 Administrative Unit Reflection Form

This form is designed to guide units through a structured review of their programs, services, and resources using a selection of Council for the Advancement of Standards in Higher Education (CAS) standards as a framework. By reflecting on these seven areas, units can identify strengths, highlight opportunities for growth, and document evidence of their impact.  The purpose of this form is not only to assess current practices but also to foster continuous improvement, ensure alignment with institutional mission, and enhance functions and services. Findings from this form will guide the unit’s annual assessment initiatives. Please respond to all prompts and direct any questions to Kelly McCarthy (kmccarthy@floridapoly.edu) in the OIRE.
  I. UNIT INFORMATION								
Provide your unit's mission statement:

	



Briefly state the primary functions, programs, and/or services your unit provides:
	



Identify the key stakeholders and populations your unit serves:
	



Indicate who was involved in the completion of this reflection form:
	


  II. CAS STANDARDS REFLECTION	
For each of the seven areas in this section, provide a rating and then respond to the prompts provided.

Rating Scale:
Opportunity for Growth: Minimal evidence or practices in place.
In Progress: Some practices implemented, but not fully consistent or comprehensive.
Well Established: Practices are systematic, documented, and regularly evaluated.

If you would like more information on the CAS standards, or guidance in answering these section prompts, your area’s specific CAS standards are provided in the Administrative Unit Planning and Assessment Teams space.  For units that do not have specific standards, the general standards are provided in the Teams space.  

	1. PROGRAM & SERVICES:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

What programs and/or services do you offer and which stakeholder group(s) do they serve?
1. Across the top row, write the names of your stakeholders (one stakeholder per column).
2. Down the left-hand column, list your programs or services (one per row).
3. For each program/service, look across the row and place an “X” in the column of any stakeholder that is involved, affected, or connected to that program/service.
4. Add additional rows or columns if needed.

	
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	

	Click or tap here to enter text.
	
	
	
	



What challenges or gaps exist with your existing programs and services?
	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	2. STUDENT LEARNING, DEVELOPMENT, & SUCCESS:



Rating:  ☐ Not Applicable   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How do your programs and/or services support curricular or co-curricular experiences, student development or success?

	



What gaps or challenges exist with these programming/services?

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	3. COLLABORATION & COMMUNICATION:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How effectively does your unit collaborate with students, other campus units, and/or external partners?

	



What communication strategies does your unit use, and how well do they facilitate positive relationships?

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	4. ASSESSMENT:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How does your unit assess its programs, services, and/or outcomes?

	



How effectively does your unit use assessment results to inform decision-making and continuous improvement?

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

		




	5. HUMAN RESOURCES:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How adequate is your staffing to fulfill your unit's mission?

	 



What professional development opportunities exist for staff, and how do you support staff growth and effectiveness?

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	6. FINANCIAL RESOURCES:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How adequate are your financial resources to support your unit's mission and programs/services?

	



How transparent and responsible are your fiscal management and resource allocation practices?

	


	
Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	7. FACILITIES & INFRASTRUCTURE:



Rating:   ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

How well do your facilities and equipment support your unit's mission and meet the needs of your stakeholder(s)?

	



What facilities or equipment limitations affect program/service delivery or quality?

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) 

	




	8. OTHER AREA NOT LISTED ABOVE (OPTIONAL):



Rating: Rating:  ☐ Not Applicable  ☐ Opportunity for Growth   ☐ In Progress   ☐ Well Established

If there is an additional area(s) of your unit’s work that you feel is important to reflect on but is not included in the sections above, please describe it here.

	



Cite any evidence supporting your reflection (e.g., survey data, feedback, utilization stats, benchmarking, training, resources, audits, reporting, etc.) and indicate how you could strengthen this area.

	



  III. SYNTHESIS AND PRIORITY IDENTIFICATION
What are your unit's greatest strengths as identified through this reflection process?

	




What are the most critical gaps, challenges, or opportunities for improvement identified through this reflection?

	




What internal or external factors (e.g., institutional changes/mandates, resource constraints, emerging student/staff needs, trends in higher ed, etc.) should inform your unit's strategic priorities moving forward?

	




Based on this reflection, identify at least five priority areas your unit should emphasize in goal development. Focus particularly on areas marked as “In Progress” or “Opportunity for Growth,” along with institutional strategic priorities, as these represent strong opportunities for meaningful goals and subsequent assessment.

	



Once you have completed the form, save a copy in your Unit channel within the 
Administrative Unit Planning and Assessment Teams space.
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