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CPTSC
External Program Review Guide

The CPTSC External Program Review Taskforce (ExPRT) created this guide to establish a standardized, repeatable
external program review process. By establishing this process, EXPRT enables CPTSC to support technical, scientific, or
professional communication program administrators to develop, maintain, and improve quality programs.

This guide was developed by ExPRT to assist programs in technical, scientific, or professional communication in
understanding and preparing for an external program review. The guide also supports qualified CPTSC external
program reviewers in conducting the external review.

It defines program reviews in terms of their overall purpose, types of reviews, and how the results of the reviews may
be used. This guide provides a detailed overview of each stage in the program review process, including the self-
study, the external reviewer visit, and the final report.

Frequently Asked Questions

How do we request a program review ?
Programs interested in having CPTSC assist with their program review should contact the CPTSC executive committee
and complete an application.

How much does a program review cost?

CPTSC charges an administration fee of $250, payable to CPTSC. The requesting institution pays each reviewer
$2000.00 plus covers all costs for travel and lodging. Programs should also consider the time and resources that
program reviews require internally. The self-study requires considerable effort and can take six months or more to
complete. Hosting an external reviewer also requires considerable planning and effort.

How long should a program be established before it requests a review?

Programs can request a review at any time. However, we recommend that newly established programs operate for at
least five years before an external review. However, programs also need to consider the review cycle at their
institution. Generally, external program reviews are conducted every seven to eight years, depending on the
institution’s accreditation requirements. Every program would be reviewed once within this period for the purpose of
accreditation.

What are the risks of a program review ?

Program reviews serve to measure and monitor a program’s effectiveness. Program reviews are essential for ensuring
the effectiveness and quality of education. They assess both the program strengths and weaknesses. They provide
institutional leadership with the information needed to inform planning and decision-making about the program. If a
program review reveals inefficiencies, brings into question the quality of the program, or identifies problems, the
institutional leadership may limit its institutional commitment by reducing support and resources for the program or
even discontinuing the program.



Do program review requirements change depending on the size of the program?

No, the review process and requirements are the same for all programs regardless of size or number of degrees
offered. For example, if your department included both graduate and undergraduate TPC programs, all programs
would be included as part of the review.

Definition and context

Program reviews serve to measure and monitor a program’s effectiveness. Program reviews are essential for ensuring
the effectiveness and quality of education. More specifically, program reviews are critical for assessing program
strengths and identifying areas for improvement. They provide opportunities for programs to reflect, self-assess, and
plan, and they provide institutional leadership with the information needed to inform planning and decision-making
about the program.

Institutions require external program reviews for a number of reasons, including resource allocation, strategic
planning, or state government requirements. Although conducted independently by institutions, external program
reviews also often contribute to an academic institution’s accreditation process. In the U.S. accreditation is conducted
by non-government or state agencies which are approved by the U.S. Department of Education. Accreditation serves
a quality assurance function for the Higher Education Act's (HEA's) federal student aid programs, including Pell grants.
For students to receive federal student aid from the U.S. Department of Education for postsecondary study, the
institution must be accredited by a "nationally recognized" accrediting agency.! More than 87% of students in public
programs receive financial aid.2 And additional Federal funds support research. This financial support is critical for the
economic success of many public higher education institutions. Accreditation primarily applies to the institution as a
whole not to individual programs or units within the institution. However, information gathered as part of external
program review comprises much of the information that academic institutions use to compile the reports and
documentation required for the accreditation process. As a result, the frequency of external program reviews often
reflects the timelines for the accreditation cycles.

