Academic Program Review Guidelines - October 2010

Attachment #6 – Model Format

Self-Study for Joint Review 
The Board of Regents’ policy governing academic program planning and review is contained in ACIS-1.0, revised April 2010, Academic Planning and Program Review and stipulate that the first Institutional Review of a new academic program will serve as the required Joint Review.  The process, requirements, and format for the self-study documents will be determined by the Institution but the document should include the information listed below.
The following requests for content and format is included to provide a model that may be helpful.
1. PROGRAM DESCRIPTION AND CONTEXT
1.1 Goals and Objectives:  Provide a statement of the objectives and goals of the program as authorized and describe any changes that have occurred since the program was implemented. Analyze these changes. Explain the type of technologies used and any issues that have developed with respect to emerging technologies.  In an appendix, attach copies of any printed and/or on-line program information, such as catalog text, brochures, and other pertinent information describing the program.  Provide URLs for on-line information.

1.2 Context:  Describe the context for the program as it is delivered now, including its relationship to the University's mission and long-range plans, and to other academic programs within the UW System.  Describe and explain any changes in the context since the program was implemented.  Also compare the program’s enrollment trends, placement rates, and curriculum to similar types of programs in the region and nation. 
1.3 Need:  Discuss what needs and demands are being met by this program and whether these needs could be met more effectively through future collaboration with other programs in the UW System.  Discuss how you are currently collaborating and/or how collaboration might occur.

2. PERSONNEL

2.1 Faculty:  Discuss any changes in the FTE and faculty participating directly in the core and elective courses since implementation.  Is the number of faculty/academic staff adequate to provide this program?  Indicate to what extent new faculty have been recruited.  Append short vitae for the core faculty members along with a list of names and departments of other faculty associated with the program.  Include information on diversity, the original plans for enhancing diversity, and the final outcomes. 
2.2 Administrative Structure:  Describe the current administrative structure for the program including the relationship between program faculty and their areas of concentration within the program.  Describe any changes in the administrative structures that have occurred since implementation.  Also describe the relationship and interaction among the program faculty who are from different departments and different schools. Address interdisciplinary and cross-disciplinary structures implemented and how they are being sustained. 
2.3 Adjunct/Part-time Faculty:  Evaluate the use of adjunct and/or part-time faculty in delivery of the program.  Consult with the Higher Learning Commission regarding the appropriate and ethical use of part-time and un-tenured faculty and staff. Discuss any problems in this area and explain how the institution has responded to them. If there is an overuse of adjunct and /or part-time faculty that has not been addressed, explain how you will solve this issue.
2.4 Training and Support:  If this program relies on technology, explain how faculty and staff have been provided with appropriate training and technical support services. Describe anyadditional training and technical support services  needed to address technological progress and new demands.
3. STUDENTS

3.1 Enrollment Trends:  Provide a chart showing the enrollment history and graduates since implementation.  Review, verify, and analyze the trends pertaining to degree program enrollment and degrees granted.
	Year
	Implementation
 year
	2nd year
	3rd year
	4th year
	5th year

	New students admitted
	
	
	
	
	

	Continuing students
	
	
	
	
	

	Total enrollment
	
	
	
	
	

	Graduating students
	
	
	
	
	


3.2 Projected Enrollment:  Discuss the enrollment goals for this program.  How does the projected enrollment in the program relate to past enrollment 
and existing resources?  If this enrollment plan differs from the approved authorization proposal, explain why. 
4. EVALUATION

1.1 Curriculum:  Describe any substantive changes made since implementation.  Provide any changes in the initial list of foundation and core courses for the program, and a sample sequence of courses taken by the majority of students in the program. Explain the reasons for these changes, including new federal, state, or accreditation requirements.  Include additional sequences if there are multiple areas of specialization within the program.

1.2 Diversity:  Describe how issues of diversity have been infused into the curriculum.  Provide information on processes used to recruit, retain and graduate a diverse body of students.  Provide information on processes used to recruit, support and retain diverse faculty and staff and future plans for addressing any shortfalls. 
1.3 Degree Recipients:  Provide information about the post-baccalaureate employment or graduate training of degree recipients. Identify placement rates.
1.4 Assessment:  Using the assessment plan developed for the program in the Authorization to Implement, evaluate the program’s success in meeting the stated objectives, including direct and indirect measures used in the assessment of student learning. How was  data gathered and used for continuous improvement?
1.5 Accreditation:  If specialized accreditation is available for this program, discuss the accreditation status of the program.  If the program is accredited, describe the impact of accreditation standards upon the curriculum, and the impact of accreditation standards on changes that have occurred since implementation. If the program is not accredited, explain why.
1.6 Concerns:  Describe any problems that the program has faced and provide recommendations for resolving them. 
1.7 Third Party Vendors:  Discuss any problems the institution has had in cases where it has used third party products (e.g., purchased modules, specialized software, outsourcing program components).  Explain how these problems have been addressed.
5. ACADEMIC SUPPORT SERVICES

