs, and the planning director facilitates OPIC’s work in planning.  OPIC’s responsibilities include:
· Review institutional progress on core performance indicator benchmarks

· Review progress reports from Internal and External Review Teams, Program Reviews, and Academic Assessment

· Recommend priorities for institutional improvement based upon data provided by:

(a) Internal Review Team

(b) External Review Team

(c) Program Review Committee
(d) Assessment of Academic Achievement Committee

· Make recommendations to the President for actions with budgetary implications

· Develop future strategic plans for the College
OPIC’s committee charge appears as Appendix B.
The College’s mission statement, vision statement, strategic goals and strategic objectives are reviewed and revised every three years by the Board and OPIC, as the major planning process.  OPIC has the option to review them each year and recommend revisions to the Board if necessary, typically between January and May.
Internal Review Team (IRT)   



The IRT is an OPIC subcommittee that participates in the College’s annual environmental scan by conducting an analysis of the College’s internal strengths and weaknesses.  Upon completion of the identification of strengths and weaknesses, the IRT works with the External Review Team to combine the internal findings with the External Review Team’s external findings to conduct a SWOT (strengths-weaknesses-opportunities-threats) analysis and develop recommendations which are presented to OPIC.  Specific responsibilities include the following:
· Review scan results; verify against other data and share college wide. 

· Offer opportunities for broad based input, synthesize, and make recommendations to OPIC.

· Provide feedback to constituencies.

· Provide joint report with External Review Team to OPIC.

· Analyze and review assessment summaries of yearly operational plans.

· Identify 3 - 4 indicators to monitor progress on (e.g., Transfer Rate, Completion Rate, Noel Levitz Student Satisfaction Inventory, etc.).

· Update internal scan yearly.

The IRT’s committee charge appears as Appendix C.
External Review Team (ERT)  


The ERT is an OPIC subcommittee that participates in the College’s annual environmental scan by conducting an analysis of the external opportunities and threats facing the College.  Upon completion of the identification of the opportunities and threats, the ERT works with the Internal Review Team to combine the external findings with the IRT’s internal findings to conduct a SWOT (strengths-weaknesses-opportunities-threats) analysis and develop recommendations which are presented to OPIC.  Specific responsibilities include the following:

· Conduct environmental scan to identify external factors and trends (cultural, demographic, economic, political, technological, etc.) that will have an impact upon the College.

· Cross validate external findings against internal scans.

· Share findings with College's constituencies and provide opportunity for feedback.

· Work jointly with Internal Review Team and provide summary report to OPIC. 

· Identify core performance indicators and set benchmarks to measure progress toward achieving strategic goals (select from ICCB Performance Indicators and other indicators).

· Monitor progress on performance indicators.

· Submit report on indicators to OPIC.

The ERT’s committee charge appears as Appendix D.
Program Review Committee (PRC)  


The PRC is a standing College committee that coordinates the program review process, considers completed reviews, and develops reports on annual program reviews.  Specific responsibilities include the following: 

· Oversee Instructional and Non-Instructional Program Review process
· Review recommendations from program reviews
· Submit written summary report to Organizational Planning and Improvement Committee (OPIC)
· Submit written summary report to Curriculum, Policy and Faculty Development Committee (CPFDC)
· Addendum Report to reporting agent for ICCB

The Program Review Committee charge appears as Appendix E.
Assessment of Academic Achievement Committee (AAAC) 

The Assessment Committee is a standing committee that coordinates the College’s assessment process, and develops and presents internal reports on the progress of the process and its findings.  Specific responsibilities include the following:

· Oversee/direct/support the ongoing Learning Outcomes Assessment process and act as a catalyst for continual improvement

· Encourage, collect, evaluate, and provide suggestions regarding on-going General Education Assessment of the Core Competencies

· Assist, with the design of assessment outcomes of new courses/programs

· Communicate assessment results to faculty at large

· Make recommendations for Institutional improvements to OPIC based on Assessment results

· Write the Yearly Assessment Report and submit to OPIC

· Orient new faculty to Learning Outcomes and Assessment,  terminology, and measurable/observable objectives
· Oversee CAAP process

The Assessment Committee charge appears as Appendix F.
THE STRATEGIC PLANNING PROCESS

Major Planning Process
The strategic plan is a three year plan with annual updates.  Major planning is conducted during the fall, winter and spring every three years with implementation scheduled for the start of the following fiscal year.  Implementation dates are on July1, 2006 and every three years there after.  The major planning components focus on revising the College’s mission, vision, strategic goals and objectives.
Mission/Vision/Strategic Goals
The strategic planning process begins with the Board of Trustees reviewing and revising the College’s current mission statement (present oriented statement that describes who we are and what we do), vision statement (future oriented statement that describes who we want to be and what we want to do), and strategic goals (broad statements that describe how we progress from our present mission to the desired vision).  This work is facilitated by the planning director at a Board retreat scheduled late in the fall or early January.  
Strategic Objectives

The revised mission, vision and strategic goals are presented to OPIC at its January meeting.  The planning director facilitates OPIC’s work to develop strategic objectives which describe short-term activities   OPIC members have the option of developing the objectives during regularly scheduled meetings or at a special retreat.  The completed objectives are presented to the Board at its February meeting for their acceptance.  After receiving the Board’s acceptance, the new goals and objectives are inserted into the operational planning templates and become a part of the annual planning process.
Annual Planning Process
The annual planning process is scheduled around the budgeting cycle, which is dictated by the State and Board policy.  Since it is a continuous cycle, the annual planning process does not have a clear starting or ending point.  Information and data are continually collected and recommendations made in time to be considered during the budgeting process.  The annual planning process contains activities which involve employees from throughout the College serving on committees and working within their respective departments.  The primary components of the annual process include assessment, program review, environmental scan, operational plans and budgeting which are depicted in the Institutional Improvement and Planning Annual Cycle which appears as Appendix G and described below.