Generally, external program reviews are conducted every seven to eight years, depending on the university, state, or
accreditation region in which the home academic institution exists. For example, the Northwest Commission on
Colleges and Universities (NWCCU), an accrediting agency, has a seven-year cycle in which every member institution
is reviewed to confirm the institution “is working to fulfill its mission, addressing problems identified previously,
continuously improving, offering high quality education, and supporting student success and closing equity gaps.”>
Within a member institution, each program would need to undergo review at least once within that seven-year
period. The Arizona Board of Regents, the state governing body for university and state colleges of Arizona, also
requires academic program review at least once every seven years. Standford University requires that all
departments, degree-granting graduate fields, and centers be reviewed once every 8 years.*

L https://www?2.ed.gov/admins/finaid/accred/accreditation.html#Overview

2 https://educationdata.org/financial-aid-statistics

3 https://nwccu.org/accreditation-process/

4 https://planning-humsci.stanford.edu/planning-processes/department-external-reviews/departmental-review-
guidet:~:text=A%20department%20external%20review%20consists,review%20report%20submission%20and%20response.
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Most external program reviews are conducted over a six- to 12-month span, depending on the institutional context.
The external program review process has three stages: the self-study, external peer-review visitation, and the
external peer-review report which provides a review of findings and recommendations.

Stage 1: Self-Study

The self-study is internal to the institution. It is conducted and generated by faculty but based on institutional policy.

There are different models for the self-study, but its overall purpose is to provide data and information necessary for
a holistic evaluation of the program. The self-study documents how a program is organized, staffed, and supported to
accomplish its purposes and to demonstrate its effectiveness. For external reviewers to understand the program, the
self-study provides the following:

e Ananalysis of the program resources

e A demonstration that student achievement is commensurate with the certificates, minors, degrees, or other
recognition awarded

e An appraisal of the relationship of all the program’s activities to its purposes

e Anassessment of programmatic achievements as well as structures and processes;

e Anassessment of student achievement with respect to the program and ability to accomplish educational
purposes

e Anassessment of performance in achieving institutional mission and goals

In reviewing self-studies from various technical communication programs, the CPTSC (Council for Programs in
Technical and Scientific Communication) External Program Review Taskforce identified three basic models for the self-
study: comprehensive, discipline-specific, and strategic.

o The involves departments that encompass multiple disciplines and programs. For
example, a large English department may house creative writing, literature, rhetoric, and technical writing
programs, including undergraduate and graduate programs.

e The involves departments focusing on technical and professional writing and
closely aligned programs. The department may have multiple programs commensurate with the certificates,
minors, and degrees offered including undergraduate and graduate levels. The self-study strives for an
objective tone, using standard categories for structuring content with some rhetorical variations and a
medium to a high level of granularity. The self-study tends to be descriptive, using structures such as layered
lists, tables, and graphics, and it relies heavily on quantitative data to address issues and highlight strengths.

o The also involves departments focusing on technical and professional writing, but its
purpose is rhetorically different. It is often used to request additional resources. A strategic self-study seeks
to highlight the program's strengths, outline goals, and respond to a specific context, structuring its response
in a way that best represents the programs and department. It does not use standard categories but includes
much of the standard information. The strategic self-study emphasizes strengths (areas of excellence) while
still addressing areas for improvement and overall goals. The granularity level is medium to high with high
levels in the appendix. The strategic self-study uses keywords, headings, and language to increase its
persuasiveness. It uses primarily descriptive and expository discourse to communicate information and
embeds data into expository structures.



The CPTSC external review focuses primarily on the discipline-specific self-study or the strategic self-study, depending
on the institutional context. Generally, CPTSC does not conduct comprehensive reviews.

At least one month before the CPTSC reviewer is scheduled to visit your campus, you should submit a self-study
document to acquaint the reviewer with your institution. Content and the order of content may vary depending on
the institution. Always check with your institution’s policies and procedures before beginning the self-study. In
general, CPTSC reviewers expect the following content for a standard discipline-specific self-study:

1. Overview or Executive Summary
Purpose: to provide a comprehensive summary of the content from the self-study report.
Content:

e Establishes the context for the review, including programmatic or institutional motivations

e Describes briefly the department and programs, including history, mission, vision, goals, and
objectives

e Provides a general overview of faculty, including numbers, positions/ranks, and specializations

e Qutlines the general characteristics of the student population served

e Highlights any special or unique attributes of the department or programs that may set them apart

2. Department and programs
Purpose: to enable an appraisal of the relationship of all the program’s activities to its purposes and an

assessment of programmatic achievements as well as structures and processes.

