Saint Mary’s College Academic Program Review Protocol
Introduction
The Saint Mary’s College strategic plan Path to Leadership has as one of its goals the strengthening of the academic programs at the College. This is achieved in part by the assessment of its major programs of study. The regular assessment process, about which the departments and interdisciplinary programs of the College report annually to the Dean, provides information and opportunities for revision of its academic offerings. Additionally, it is helpful to listen to the views of peer reviewers in the academy who reside outside the department or program of study and, indeed, outside the College itself.  For this reason, the strategic plan includes the external reviews of all departments/programs as one of its tactics to achieve academic excellence. These reviews will begin with those departments that are not externally accredited (such departments that undergo external accreditation are Fine Arts, Nursing, Social Work, Education, and the ACS major in Chemistry.) The Academic Program Review (referred to as the “external review) will commence with the AY 08-09 academic year.
Guiding Principles

A. Program reviewers develop reliable information for use by both the department undergoing the review and the Dean. Hence, the program review protocol  will ensure close collaboration between the department or program and the Dean throughout the process—from selecting the review team, charging them with specific tasks, reviewing the review team’s report and responding to the review findings.

B. Program reviews require commitment of time and effort from the department chair and the faculty and staff of the department. The College will minimize this burden by relying whenever possible on its own access to information (e.g. through the Dean’s Office, the Office of Institutional Research, the Office of the Registrar, etc.)
C. Effective program reviews should be free of advocacy for a particular initiative and should treat all department concerns equitably. 
Initiating the Process

Each year, the Dean invites up to four departments/ interdisciplinary programs to volunteer for a program review.  The Dean will also contact departments who are planning changes in curriculum or staffing to engage in a program review and/or schedule an upcoming review in conversation with the Chair during the Annual Review.. Of the reviews scheduled annually, 3 will be set aside for whole academic units (departments or major programs within a department); the fourth review will be for smaller academic units (interdisciplinary programs, single major, minors, etc.)  or a supporting unit of the academic division, e.g. career center, CFAI, Library, IT, etc.
The departments, interdisciplinary programs, and academic support units to be reviewed will be identified in the academic year prior to the review. Ideally, two program reviews will occur in the fall semester and two in the spring. 

The Dean selects the entities to be reviewed from the volunteers or during the annual review of departments and programs.
Selecting Reviewers

Each program review team will consist of four members (reviews of smaller units, e.g. a single major, will use smaller teams):

· Three reviewers will be invited from institutions other than Saint Mary’s College to participate in the review (the “external reviewers”). The Dean will invite the department to submit five to ten names of prospective external reviewers. At least two of these individuals will be selected to serve.  For the third slot, the Dean may again choose from the department’s list or select a reviewer not on the list.
The factors to be considered in selecting reviews should be:

· the nature of the institution at which the candidate is teaching and engaged in scholarship, and the degree to which that institution resembles Saint Mary’s College (Features such as liberal arts, Catholic or faith-based, women’s, residential college are relevant here.)
· the professional standing of the candidate as teacher and scholar in her/his field.
·  the likelihood that the candidate will be able to answer the specific questions of importance to the department and the College.
· the review team’s composition reflects the differences in fields with the departmental discipline.
· The three external reviewers will be joined by a member of the College faculty from a department other than the one being reviewed (the “internal reviewer.”) or an associate dean. The Dean will name this internal reviewer. She/he will serve as a consultant to the external review team regarding Saint Mary’s College, its culture, mission, and traditions.
Selecting Dates for the Campus Visit

The Dean asks the faculty and the chair to inform her of inconvenient dates within the semester identified for the review.  A department or interdisciplinary program might ask the Dean to avoid a week when several faculty will be out of town to a national conference, for example, or days when student presentations have been scheduled. Reviews will not be scheduled during semester breaks.

Defining a Charge to the Team
The review is not meant to examine every aspect of a department’s or program’s academic offerings or its mission. The Dean and the department/interdisciplinary program work together to develop five to ten reasonably specific questions on which the reviewers will be asked to focus their attention. The College will also welcome whatever additional observations or recommendations the review team has to offer, but the initial charge still provides the core of the team’s report. The review is meant to be a program review, not a personnel review. Specific personnel issues that may arise in the review should be avoided except when they impact the delivery of academic programs of study, e.g. the number and type of faculty positions or the academic expertise of the faculty.
Notifying the Department

As soon as the Dean has secured the agreements of the team members to participate in the review, she informs the department, through the chair, of the following:
· Names of the team members and their affiliations

· Dates of the campus visit

· Specific charges to the review team

The Dean’s Office (or its designee) then works with the department on logistical arrangements for the campus visit and handles such tasks as arranging team members travel and lodging. The department/ interdisciplinary program arranges the interview schedule for Day 2 and Day 3 of the visit. All members of the department should be included in the review, including faculty who are in phased retirement. Faculty who are on sabbatical are excused from the review but may participate if they wish to do so. Visits to classes, labs, or studios should be included in the external review.
Materials Provided to Team Members

