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Institutional Assessment Template: Administrative Units
 Mission, Description, and Outcomes Statement

Unit (or Department/Office): 

Office of Academic Grants





Date Submitted:
6/30/10


Prepared by: Danielle Woodman Kehoe
Unit /Department/Office Mission Statement:  

Purpose:  The Academic Grants Office, a unit within the Office of Academic Affairs, advances academic initiatives, faculty research, institutional collaborations, and community partnerships by helping faculty, staff, and administrators obtain external sources of funding. 

Function: The mission of the Office is to facilitate the procurement of external support by assisting faculty, staff, and administrators with identification of private and government funding sources and with development of grant and contract proposals; by documenting and promoting the achievements of those who procure grants; and by facilitating acknowledgement of external support.
Unit Description: 

Relationship/alignment of unit mission to College mission.  Description of the unique role of the unit, and its contributions and functions within the College.
.

By facilitating procurement of external support, the Academic Grants Office directly supports and enhances the College’s mission, strategic initiatives, and vision. The Daemen College Strategic Plan 2006 recommends that the College “Continue expansion of sponsored research and institutional grant activity” (p. 12).  In the follow up report to their visit April 9-13, 2006, the Evaluation Team representing the Middles States Commission noted, “The College should be commended for the amount of grant funding it has obtained over the last five years” (p. 8).  The Academic Grants Office is staffed by the Director. The Director reports to the Vice President for Academic Affairs.   

Unit Outcomes (organize by sub-unit as needed):

For the purposes of reporitng, the expected unit outcomes of the Academic Grants Office have been compiled into three areas as follows:

1.  Facilitating Grant Application Process.  Identifying government and foundation funding sources for academic initiatives.  Informing faculty of grant opportunities.  Providing support for researchers to meet with funding agencies and program officers.  Assisting faculty, staff, and administrators with all aspects of proposal development. Certifying grant proposals for accuracy, completeness, and compliance with college and federal regulations and guidelines.  Circulating grant proposals for internal review. Submitting grant proposals.  

2.  Documenting and promoting the achievements of faculty and staff in procuring grants and facilitating acknowledgement of external support.  Informing campus community of grants.  Entering contacts with private foundations into Donor Perfect. Submitting annual report to Vice President for Academic Affairs which details all proposals submitted, awarded, and declined, and PIs.  Maintaining positive relationship of College with current grantors.  Facilitating opportunities for recognition.  Working with College Relations Director to ensure press releases/public media meet sponsors' guidelines for public recognition.  

3.  Facilitating policy development related to grants.  Informs faculty of policies and procedures required by sponsors.  Assists in drafting or updating grant-related institutional policies and procedures to comply with state and federal requirements and agency requirements.  Serves as point person for Academic Grants Task Force.  Updates Academic Grants Handbook, as needed.  Coordinates efforts with Grant Administration Manager.

Some outcomes and methods for assessment for this report were drawn from:

Drummond, C. (2003). Strategic Planning for Research Administration.  The Journal of Research Administration, Vol. XXXIV, No.II. pp.  4–10.

A.  Current Unit Resources-Staff :

List staff and their role and areas of expertise within the department or unit, and how they support outcomes listed above.

1.  Staff and Role:

The Office of Academic Grants is staffed by The Executive Director (1.0 FTE) and reports directly to the Vice President for Academic Affairs and Dean of the College.
The Executive Director of Academic Grants’ tasks and responsibilities are as follows:


1.  Cultivation
Identifies funding sources; Arranges meetings with prospective sponsors; Obtains grant applications and guidelines; Coordinates with External Relations staff to share information about funding sources and College priorities.

2.  Proposal Development
A. Narratives Assists project director with all aspects of narrative, as needed; Provides current information about institution; Examines proposals to ensure that all guidelines are met.

B. Budgets. Assists in developing budgets; Examines budgets for the following: 

· Matching components. Examines to ensure they are accurate and not excessive. Ensures they meet the sponsor's requirements. Distinguishes in-kind and cash outlay.

· Indirect Costs. Informs project director of indirect cost guidelines. Directs project director to VP of Academic Affairs for final approval of waiver or reduction of indirect costs.

· Compliance with institutional policies and practices. Examines budget to ensure that time and effort, indirect costs, expenses, salaries, wages, and benefits are compliant with Daemen's policies and consistent with Daemen's practices.

· Compliance with sponsor requirements. Examines budget to ensure that all proposed expenses are consistent with the sponsor's guidelines and allowed by the sponsor. Contacts sponsor for guidance, if needed, and when appropriate.