Content:

e Institutional context and department history, including substantial curriculum or programmatic
changes

e Department and program administration (may include budget)

e Descriptions of programs (undergraduate and graduate), including the number and type of degrees,
certificates, and minors or other means of awarding recognition. Descriptions of each program to
include the following:

o Program competencies and outcomes and data measuring outcomes
o Description of curriculum

o Enrollment trends

o Retention and graduation data

e Descriptions of special initiatives to support student learning (Centers, labs, spaces, community
engagement, internships, industry collaboration, etc.)

3. Faculty

Purpose: to analyze a primary component of the program resources to determine its ability to meet its
mission and accomplish its educational goals.

Content:



e Number, rank, bios, and demographics of faculty (Tenured and Tenure-Track), special faculty (non
tenure-track, adjunct, lecturers, instructors, clinical faculty, teaching professors, etc.) and Teaching
Assistants (TAs)

e Summary of scholarship (number of refereed publications and presentations), teaching
accomplishments, and service (including responsibilities, leadership roles, and participation in
professional societies)

e Description of faculty workload and productivity

4. Students

Purpose: to demonstrate that student achievement is commensurate with the certificates, minors, degrees,
or other recognition awarded, and to assess student achievement for the program.

Content: (separate sections should be provided for undergraduate and graduate students)

e Recruitment strategies and student enrollment patterns

e Student demographics

e Student ACT and/or GRE scores

e Students’ GPAs

e Percentage (%) of Full-Time students

e Percentage of resident and distance/online students per year (if applicable)

e Number of students receiving financial aid

e Student graduation rates and time to degree

e Student advising and mentorship

e Student organizations (related to program and professional development)

e Fellowships, and other awards received by students (National, University, Departmental, and Local
Scholarships)

e Employment of graduates over the past 6 years

e Description of special initiatives to enhance student learning

5. Institutional Commitment
Purpose: to demonstrate the level of institutional commitment to the unit’s academic programs in terms of
faculty hires, programmatic initiatives, available endowments or scholarships, and strategic partnerships.

Content:

e Number and type of tenure-track, tenured, and non-tenure track faculty hires in program over the
last 5-10 years

o Number, type, and purpose of scholarships and endowments in support of academic programs

e List of programmatic initiatives launched or integrated in academic programs, whether originated in
college, university, or department

o Description of advisory boards associated with academic programs

e Description of strategic partnerships with other departments or collegiate administration such as
interdisciplinary programs, grants, or curricular innovations

e Budget history and funding mechanisms (state, tuition, or self-generated dollars)



6. Conclusion
Purpose: to enable an assessment of performance in achieving mission, goals, and objectives and

demonstrating alignment with institutional mission and goals

Content:

e Key accomplishments in relation to the purpose of each main section of the self-study
e  Future actions for continuous improvement of programs
e Statement of alignment of mission, goals, and objectives (program to department, department to

university)



Stage 2: External Reviewer Visit

The external reviewer visit ordinarily involves one to two CPTSC members, depending on the size, context, and
standard practices of the program and host institution. External reviewers are selected based on their
backgrounds, expertise, and breadth of experience as it relates to the nature, mission, and context of the
program.

The external reviewer visit is scheduled once the external reviewer(s) is approved by the institution's
administration. Once approved, the external reviewer will meet (usually online) with representatives of the
program to outline the process and discuss priorities for the review and general background for the program.

The representatives for the program will provide the external reviewer with a copy of the self-study, the
institution’s strategic plan, and the most recent strategic report (if available). The external reviewer may request
other documents if information is not available in these documents or on the program’s website. Once the
external reviewer has had sufficient time to review the self-study and related documents, they will initiate the
scheduling of the on-campus visit. The external review visit is normally scheduled to occur over two days; the
external reviewer typically spends one full day on campus and holds an exit meeting on the morning of the
second day, departing the campus around noon. The external reviewer has some flexibility in setting the start and
end time of visits, depending on the nature of the visit and the size of the program.

The external reviewer initiates the site visit scheduling process by emailing proposed dates to the representative
responsible for managing the visit (Department Chair/Dean/Provost of the institution). The representative should
respond to the proposed dates as soon as possible and suggest alternative dates if the proposed dates are not
suitable. The visit should be scheduled for when classes are in session and holidays and previously scheduled
campus activities will not conflict with the work of the external reviewer. During the visit, the institution should
ensure that department chair, dean, provost and other key administrators, faculty, staff, students, and other
stakeholders will be available for meeting with the external reviewer.