1.1 On-going Support:  Evaluate the physical facilities, capital equipment, library resources, technology support, student services, and supplies that sustain the program.  Describe and evaluate advising, placement and career services available to students in the program. Discuss any difficulties regarding the aforementioned  services, and how you will resolve them  
1.2 Additional Support:  Evaluate any special programs, faculty, or outreach activities designed to enhance the program.  Describe any new program activities added since implementation.
1.3 Access for Individuals with Disabilities:  Evaluate the success of programs ormethods used in meeting the needs of individuals with disabilities.

1.4 Student Access:  Address any difficulties the program has encountered in providing students access to faculty, library resources, and special resources (computers, unique laboratories, audio-visual and other equipment, databases, etc.) required for the program.  

6. OPERATING COSTS
1.1 Budget Requirements:  Discuss whether the current operating budget is adequate to assure program quality. If additional support is needed to sustain program quality, indicate the areas affected and the amount and source of future funding for these areas. Describe any efforts to secure outside funding.
1.2 Capital Requirements:  Discuss any capital budget expenditures that have been made since implementation and provide an estimate of costs. 
7. SUMMARY EVALUATION
Summarize the program's overall effectiveness with respect to the original expectations and objectives stated in the authorization proposal.  Indicate any observed obstacles to the fulfillment of the original objectives and fully describe the measures taken by faculty and the administration to overcome those obstacles.  Describe any contributions of the program to the teaching, research, or outreach mission of other departments at your institution or the university as a whole.  Have these contributions been recognized?
8. RECOMMENDATIONS

Recommend action for continuation with the final review process for this program, for revision of the program and later final review, or for discontinuance of the program.
9. Total Costs and Resources

	
	THIRD YEAR
	FOURTH YEAR
	FIFTH YEAR

	COSTS
	#FTE 
	Dollars
	#FTE
	Dollars 
	#FTE
	Dollars 

	Personnel
	
	
	
	
	
	

	Faculty/Instructional Staff
	
	
	
	
	
	

	Graduate Assistants
	
	
	
	
	
	

	Non-instructional Academic /Classified Staff
	
	
	
	
	
	

	Non-personnel
	
	
	

	Supplies & Expenses
	
	
	

	Capital Equipment
	
	
	

	Library
	
	
	

	Computing
	
	
	

	Other (Define)
	
	
	

	TOTAL COSTS
	
	
	

	RESOURCES
	
	
	

	General Purpose Revenue
	
	
	

	Gifts and Grants
	
	
	

	Fees
	
	
	

	Other (Define)
	
	
	

	TOTAL RESOURCES
	
	
	


Guidelines for Completing the Model Budget Format:  Joint Review
The budget documents should clearly define all costs and resources associated with the program.  You can obtain assistance in developing the budget narrative and form by contacting your institution’s budget officer or the academic planner assigned to the program.

Costs

1. Personnel:  Include faculty and academic staff who are currently teaching courses that will be included in this program.  To calculate the #FTE, determine the number of credit hours in courses currently being taught and divide by the normal faculty teaching load.  For example, if there are currently six three-credit courses per semester that will be incorporated into the proposed program (18 credit hours total), and if the normal teaching load for a faculty member is 9 credits per semester, then the current #FTE is 18 ÷ 9 = 2.  It is not necessary to account for the percent of students who are taking the courses as a part of a different academic program.  The dollars should be based on the average salary of the faculty or academic staff currently teaching the relevant courses multiplied by the calculated #FTE.

2. #FTE and dollars for Graduate Students should be calculated using the same method.

3. #FTE and dollars for Classified Staff should be calculated using a similar method, taking into account the percent of time allocated to program.

4. For non-personnel costs, determine what percent of the total department or division supply and equipment budget, library allocation and computing cost is allocated to the courses in the program.

Resources

5. Identify the dollar amount for each source of funding that is currently supporting the courses that will be incorporated into the proposed program:  GPR, grants, gifts, fees, and other.  Define any special sources of funds in the program proposal and/or the budget narrative.

6. Costs and resources should balance.  In special circumstances, the resources may exceed the cost.