Operational Plans
The operational plans translate the broad strategic goals and objectives to specific activities to be engaged in by individual departments.

Every department completes an annual operational plan which links its planned activities to the strategic plan.  The planning director distributes the operational planning templates to all administrators in March or April along with instructions, timelines and procedures for completion which include approval by the respective vice president.  The operational plan template is a multi-column form that is completed in two stages.  First, departments complete their plans by inserting into the appropriate columns their planned activities, naming the person responsible, identifying a targeted completion date and indicating the specific objectives to which each activity is related.  Department heads facilitate the operational planning process within their respective departments by involving their staff in developing the plans.  The plans include recommendations stemming from assessment and program reviews.  Implementation of the operational plans begins on July 1, and the finalized plans are submitted to the planning director in September.  The operational plan templates for the 2005 – 2006 year appear as Appendix H.
The second stage of completing the operational plan template is done at the end of the fiscal year when departments report the results of their planned activities.  The planning director distributes the originally submitted templates in June for the departments to insert outcomes into the remaining columns and return in July.  Explanations are provided for activities that are not completed, and can be carried over to the next operational plan if they are still pertinent activities.  The planning director reviews all of the year end operational plan reports and generates a report of the highlights, which is presented to OPIC at its November meeting.  This report provides OPIC with a broad understanding of the activities that are being pursued to meet the College’s strategic goals and objectives.  The report is also presented to the Board during one of its regularly scheduled meetings.
Environmental Scan

Each year an environmental scan is conducted by the Internal and External Review teams during the fall semester.  Each team has latitude for determining how to research its respective assignments, and commonly use staff surveys, College reports, reports and research conducted by universities and government agencies, and surveys and interviews with local business leaders and economic development professionals.  The planning director facilitates the meeting(s) during November and/or December when the teams compile their respective findings into a comprehensive SWOT (strengths-weaknesses-opportunities-threats) analysis and develop recommendations.  Representatives from the two teams present the SWOT analysis along with recommendations to OPIC in January.  OPIC may request that either team act on specific findings or report back with additional information at a later time.  OPIC makes its final decision to include findings and recommendations in its budget recommendations at its April meeting.
Assessment
In August each year, the assessment committee begins to aggregate and analyze the prior year’s assessment data.  It presents its report along with any recommendations that will impact budgeting to OPIC at its December meeting.  OPIC may request additional information to be reported at a later time.  OPIC makes its final decision to include findings and recommendations in its budget recommendations at its April meeting.  A full description of the committee’s activities and procedures appears in the Assessment Committee’s Procedures Manual, which is available on the SVCC web site.  
Program Review
Academic and non-academic program reviews are conducted on a rotating, five-year schedule.  Program reviews are conducted during the fall each year.  The Program Review Committee receives the completed reviews and determines if each review has addressed all of the required components, and if the findings and recommendations are justified.  The PR committee then prepares and presents a summary report to OPIC at its February meeting.  OPIC makes its final decision to include findings and recommendations in its budget recommendations at its April meeting.  A full description of the Program Review guidelines, process and review schedule appears in the Program Review Packet/Guidelines, which is available on the SVCC web site.
Budgeting

The College adheres to the State’s fiscal year, July 1 through June 30, and the budgeting process adheres to the guidelines and timelines established by the ICCB.  The Chief Financial Officer (CFO) leads the budgeting process which simultaneously provides information to and seeks input from the Board, departments through administrators and committees through OPIC.

The process begins when the CFO presents preliminary budget projections to the Board in January and to OPIC in February.  Departments provide budget input during March, which includes department operations and appropriate recommendations from assessment and program review findings.  During April, the Business Office compiles the departmental input for the President and Vice Presidents to review and refine, and then presents the revised budget to OPIC.  OPIC then considers the various recommendations resulting from the environmental scan and the assessment and program review committees, and makes its budget recommendations.  The budget is further refined in May.  The CFO prepares the budget for the Board, tying expenditures to the strategic goals and objectives, and presents the tentative budget to the Board at its May or June meeting.  The budget is further refined as needed and is presented to the Board for final approval at its June or July meeting, and then submitted to the ICCB by its October 15 deadline.  
STRATEGIC PLAN FORMAT

The planning director is responsible for preparing the printed summary strategic plan, and for having the summary plan added to the SVCC web site with links to all of its relevant components.  The Board and OPIC review and approve the plan prior to printing and posting on the web.
The strategic plan is summarized for low-cost and easy distribution, and includes the following items:

· Mission statement

· Vision statement

· Philosophy statements

· Core values

· Strategic goals

· Objectives

The strategic plan as well as selected support components are posted on the SVCC web site for staff and public access, and may include the following items:
· Departmental operational plans
· Report of the previous year’s operational plan accomplishments

CHANGING THE PROCESS


It is recognized that portions of the strategic planning process may need to be changed periodically for the purpose of improving the overall planning process.  Recommended changes may affect small portions of how committees operate or impact the entire planning process, and may come from the Board, committees, or individuals.  While there is no established procedure for making changes, it is the responsibility of the planning director to keep abreast of the proposed changes, assure that a democratic process is used to make the changes, communicate the proposed changes to affected stakeholders, facilitate the changes through an approval process (when necessary), and make sure that all supporting documents such as committee charges and procedures manuals are amended.
LIMITATIONS OF THIS MANUAL   

This manual is intended to outline the processes employed to establish and maintain SVCC’s strategic plan and to identify the general responsibilities assigned to individuals, departments and committees.  While the processes promote wide-spread employee involvement, communication and shared governance, it does not restrict or prevent the Board or the President from taking necessary actions to respond to rapidly changing situations or emergencies.
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