The institution should arrange for an on-campus work room/office to be available for the external reviewer for
the entire visit. No one else should have access to the room, and the external reviewer should be able to lock up
their personal items, computers, and notes in the room.

The representative should provide an information packet for the external reviewer to use while on campus. This
packet could include information such as:

o A copy of the schedule for the visit, including any last-minute changes.

o Names of key staff members available in case of questions or problems with computer equipment,
copiers, printers, etc. including room numbers, campus telephone extensions, and cell phone numbers.

e Information on access to campus buildings and parking.

e 24-hour contact numbers and cell phones for key personnel, including those responsible for handling
schedule changes and other matters.

e Transportation arrangements between the hotel and campus each day and to the airport on the final day
of the visit.



e Information on how to access the internet on campus for the duration of the visit.

The schedule for the visit should include mealtimes. Meals may take place during meetings with program
stakeholders or institutional representatives. Ideally, meals in the middle of the day should be on campus to
reduce travel time. If the meal is held off campus, the location should be as close as possible to campus.

Usually, the external reviewer will have breakfast and dinner on their own. The representative should discuss
restaurant preferences with the external reviewer and make recommendations and reservations as needed,
ensuring suitability given any food allergies or dietary restrictions.

The representative is responsible for arranging local transportation to and from the airport and to and from
the campus. The representative should also arrange for the external reviewer to have escorts to meetings, so
they do not have to navigate the campus alone and risk being lost or arriving late.

As part of the external program review, the external reviewer will use a variety of evidence-gathering
techniques (including both quantitative and qualitative methods). The methods will focus special attention on
the concerns articulated in the self-study as well as generate more comprehensive results. The
representative must organize and prepare the program stakeholders for the kinds of activities in which the
external reviewer will engage. The following are some of the techniques and activities that may apply.

Interviews

The external reviewer may use various interviewing techniques, often employing a set of questions
developed from the self-study and other related documentation or lines of inquiry to confirm information in
the report. Interviews often gather information from individual stakeholders. Interviews may be used to
ascertain involvement of constituencies, to gauge the support for undertakings, and to gather evidence
pertinent to the review. Typical interviewees include administrative staff and key administrators such as the
Department Chair, Dean, and Provost. Other interviewees may include alumni, students, and special faculty.

Meetings and large discussions (focus groups)

For larger groups of stakeholders such as faculty and students, the external reviewer may meet with a
representative group and ask questions developed from the self-study and related documents. Such
discussions, however, tend to be more open and organic, allowing the external reviewer to explore additional
guestions that may arise, observe group dynamics, and access more nuanced, unfiltered feedback. Typical
participants include faculty and students. Other participants may include alumni and special faculty.

Classroom observations

To build a better perception of the teaching and learning that takes place in a program, the external reviewer
may observe classes to see how faculty and students interact, student engagement levels, and student
interactions. Such observations also enable the external reviewer to determine if courses align with
professional practices in technical and professional communication and with standards for academic
programs in technical and professional communication.
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Facilities audit

If programs support centers (writing) or spaces (maker spaces, computer labs, usability labs etc.), the external
reviewer may review the facilities and gather information about their history, current uses, funding sources,
and plans. The inquiry would examine connections between the facilities and community engagement,
curriculum, and forms of student learning, such as projects and internships.

Document review

Throughout the review process, the external reviewer may continue to examine original documentation to
understand processes, planning, and decision making, and to validate the findings, analyses, and conclusions
obtained from the self-study.

Evidence of Student Learning

The external reviewer may also examine course syllabi to see if student learning outcomes are set forth, look
at processes and methods used to assess student learning at the course, program, and institutional level, and
ascertain the capacity of the faculty to undertake assessment of student learning. The external reviewer may
examine assessment results to find out what students learned, how closely this meets the program’s
intended outcomes, and what was done with the results of assessment to improve student learning and to
refine assessment tools and processes. The external reviewer may look at actual student work, standards
used to evaluate work, rubrics and other evaluation tools, and written comments about the work, including
feedback given to the students. If these additional items are needed, the external reviewer will request them
from the representative.