Prior to the campus visit, the College provides a wide-range of information to the team members (including the internal reviewer), including the following:

· a copy of this protocol (provided by Dean’s Office)
· the questions developed jointly by the department and the Dean that the review is expected to address (final copy provided by Chair to Dean’s Office)
· the department course schedule, including instructors names, courses taught, times offered and enrollment caps and actual enrollments for the past eight semester (provided by IR). Course titles, not simply course numbers, should be provided the review team.
· data on the number of majors and minors and graduates in the department for the last ten years (provided  by IR and reviewed by Chair);

· if available, data on the number of students that completed a comprehensive requirement in the major

· any recent department/program faculty load study (provided by IR and Dean’s Office)

· the department’s/program’s  last three annual reports,  including the comprehensive one prepared  in the summer of 2007 and its update in summer 2008: provided by Dean’s Office)

· the department’s assessment plan and most recent updated report on assessment activities (provided by the Chair and IR)
· budget information for the current fiscal year, excluding salaries (provided by Dean’s Office)
· report on restricted fund or endowed fund expenditures over last ten years (obtained by Dean’s office from Addie Cashore)

· number of credit hours produced by the Department (provided by IR)

· an analysis of the costs and benefits of providing the department’s/program’s services to the college, e.g. the total costs as they relate to the number of students pursuing programs of study and/or general education courses (provided by IR and reviewed by Chair)
· list of the department’s/program’s  tenured, tenure-track, adjunct and visiting faculty and copies of their updated Curricula Vitarum (provided by Chair)
· the Mission Statement of the College (provided by Office of Mission)

· the Saint Mary’s College Fact Sheet (provided by IR)

· the College Learning Outcomes (provided by Associate Dean of Faculty)

· the  General Education Curriculum (provided by Associate Dean of Faculty)
· a  copy of the current Bulletin (Provided by Registrar)

The department/program t is welcome to provide additional information it believes would enhance the relevant knowledge the team has prior to the review. The department /program will send such materials to the Dean’s Office for inclusion well in advance of the scheduled mailing date. Nothing will be sent to the reviewers or supplied to them during their visit of which the department and the dean are unaware.
Campus Visit

 The team’s visit normally lasts forty-eight hours. The broad outline of the visit is as follows (days of the week are for example only; the review could begin, e.g. on Wednesday instead of Sunday):

Day 1: (Sunday)

· External team members arrive in the afternoon

· Team members meet with the department chair

· The Dean hosts a dinner with the team and the department chair
· Team members meet after dinner without the Dean and without department/program chair to plan for Day 2 and Day 3 
Day 2
(Monday)


· Team conducts interviews and discussions throughout the day. These include:

·  Anyone whose input is seen as potentially valuable by the Dean, the department, or the team members themselves.
· All members of the department will be interviewed including faculty in phased retirement or who are being replaced upon retirement; (Emerita/tus faculty need not be interviewed.)

· The department will plan individual or paired visits with the team.
 It will not rely only on a typical department faculty meeting to respond to the team’s inquiries.
·  A meeting with a group of students in the major.
· A meeting with a group of students who take courses required for support in a major offered by another department (e.g. .Nursing, Business, etc.)

· A randomly selected group of students who have taken courses in the general education requirements offered by the department (identified by IR.) 
· Team meets for  dinner

· Team members take time to develop their report during working breaks from interviews scheduled throughout the day.
· Team members attend classes, labs, studios

Day 3
(Tuesday)

· Team continues its consultation with members of the department/program.
· Team attends classes, labs, studios if they were unable to do so in Day 2

· Team meets again with department chair/program director after all interviews have been conducted.
· Team meets to write first draft of its report during a scheduled block of time following their final meeting with the department chair.
· Team meets for a working dinner. This dinner may also replace the meeting with the Dean in Day 4 if the Dean attends this dinner..
Day 4 (Wednesday) 
· Team meets with the Dean to share their preliminary report (see Day 3 for alternative time to meet). 
· External team members leave by noon.
Report

As soon as possible after the visit (and within a month’s time), the review team submits its official report to the Dean. The Dean will send the department/program members the review team’s final report. 

The Dean shares the report with the President. If it is propitious to do so, the Dean also schedules a visit with the department to discuss the report before writing a response.  The Dean then prepares a memorandum containing her responses to the team’s observations and /or recommendations and sends it to the department/program via the department chair after the campus visit. The department/program in turn responds to the Dean’s memorandum in writing (which may also be accompanied by another meeting with the Dean if desired), ideally within one month of the visit.
� External reviewers may wish to know the source of materials but it is provided primarily for internal purposes.  The providers are listed in parentheses.


� Paired visits are appropriate if the department is too large to have only individual visits with the review team. 
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