
Annual Planning Form 
 
All committees and task forces should use this form to identify their long and short-term activities and 
projects, including those prescribed by their committee’s charge. Use this form to report each activity, 
relate it to the strategic plan goal that it supports, write measurable objectives for this activity, state the 
projected completion date, and note how the committee plans to evaluate the success of the activity or 
project.  
 
To report more than one activity or project, please copy and paste the relevant parts of the template 
below, as many times as you need in order to report all of your activities. 
 
After completing this form, please save it using the following file name structure: 
<years>-<committee abbreviation>-ap.pdf 
 
Example for Information Literacy in the Disciplines: 2009-10-ild-ap.pdf 
 
Send this file as an attachment to an email message to, Planning Committee Chair, Wendy Holliday, 
(wendy.holliday@usu.edu) and to Clara Fowler, IS Chair (cfowler@mdanderson.org) by October 23, 
2009. 
 
Committee/Task Force: Management and Leadership Committee 
 
Chair: Rebecca Metzger 
 
E-mail Address: metzgerr@lafayette.edu 
 
 
Activity/Project #1 Update and publicize the Analysis of Instructional Environments document. 
 
1….. Indicate one Goal Area this activity/project best supports: (see end of page for more information 
about the Strategic Goal Areas) 
 

Strategic Area Goal Area 
 

Higher Education and Research 
 

___ Learning 
___ Scholarship, Research, and Creative Activity 
___ Advocacy 

 
The Profession 

 
___ Continuous learning 
_X__ Leadership 
___ Information Technology 

 
The Association ___ Membership 

___ Organizational Vitality and Effectiveness 
___ Sustainability 

 
 
 



 
2.     Describe the activity or project and how it relates to the strategic direction you identified above:  
 
The Analysis of Instructional Environments was completed in 2006 as a worksheet for instruction 
coordinators to use in analyzing their instructional programs, services, and environments for 
accreditation review, strategic planning, or the creation of a new program. The document has never 
been widely promoted and already requires some minor updates. By increasing awareness of the 
document, the Management and Leadership Committee will be providing instruction coordinators with 
a tool for gathering data in service of the creation and maintenance of the best possible instruction 
programs on their individual campuses. The Analysis of Instructional Environments also encourages the 
use of related ACRL standards and best practices, such as the Information Literacy Competency 
Standards for Higher Education, Characteristics of Programs of Information Literacy that Illustrate Best 
Practices, and Guidelines for Instruction Programs in Academic Libraries. 
 
3.     This project is a  _X__ continuous project assigned in charge  
                              ___ short-term project  

___ long-term project 
 
4.     Action plan:  
 
The Management and Leadership Committee intends to: 

 Assign sections of the document to members of the committee to check for currency; 

 Reach out to ACRL members about their use of the Analysis of Instructional Environments; 

 Identify populations of librarians and higher education administrators who would benefit from 
the document; and 

 Select methods for and execute distribution to above populations. 
 
5.     Proposed completion date:  May 2010 
 
6.     How will the success of the activity or project be measured?  
 
Updates will be made to the Analysis document on the ACRL web site and the committee will generate a 
list of target populations and contact methods for distribution. 
 
7.     Resources required (only those external to the committee, such as web server space, etc.): 
 
 
 
Activity/Project #2 Continue distribution of the Standards for Proficiencies for Instruction Librarians and 
Coordinators. 
 
1….. Indicate one Goal Area this activity/project best supports: (see end of page for more information 
about the Strategic Goal Areas) 
 

Strategic Area Goal Area 
 

Higher Education and Research 
 

___ Learning 
___ Scholarship, Research, and Creative Activity 



___ Advocacy 
 

The Profession 
 

_ X__ Continuous learning 
___ Leadership 
___ Information Technology 

 
The Association ___ Membership 

___ Organizational Vitality and Effectiveness 
___ Sustainability 

 
 
2.     Describe the activity or project and how it relates to the strategic direction you identified above:  
 
The Management and Leadership Committee will continue work that was begun last year to distribute 
copies of the Proficiencies brochures to library school faculty and deans who offer courses in 
information literacy/library instruction, and to encourage them to distribute the Proficiencies to their 
students. Reaching out to library school students will ensure that the Proficiencies are ingrained in a 
new generation of librarians first defining their roles as instructors. 
 