The exit meeting

After gathering information before and during the site visit, the external reviewer will provide an oral review
and share preliminary findings and recommendations with the Dean or other designated administrative
representative. This may occur the morning following the external review or a short time after via an online
meeting. Through this meeting, the administrative representatives will be able to provide comments,
clarifications, and corrections on the draft. A final, revised copy of the recommendation report will be shared
with collegiate leadership.
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Stage 3: Final Report

The final report represents the reviewer’s findings regarding whether the program has clearly specified goals and
objectives in line with institutional mission, its activities, and its resources and appropriate in light of the degrees and
recognitions awarded; whether it is successful in achieving its objectives; and whether its degree requirements
conform to commonly accepted standards.

The final report is based upon the reviewer’s analysis of institutional documents and other materials provided by the
program, as well as an analysis of information garnered during interviews and meetings with program constituents
and stakeholders, observation of classes, and other activities of the reviewer during the on-site evaluation. All
statements, findings recommendations included in the report are made in good faith with a view toward enhancing
the quality of the educational program.

The report will evaluate each component of the review, analyzing program curriculum, faculty, students, and
institutional commitment through the following standards and questions.

Program

The program should deliver content that is current, relevant, forward-looking, aligned with program competency
goals and consistent with expected outcomes.

Curriculum

1. Does the curriculum provide graduates with the knowledge and skills to be able to apply theory,
techniques, and tools throughout the technical and professional communication process and to
communicate information to satisfy stakeholders’ needs?

2. Are the areas of content clearly defined and are the learning experiences appropriate to areas of
content?

3. Does the curriculum content cultivate agility with current and emerging technologies?

4. Does the program’s curriculum facilitate meaningful learner-to-learner and learner-to-faculty
academic and professional engagement?

Outcomes

1. Do the program outcomes specify the intellectual and behavioral capabilities a program is intended
to instill, as well as the knowledge, skills, and abilities expected as an outcome of a particular
program?

2. Do the program outcomes clearly differentiated by level when multiple degree/certificate programs
exist. Expected program outcomes may be expressed as competencies, objectives, benchmarks, or
other terminology congruent with institutional and program norms?

3. Do the program outcomes state the educational expectations for each degree program?

Assessment
1. Does the program effectively manage its curriculum through assessment and other systematic
review processes to ensure currency, relevancy, and competency?
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2. Does the program regularly use appropriate, documented processes for assessing and evaluating the
extent to which the student outcomes are being attained?

3. Are the results of these assessments systematically used as input for the program’s continuous
improvement actions?

Governance
1. Does the curriculum management have sound governance with the faculty engaged in the process in
terms of ownership and use of results for implementing changes and improvement?
2. Are the roles of the faculty and students in the governance of the program, including those involved
in distance education, clearly defined and understood?

Academic policies of the institution and the program are congruent and support
achievement of the mission, goals, and expected program outcomes. These policies are fair and equitable;
published and accessible; and reviewed and revised as necessary to foster program improvement.

References to the program’s offerings, outcomes, accreditation/approval status, academic calendar,
recruitment and admission policies, grading policies, degree/certificate completion requirements, tuition,
and fees are accurate.

Faculty
Faculty should be sufficient in number to accomplish the mission, goals, and expected program outcomes;
academically prepared for the areas in which they teach; and experientially prepared for the areas in which they

teach.
1.

10.

11.

Are the number of faculty (full-time, part-time, adjunct, tenured, non-tenured, or other) for each degree,
minor, certificate program sufficient in number?

How are faculty qualifications aligned with curriculum requirements, goals, and expected program
outcomes?

How are faculty workloads defined?

Do the faculty-to-student ratios provide adequate supervision and evaluation and meet or exceed the
standards for the discipline and institutional context?

Is there Institutional support available to promote faculty outcomes congruent with defined expectations of
the faculty role (full-time, part-time, adjunct, tenured, non-tenured, or other) and in support of the mission,
goals, and expected faculty outcomes?

