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A. Purpose

The primary purpose of the program review is to collect data from sources that help us to determine the level at which program goals, learning objective, and learning outcomes are being met and the types of modification that may be needed to meet the existing learning goals, objectives and outcomes. It will also help to consider relevancy of current learning goals, objectives and outcomes and point us in the direction to modify these goals, if needed.  Program reviews are an integral part of the continuous improvement efforts at the College of Business and Public Management (CBPM) and will be used for planning and resource allocation.

This guide is intended to facilitate the process of conducting program reviews and preparing the report.

B. Implementation Steps

Step 1: Leadership for program review
It is the Program Chairs’ responsibility to spearhead the program review process with the help of the Program Curriculum Committee(s) in the College of Business and Public Management. The Program Chair, with the help of Institutional Research, the College Assessment Coordinator, and the Dean will ensure that all relevant data is collected and distributed to the Curriculum Committee.  The Program Chair is responsible  for calling a  series of meeting of the Curriculum Committee to analyze the data and make recommendation(s).
Step 2: Responsibilities of Program Curriculum Committee

The Program Curriculum Committees are made up of 5 to 9 full time faculty members whose primarily teaching responsibility is in the program.  Because of the high percent of CBPM courses taught by adjunct faculty, it is recommended that 2-3 adjunct faculty members should be added to the committee for program review purposes. The responsibilities of the Program Curriculum Committee include analyzing the data, requesting additional data if needed, and to make initial recommendations. 

 Step 3: Writing the program review report 

The program review is written following the general outline provided below. The outline allows for variations to reflect unique aspects of each program within the College of Business and Public Management. It is the responsibility of the Program Chair to draft of the initial report.  Upon review and discussion of the draft, the Program Curriculum Committee will collectively make the recommendations, arranged in priority order. 

Step 4: Presenting the report to the Faculty and the Dean of the College of Business and Public Management
The Program Chair will present a summary of the report, including the processes and findings, to CBPM faculty, and will provide a complete copy of the report to the dean and seek their feedback about the action recommendations. The action recommendations must include  academic modifications as well as need for resources. 

Step 5: Inviting external reviewer(s)

External reviewer(s) with familiarity and expertise in the field will be invited to the campus to analyze and to respond to the report in writing.  Honorarium will be provided for the external reviewers’ efforts. This should be done within three months of the completion of the initial report. The Curriculum Committee will analyze the external reviewers’ report and may decide to include some or all their recommendations in their final report. The external reviewer’s report will be attached to the final report as an appendix. (See the external reviewer guide at: http://laverne.edu/institutional-research/assessment_academic/assets/WASC-external%20reviewer-guide-10-12-2009.pdf). 
Step 6: Presentation of the external reviewer and Curriculum Committee’s final report to the faculty and the Dean
A copy of the external reviewers’ report and the Program Curriculum Committee acceptance or reasons for not including the external reviewer recommendation(s) in the final report will be presented to the faculty and Dean of the College of Business and Public Management for comments and feedback.

Step 7: Submitting the final report to the Office of University Assessment 

An electronic copy of the final report will be submitted to the Office of University Assessment. If all the appendices are not included in the electronic copy, a hard copy of those appendices will be submitted. The report will be evaluated for quality (may be returned for revision), and will be posted on the Institutional Research web page (password protected) as a part of the university’s assessment portfolio.

Step 8: Presenting the program review orally to the Educational Effectiveness Committee (EEC)

The Educational Effectiveness Committee is composed of faculty representatives from the three colleges: CAS, CBPM, and CEOL. It is the responsibility of the EEC to invite each program to make an oral presentation of, and advise the office of the Provost regarding the quality of the overall report as well as the action recommendations. 

Step 9: Response by the Dean and the Provost

The Dean of the college responds to the program review with a plan to the Provost that includes the action recommendations, their priority, the time line associated with the implementation of the recommendations, and any costs (if any) associated with the implementation.  The Dean advocates for support in budget deliberation with the Office of the Provost. The Office of University Assessment receives a copy of the plan after it is approved or modified by the Provost.

Step 10: Action updates
At the end of each fiscal year the program chair submits electronically a brief action update to the office of University Assessment, and to the Dean of the college showing progress on the action recommendations. These action updates are posted next to the program review on the Institutional Research website.
C. Program Review Outline

Purpose

The purpose of the program review outline is to facilitate the process of conducting the program review, and writing up the report. Below is an outline for departments and programs to use to describe the capacity of their programs and the outcomes of their assessment activities. The program review report should not exceed 20 pages in length and could have unlimited number of appendixes.  The Program Chairs, with the help of Institutional Research, CBPM Assessment Coordinator, and the Dean are primarily responsible for the collection of material and the composition of the report. Upon the completion of section IV of the report, each member of the program curriculum committee will receive a copy of the report and the committee as a whole makes the recommendations. In addition to an executive summary, the report should have the following:   

I. Introduction:  It  includes

a. Brief restatement of the program mission

b. Brief history of the program

c. Dates of major curriculum changes

d. Current size of the program in terms of units and students

e. Locations where the program is offered

f. Concentrations or emphasis (if any)

g. National Accreditation (if any)

h. Number of faculty serving the program: full time and part time and their qualifications

II. The Program

a. Vision

b. Mission

c. Goals

d. Learning objectives and outcomes

e. Program Curriculum

f. Curriculum Map or Matrix

g. How does the program address national accreditation standards regarding the learning objectives

h. How does the curriculum compare to that of other institutions (make sure to highlight the distinctive features of the program)

III. Students

a. Admission Policy

b. Students Profile (Applicant Accepted, and Matriculated by on campus, offcampus, and online)

IV. Student Support

a. Advising

b. Counseling

c. Learning Enhancement center

d. Student life

V. Program Assessment

a. Assessment instruments (Course embedded, students surveys, teaching evaluations, focus group, employer surveys, alumni surveys,….)

b. by objective, list the results of each instrument 

c. Faculty coverage and qualifications

d. Students graduation and retention (by location)

e. Profile of graduating students (by location)

f. Facilities

g. Resources: Financial, Information Technology,….

h. Overall program assessment 

VI. Summary of Findings

VII. Recommendations

VIII. External Reviewer  (1 for small programs, 2-3 for larger ones)

IX. Response by Dean and Provost