3.     This project is a  _X__ continuous project assigned in charge  
                              ___ short-term project  

___ long-term project 
 

 
4.     Action plan:  
 
The Management and Leadership Committee intends to: 

 Identify library school faculty and deans at institutions offering courses in information literacy 
and instruction; 

 Mail copies of the brochure containing the Standards for Proficiencies for Instruction Librarians 
and Coordinators and accompanying letter to library school faculty and deans; and 

 Mail copies of the brochure to other individuals and groups requesting them. 
 
5.     Proposed completion date: May 2010 
 
6.     How will the success of the activity or project be measured?  
 
Mailing to library school faculty and deans will be completed. 
 
7.     Resources required (only those external to the committee, such as web server space, etc.):  
 
Cost of postage. 
 
8.     For the first time, the Instruction Section will not require committee members to attend the ALA 
Midwinter Meeting, but will hold open, virtual committee meetings prior to Midwinter. Please 
describe below how your committee will conduct its work within this new model. 
 



The Management and Leadership Committee will use collaboration tools such as ALA Connect and 
increased email activity to share documents and assign tasks to its membership. For our Virtual 
Midwinter meeting, we will use Adobe Connect (courtesy of University of Texas at Austin) and 
FreeConferenceCall.com to conduct online and phone meetings simultaneously.  

 
Strategic Goal Areas 

 
Strategic Area: Higher Education and Research 
 
Goal Area: Learning 
 
The Instruction Section enhances the ability of academic and research librarians to be collaborative 
leaders and partners in the teaching of information literacy skills for lifelong learning, creating 
innovative learning environments, and improving techniques for assessing learning outcomes. 
 
Goal Area: Scholarship, Research, and Creative Activity 
 
The Instruction Section enhances the ability of academic and research librarians to be recognized 
authorities on the integration of content, tools, and services into the evolving workflows of scholars and 
creators at all stages including: initial discovery; researchers organization of their own resources; the 
creation, sharing, publication, aggregation of research; and the preservation of scholarly and creative 
production, including associated intellectual property issues.  
Goal Area: Advocacy 
 
The Instruction Section’s initiatives enable the higher education community to understand the role that 
academic and research librarians play in the teaching, learning, and research environment. 
 
Strategic Area: The Profession 
 
Goal Area: Continuous Learning 
 
The Instruction Section provides continuous learning opportunities to enable members to strengthen 
their effectiveness and achieve recognition as valued contributors to their academic and research 
communities.  
 
Goal Area: Leadership 
 
The Instruction Section helps members achieve recognition as leaders and advocates for the role of 
librarians in information literacy and student learning, including the development of standards for 
information literacy, best practices for instruction programs, and competencies for instruction librarians.  
 
Goal Area: Information Technology 
 
Instruction Section members are leaders in the use and integration of instructional and other 
information technologies in the creation, delivery, and management of instructional and information 
literacy programs and services.  
 
Strategic Area: The Association 



 
Goal Area: Membership 
 
The Instruction Section uses a variety of formats and delivery options to retain its valuable core 
membership and recruit from new and diverse communities. 
 
Goal Area: Organizational Vitality and Effectiveness 
 
The Instruction Section is a dynamic organization that continually assesses its work in order to improve 
performance and carry out its mission for the future.  
 
Goal Area: Sustainability 
 
The Instruction Section integrates sustainability into all aspects of its work, utilizing environmentally-
responsible practices for communication, meetings, and professional development opportunities. 
 
 

 