Does the institution and program provide and support an environment that encourages faculty teaching,
scholarship, and service?

Do faculty have opportunities for ongoing development in teaching?

If scholarship is an expected faculty outcome, does the institution provide resources to support faculty
scholarship?

If service is an expected faculty outcome, does the institution provide support for service activities?

Does each faculty member teaching in the program have expertise and educational background consistent
with the contributions to the program expected from the faculty member?

Collectively, does the faculty have the breadth and depth to cover all curricular areas of the program?
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12. Is the competence of faculty members demonstrated by such factors as education, professional credentials
and certifications, professional experience, ongoing professional development, contributions to the
discipline, scholarly contributions, teaching effectiveness, and communication skills?

13. Do faculty members have sufficient responsibility and authority to improve the program through definition
and revision of program educational objectives and student outcomes as well as through the implementation
of a program of study that fosters the attainment of student outcomes?

Students

The program culminates in achievement of clearly identified student learning outcomes that lead to collegiate-level
degrees, certificates, or credentials and include designators consistent with program content recognized in TPC. The
program has documented student outcomes that prepare graduates to attain the program educational objectives.
There must be a documented and effective process for the periodic review and revision of these student outcomes.

1. Doesthe program award credit, degrees, certificates, or credentials that are based upon student learning
outcomes that offer an appropriate breadth, depth, sequencing, and synthesis of learning?

2. Does the program identify and publish expected learning outcomes for all degrees, certificates, and
credentials.

3. Does the program provide Information on expected student learning outcomes for all courses to enrolled
students?

4. Are the program completion or graduation requirements clearly defined, widely published, and easily
accessible to students and the public?

5. How does the program engage in an effective system of assessment to evaluate the quality of learning in its
programs and recognize the central role of faculty to establish curricula, assess student learning, and improve
instructional programs

6. How does the program use the results of its assessment efforts to inform academic and learning-support
planning and practices to continuously improve student learning outcomes?

7. Does the program ethically recruit and admit students who have the potential to benefit from its educational
programs?

8. How does the program orient students to ensure they understand the requirements related to their
programs of study and receive timely, useful, and accurate information and advice about relevant academic
requirements, including graduation and transfer policies?

9. Does the program establish and track a set of indicators for student achievement including persistence,
completion, retention, and postgraduation success, disaggregated by race, ethnicity, age, gender,
socioeconomic status, first generation college student, and any other institutionally meaningful categories
that may help promote student achievement and close barriers to academic excellence and success (equity
gaps)?

10. Does the program develop and publish, including on its website, policies and procedures that are clearly
stated, easily understandable, readily accessible, and administered in a fair, equitable, and timely manner?

Institutional commitment

Institutional support and leadership must be adequate to ensure the quality and continuity of the program. Resources
including institutional services, financial support, and staff (both administrative and technical) provided to the
program must be adequate to meet program needs. The resources available to the program must be sufficient to
attract, retain, and provide for the continued professional development of a qualified faculty. The resources available
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to the program must be sufficient to acquire, maintain, and operate infrastructures, facilities, and equipment

appropriate for the program, and to provide an environment in which student learning outcomes can be attained.

1.
2.
3.

Are the fiscal resources sufficient to enable the program to fulfill its mission, goals, and expected outcomes?
Does the budget support the development, implementation, and evaluation of the program.

Does compensation of personnel support recruitment and retention of sufficient staff/support personnel and
faculty?

Is there a defined process used for regular review of the adequacy of the program’s fiscal resources?

How are the physical resources--facilities ((e.g., faculty and staff workspace, classrooms, laboratories,
meeting areas) and equipment and supplies (e.g., computing, laboratory, and teaching-learning materials)--in
terms of currency, availability, accessibility, and adequacy?

Are the physical resources sufficient to enable the program to fulfill its mission, goals, and expected
outcomes?

Do the academic support services (library, technology, distance education support, research support, and
admission and advising services) foster achievement of program outcomes?

Do faculty have access to sufficient current and emerging technologies for both teaching and research
purposes consistent with their mission, strategies, and expected outcomes? Such access may be realized
through partnerships with other schools or other third parties.

