Fort Hays State University
Division of Student Affairs

Annual Key Dates

July
Office Goals to include annual goal, learning outcomes, and assessment   



plans




Update Briefing Portfolio




Retention Committee Three-Year Strategic Plan Update
Review Meal Plan costs and service days for the following year
August


Division Kick-Off
Convocation




Back to School Picnic
Employee Professional Development Plans Due




Fall Professional Development calendar





Supplemental Budget Requests
OPR Final Reports
Student Engagement Educational Events Calendar Due for the Fall

Auxiliary Year End Reserve Exercise

Send Drug Policy Disclosure to all students
September


Admissions No Longer Interested Data & County Reports




Following 20th day of class – admissions yield report




Following 20th day of class – Report to Regents due
Following 20th day of class – send HEOA links (Annual Security

            & Fire Report) to all enrolled students, prospective students, faculty/staff (Admissions/AVPSA/Student Life)




Following 20th day of class – Retention Initiatives Data Report

Following 20th day of class – Athletics Housing Scholarship 


Report due Following 1st Day of Class





Prior to September 15th - recommendation to VPSA on next year’s 





University housing rates
Annual Meeting to Review Budget for Athletic Housing Scholarships

Residence Hall Contract Review Process

Summer Camps & Conference Financial Report due

October


Prepare Financial Aid Default Rates for ISM
Auxiliary Fall Revised Budgets Due Based on 20th Day Data





Residence Hall Occupancy Report Based on 20th Day Data

Clery Report due





Classified Staff/VP Listening Session





Action Plans





Careers in Student Affairs Month




Revised Residence Hall Contracts Due
Classified Staff Annual Review (October 1-November 30)
November


Residence Hall Closing Listing to Campus Police
Student Engagement Educational Events Calendar due for the Spring

Staff Development Program

Residence Hall Contracts Printed & Available Online
Classified Staff Annual Review (October 1-Novemeber 30)

Classified Staff Performance Planning (November 1-December 31)

December


Holiday Party





Residence Hall Closing Listing to Campus Police





Preliminary SGA Allocations due
Career Services Report

Classified Staff Performance Planning (November 1-December 31)

January


Donor Update





Residence Life Spring Training

MLK Day of Service / Candlelight Ceremony

Final SGA Allocations requests due
Greek Community GPA & Involvement Semester Report created
Athletics Housing Scholarship Update Due Following 1st Day of Class





HEOA Annual Notice sent by AVPSA/Student Life





Annual Security and Fire Safety Reports sent to prospective 

student by Director of Admissions





ACT Profile Report (Due March 1) – Director of Admissions 




Send Drug Policy Disclosure to all students
February


Residence Hall Occupancy Report Based on 20th Day Data




Residence Life GPA Report





Staff Development Program





Family Day





February 10th – 20th Day of Class – Report to Regents this week




SGA / EOF Requests Due




Scholarship Funding Proposal – Financial Assistance
March



ACT Profile Report due to KBOR March 1
Classified Staff/VP Listening Session
Meet with President to discuss scholarship funding proposal

SGA Fee Review:

2012-13 – Memorial Union

2013-14 – Student Health Center & Center for Student Involvement

April



Classified staff mid-year review (April 1 to June 30) 

Academic Advising Survey Report (ends in March)
Student Organization Awards Banquet
May



Residence Hall Closing Listing to Campus Police




Qualified Admissions Report to Regents
Greek Community GPA & Involvement Semester Report created


Commencement

Unclassified employee evaluations / merit paperwork
Classified staff mid-year review (April 1 to June 30) 

June



Auxiliary Annual Budgets





Annual Reports to include annual goals, trend data, learning

and assessment outcomes




University Committee Reports 




Retention Committee Report

Classified staff mid-year review (April 1 to June 30) 
Donor Update
Send Drug Policy Disclosure to all students
Annual Key Dates include:

· VPSA reporting requirements for all departments (e.g. annual goals, data plans, learning outcomes, and assessment plans)

· VPSA reporting requirements for specific departments or committees not included in bullet 1
· VPSA listening sessions for classified staff

· University action plan timelines

· SGA EOF & Allocations deadlines

· Federal, State, or Regent reporting requirements 
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