· Compliance with government regulations. Ensures that the proposed expenses meet the definitions of allowable costs spelled out in OMB circulars relating to the grant. Ensures they are itemized correctly.

· Budget narrative. Examines budget narrative to ensure that it is consistent with budget.

C. Supporting information. Provides supporting forms and documents (e.g. 501 [c] (3), assurances); Drafts letters of support (e.g. cover letter, letter from Board President).

3.  Submission of Proposals
Mails or transmits proposals in accordance with sponsor guidelines; Serves as Authorized Organizational Representative (AOR) for electronic grant submissions;  Serves as institutional Point of Contact for grant proposals.
4.  Internal Communication
Signs grant proposal agreement form, certifies accuracy of grant proposal, and circulates form for certifications; Copies completed proposals and submits to Grant Administration Manager and VP for External Relations for files; Informs campus community of new grants; Records grant proposal submission and other pertinent contact information in Donor Perfect; Prepares annual report for Vice President for Academic Affairs. Details all proposals submitted, awarded, and declined, reasons, and information.

5. External Communication
During proposal development coordinates with external sponsor to ensure that proposed project objectives and budget comply with sponsor guidelines or regulations; works with College Relations Director to acknowledge sponsors and ensure press releases/public media meet sponsors' guidelines for public recognition.

6. Grant Administration
Facilitates policy development related to grants.  Informs faculty of policies and procedures required by sponsors.  Assists in drafting or updating grant-related institutional policies and procedures to comply with state and federal requirements and agency requirements.  Serves as point person for Academic Grants Task Force.  Processes FOIA requests related to grants.  Updates Academic Grants Handbook, as needed.  Coordinates efforts with Grant Administration Manager.

7. Training
Attends technical assistance workshops; Attends training sessions to keep current in the field.

Staff areas of expertise within the department or unit, and how they support outcomes listed above.

2.  Areas of Expertise within the department

The Executive Director of the Office of Academic Grants, Danielle Woodman, possesses over 13 years of higher education and non-profit experience, including fundraising, grant proposal development, and research administration.  Danielle holds a Master of Science degree in Executive Leadership and Change, Non-Profit Specialization, from Daemen College. Danielle is a Certified Research Administrator (CRA). She is also Grant Professional Certified (GPC) though the Grant Professionals Certification Institute. 
After graduating from Sarah Lawrence College in 1996, Danielle Woodman volunteered as a cyclist/ fundraiser with the Overseas Development Network, now a program of Global Exchange. As a member of the Bike Aid team, she raised funds from individuals and companies to support global community projects.  This service experience and the knowledge she gained about sustainable communities has proven helpful in her work at Daemen in preparing grant applications for The Center for Sustainable Communities & Civic Engagement.
In 1997, Danielle returned to Sarah Lawrence where she served as the Assistant Director of Alumni Relations, helping to organize the college reunion and regional alumni events. Danielle returned to Buffalo in 1999, and took the position of Development Director at Buffalo Prep, a non-profit that educates bright minority students and prepares them for private high schools and for college. There, she helped raise over $425,000 in grant funds from local and national private, community, and corporate foundations.  Both these positions helped her to make private foundation and corporate contacts in the community and has helped her to understand the importance of stewardship and maintaining good, long-term relationships with funders.  In addition, it has helped her in understanding the role of grants in the overall revenue and fundraising portfolio and engage systems-thinking and cross-departmental collaboration when considering approaching funders, developing projects, and acknowledging sponsors.
In addition to assisting faculty members with all aspects of grant proposals, Danielle has successfully authored three proposals on behalf of The Western New York Service-Learning Coalition.  In September of 2006, the WNYSLC was awarded $22,000 from The John R. Oishei Foundation to develop a strategic plan. In September of 2007, the John R. Oishei Foundation awarded the WNYSLC a three-year grant of $485,654 to implement the strategic plan. Danielle also served as the project director for a subgrant of $40,879 awarded to the WNYSLC in January of 2007 from the Pennsylvania and New York Campus Compact Consortium project, "Building on Our Strengths." The project, funded through Learn & Serve America, is helping to establish and to expand campus/community partnerships through eight subgrants to higher education institutions in PA and NY. The Western New York Service-Learning Coalition was selected as one of two campus/community consortia in New York State to be awarded a subgrant, and Danielle served as the regional coordinator for the project. She currently serves on the Steering Committee of the WNYSLC. This first-hand experience as a Project Director on a grant, down to keeping time and effort reporting logs, has helped her to understand both the challenges and opportunities of managing grants, and has helped her to better understand some of the challenges and concerns of faculty surrounding obtaining grants and managing workload.   She has also developed a strong understanding of how to identify, foster, and maintain the collaborative partnerships that necessary for many grant projects.
In addition to her position at Daemen, Danielle is a skilled website designer. She designed and maintains the website for the Office of Academic Grants. She also designed and maintains websites for projects in which Daemen is involved, including the Faculty-Student Interdisciplinary Research Think Tank, The WNYSLC and the national Consortium for Innovative Environments in Learning.  This website design experience has allowed her to keep an updated website for the Office.  The handbook and policies and procedures are easily available online as links, and by sending these to faculty she is able to reduce paper waste.
Danielle is a member of The Association of Fundraising Professionals, The Society of Research Administrators International, and The National Council of University Research Administrators (NCURA). In November of 2006, she completed the NCURA Leadership Development Institute. She has presented at NCURA regional and national meetings and co-authored a newsletter article entitled "Leadership Tips: Modeling the Way" for the February/March 2007 NCURA Newsletter.  She recently served on the 50th Annual Meeting Programming Committee. The involvement with NCURA has been particularly helpful in allowing her to understand sponsored programs in a broader context and gain valuable knowledge from seasoned administrators in the field.