Are professional staff provided adequate training and technology infrastructure for advising, career
placement, and other mission-specific activities?
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Appendix: Strategic Self Study

The strategic self-study can be used independent of an external program review. Programs and
department can use this as part of a strategic planning process or as an internal method for program
evaluation and review when an external reviewer is not required or warranted.

Strategic self-study genre: proposal

Think of a strategic self-study as a proposal for future action that outlines directions for research,
academic programs, or ways to enhance the work of the department. A strategic self-study often
includes goals like increasing student enrollments, strengthening equity and diversity efforts,
developing new courses or programs in the department, outlining strategic research areas, or
articulating resources needed for those directions such as faculty hiring or support for curriculum
development. Strategic plans may also address more fundamental items for a department such as
building / space concerns or equipment such as computers or technology needs. Consider the
following possible items for inclusion in a strategic self-study:

e Goals and plans regarding research and creative excellence among faculty

e Goals and plans for department’s graduate programs

e Goals and plans for department’s undergraduate programs

e Goals and plans with respect to other priorities such as diversity, equity, inclusion, or engagement
e Resources needed to address articulated goals and plans

Programmatic assessment data

In articulating goals, including assessment data is helpful and important to demonstrate past work and

future directions. As an example, if a department’s goal is to increase enrollment in their
undergraduate major program, it will be helpful to include enrollment data from previous years to

outline enrollment trends and movement. Programmatic data might include any of the following items:

e Enrollment data from previous five years as well as current enroliment data

e Student survey responses

e Demographic breakdown of enrolled student population

e Data on key service courses or multi-section courses that address entire university

e Programmatic assessment data on direct assessment of student work or portfolios

e Matriculation/graduation rates

e Course evaluation rates

e Post-graduation data (employment, military service, graduate school)

e DFNW rates (students not passing courses; data may support goals for new directions)
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Mapping goals

Mapping goals to current departmental efforts can be a useful exercise in preparation for a strategic
plan. For example, a department might state a goal and articulate what they have done so far to
address that goal, and what they want to do next to strengthen that goal. The table below includes an

example.

Goals

Past/current Efforts

Future Efforts

Strengthening DEI

Writing a statement to guide our DEI
efforts; engaging in professional
development to build capacity and
personal awareness

Hiring in areas of DEI; addressing
annual review forms to integrate DEI;
developing a mentor program;
integrating DEIl into teaching by
addressing equity, accessibility, and
curriculum; clarifying tenure
expectations

Strengthening
Community
Engaged Learning

Identifying courses with outreach
components and formally designating
courses to be community-engaged;
activities with advisory board

Seeking graduate student research
assistant to support Community-
engaged learning courses and help
with outreach projects like National

Writing Project

Enacting participatory design

It is helpful to think about strategic planning in terms of participatory design, as an opportunity to
engage the entire program and/or department. Steps involved in a participatory approach could
include the following:

o Select a leadership team to define goals and priorities. A leadership team could include up to 3-4
people who bring experience related to the department and/or program and who represent key
strategic areas. This team could meet initially to outline goals and priorities for the department’s
programs.

o Identify stakeholders and gather contributions. Once goals and priorities are articulated, additional
stakeholders could be identified and asked to review, respond, and revise or refine goals and priorities.
Meetings should be scheduled in advance and goals shared in preparation for these important
discussions.

e Organize listening sessions and opportunities for feedback across the entire community. Refined or
revised goals and priorities could be shared in scheduled listening sessions to invite additional feedback
across the departmental community.
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Outlining budgets

A strategic plan often includes budgetary requests. Units should be prepared to provide accurate and
realistic dollar figures for items they are requesting. Aim to include a detailed spreadsheet that outlines
items and their costs. Budgetary requests may include:

e Tenure-track or tenured faculty lines

e Non-tenure track faculty lines

e  Staff positions

e Student worker positions

e Seed money to support innovative programs
e Computer or other technological equipment
e Physical space needs

Budgetary requests are strengthened when departments offer to share funding support through their
own means. This may include acknowledging endowment funds in the department that are used to
support student scholarships or that can be used, in part, to address an articulated goal or priority, and
to show how additional support from the college can be used as a supplement.
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