PROCEDURES FOR ACADEMIC PROGRAM REVIEW

Attendance at Program Review Workshop (Spring prior to Review Year)

Each spring the Provost’'s Associate’s Office hosts a preparatory workshop for programs
undergoing review in the next two academic years. This workshop is mandatory for
programs coming up for review in the following fall, and strongly recommended for programs
coming up for review in the subsequent fall. Prior to attending the workshop, the program
chair or unit director should convene a program review team and notify the Provost's
Associate’s Office of the team’s composition. These individuals as well as administrative
staff will be invited to attend the workshop.

Data Gathering and Analysis (Spring and Summer prior to Review Year)

Programs preparing for review should review their student learning outcomes assessment
plan and determine what data needs to be collected to present a good overview of student
achievement. Because this may require data from both spring and fall courses, it is best to
launch the student outcome data collection phase of the self-study immediately after the
program review workshop and continue it into the following fall. IMPROVE reports of
program outcomes may be used as appendices to document student learning assessment,
but a narrative analysis of what the data means and how it has been used to improve
student learning should be provided in the body of the self-study document.

Other data gathering instruments, such as alumni and employer surveys or focus groups,
may be carried out over the spring, summer or fall, depending on the nature of the field and
the program personnel. It is strongly recommended that different portions of the self-study
(peer comparisons, workforce needs, SWOT analysis, program quality, etc) be assigned
point persons from the review committee, to ensure that all needed data is gathered in
preparation for the fall writing phase.

Selection of External Evaluators (Fall of Review Year)



Additional IUP guidelines state that external reviewers may be 1) from a peer institution, 2)
from an aspirational institution, or 3) a person who is outstanding in the field of study and
has had administrative level experience. It is strongly recommended that programs choose
a reviewer who comes from a different category (1,2 or 3) than the external evaluator who
assisted with their previous five-year review. Under no circumstances should the same
external evaluator be used in two consecutive reviews.
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For the self-study draft, all areas of the template should be filled out in narrative form except



Scheduling the External Reviewer’s Visit (Spring of Review Year)

Upon receiving the self-study approval notification from the Provost, the Provost’s Associate
will give the program explicit authorization to schedule their external evaluator's visit to
campus. At this time, the program may send the final draft of their self-study to their reviewer
in preparation for the visit. Programs should also send the reviewer copies of both the “Best
Practices for Outside Reviewers” and “Procedure for the Review of Academic Programs”
documents located at the Academic Affairs website:
(https://www.iup.edu/academicaffairs/accreditation/program-reviewy/).

In order to avoid cancellations and financial losses, programs are not permitted
to make any arrangements for their external evaluators to visit
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Submission of the Final Program Review (Summer of Review Year)

Two print copies, signed by the department chair or program director, should be delivered to
the dean for review and signature. One of the signed copies should be left with the dean and
the other must be delivered to the Provost's Associate’s Office by June 10. In addition, an
electronic copy of the report and all appendices must be delivered to the Provost’'s Associate’s
Office with the final signed hardcopy. If the file is too large to send by email, contact the Office
of Academic Programs and Planning to arrange for a temporary folder on the X-drive. The
electronic copy does not need to be signed as the Provost’s Associate’s Office will scan and
replace the signature page once the Provost signs the final copy. A scanned copy of the
signature page will be e-mailed to the College Dean and department chair or program director
by the Provost's Associate’s Office.

Program Review Reflection Meeting (Fall following Review Year)

During the fall semester following the review year, a reflection meeting with the Provost,
Associate Vice President for Academic Administration, Provost’s Associate, Dean of the
School of Graduate Studies and Research (if there is a graduate component), College Dean,
and program representatives will be held to assess the forward progress of the program, as
well as strategies for continued implementation of the action plan. This meeting will be
scheduled by the Provost’s Associate’s Office during the summer following the review year.

Annual Progress Reports (Each year following the Review Year)

Programs must submit an annual progress report to their College Dean and to the Provost's
Associate by June 30 of the second, third and fourth year following the review year. This report
should detail the progress made in following through on the five-year action plan outlined in the
review. In the fifth year, the program will once again be engaged in preparing a new self-study
and so no annual progress report will be required.

Provost's Associate’s Office of Academic Programs and Planning Contact Information

Karen Rose Cercone, Provost's Associate kcercone@iup.edu
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