In October of 2007, Danielle was selected by The John R. Oishei Foundation as one of 20 leaders ages 25-45 to participate in the inaugural Oishei Leaders Retreat and subsequent activities. This opportunity has served to be tremendously valuable in developing and expanding relationships with funders and in identifying possible partners for projects.  
In 2009 Danielle had the opportunity to develop and teach a grant writing course at Daemen:  “HSM 350: Grant and Contract Development.”  This was highly beneficial in helping to better understand the College’s core competencies, interact with faculty around the topic of teaching, and interact with students.  She taught this course again online in 2010.  The course has been approved for core credit.
A.  Current Department Resources-Operating and Physical Space Resources: 

List physical spaces and equipment, technology, or supplies, etc., and how they support outcomes listed above.

The Executive Director now works remotely and uses phone, email, and teleconference to communicate.  All equipment and resources are adequate.
The travel budget for NCURA meetings and supply budget for subscriptions to The Chronicle of Philanthropy, The Chronicle of Higher Education, and memberships for professional organizations are adequate and allows for opportunities to access information and development necessary to stay current and be effective.  
The limited full-time Grant Administration Manager, reporting to the Controller, is a critical resource for effective and sound grant management.   Louise Berry possesses expertise in the area of grant administration, particularly in federal and state grant administration, which has been very important as the College has grown its sponsored programs efforts.  Recently she has been developing subcontracts for projects, and this knowledge and resource is also very valuable and important for effective grant administration.  Without this position and expertise, Daemen would not be able to satisfactorily continue its successful administration of grants.
Suggested Resource

One resource that would be beneficial to the College and particularly faculty who conduct research is a subscription to the online Community of Science.  http://www.cos.com/ This is a well-known database in which faculty members can share their research expertise and sign up for updates related to funding.  A subscription for Daemen College would be $5000 per year, and a discount may be available.  
The Community of Science (COS) is a network of research resources on the Web. ~700 universities and research institutions throughout the world participating in the COS. Currently the COS has four major components: 
· Researcher profiles

· Funding Opportunities Database with by-products such as a customized Funding Alert for each researcher and the weekly COS Funding News
· Funded Research, a collection of five funded grants databases: National Institutes of Health (NIH), National Science Foundation (NSF), United States Department of Agriculture (USDA), Small Business Innovation Research (SBIR) and The Medical Research Council, UK (MRC)

· Specialized databases such as FedBizOpps/Commerce Business Daily, Federal Register, U.S. Patents, and Meetings and Conferences
These are the major advantages of a college’s participation in the COS:
· Members of the college community can readily identify persons with requisite research interests and expertise for potential collaborative or consulting relationships.

· Universities, corporations and government agencies that are members of the COS can identify persons and programs for potential research funding and collaboration.

· The college community would have free access to specialized COMMUNITY OF SCIENCE databases such as Funding Opportunities, the agency award databases, U.S. Patents, Federal Register, and FedBizOpps/Commerce Business Daily.

· The Community of Science sends customized weekly Funding Alerts to each faculty member who has completed a basic expertise/funding interest profile.

This resource would give The Center for Wound Healing Research, in particular, more exposure to the broader research community.   It would also facilitate international research collaborations at Daemen.
