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Bridgewater State College
Academic Program Review Handbook
All undergraduate and graduate academic degree programs at Bridgewater State College are required to undergo a periodic program review using either the institutional program review guidelines set forth in this document or the accreditation standards of the professional association for their discipline. In cases where specialized accreditation for programs within an academic department does not address all programs of the department, the department must complete the institutional program review for programs not included in the accreditation process using the guidelines contained herein.
Purpose: The primary purpose of program review is to enhance the quality of our academic programs by having faculty work together to identify areas for potential improvement.  These areas include student learning, curriculum, courses, enrollments, supporting resources, and facilities.  Part of the review is a consideration of national norms and best practices for public comprehensive institutions that have a regional and teaching mission similar to Bridgewater’s.  Program review provides a mechanism for departments to engage in long-range planning using data and information to review and help establish priorities and goals for the department, school, and college and provides the information required to support requests for resources needed to support those goals.

Process:  Departments engage in institutional program review in accordance with a nominal 5-year schedule in negotiation with the school deans and the provost and vice president for academic affairs.  This schedule includes an annual discussion between the school dean and department chairs on the progress toward achieving objectives.  Multiple programs within a department are reviewed together when appropriate.  Program reviews are conducted as part of a self-study for specialized accreditation, as a response to an external request (e.g., from the Massachusetts Department of Higher Education), as part of new-program development, or as an internal initiative. All program reviews must meet the minimum assessment standards of the college as listed in this document. Should an external accrediting body have requirements that do not meet these minimum standards, the academic program will need to meet this standard by completing all or part of the institutional program review.
Minimum Assessment Standard:  The continuous program improvement assessment cycle comprises five major steps: 
· define student learning outcomes; 
· assess these outcomes; 
· review and discuss the results of the assessment among program faculty; 
· implement changes indicated by the results of the discussion; 
· re-assess outcomes following a period of implementation of the changes. 
All program reviews must articulate the student learning outcomes for the program and include an assessment plan that would allow the program to determine the degree to which student learning outcomes have been met. Data collection and analysis should be an ongoing effort for the program even in years between formal program reviews. The assessment plan provides a structure for reporting what kinds of assessment and how frequently data need to be collected and include a schedule for re-evaluation of progress once changes resulting from assessment results are implemented. 
The Program Review Coordinator(s) for academic departments are provided with some form of release time to support their work in leading the self-study for the department. Support for meeting the assessment standard is available for academic departments completing the program review and accreditation processes. The Office of Institutional Research and Assessment is a resource to assist departments as program faculty identify ongoing assessment activities which may appropriately fit into an Assessment Plan and can provide templates for departments to use in the self-study report. The Bridgewater State College Assessment Guidebook provides valuable examples of mission statements, program goals and objectives, statements of student learning outcomes, and assessment tools which may be helpful in preparing the program review self-study. The Assessment Guidebook may be accessed at: http://www.bridgew.edu/AssessmentGuidebook/.

Procedure:  Program review is normally guided by the following basic steps:

1.   A self-study and assessment led by a faculty member in the department designated as coordinator for the review, or the department chair and/or program coordinator, to include:

a. An analysis of quantitative trends in enrollment, class sizes, and faculty provided by the Office of Institutional Research and Assessment (see below) and other sources as appropriate.
b. A survey of recent graduates of the program.  This survey should include, minimally, the attached questions, but the department may choose to modify these questions or add other questions.  The survey should ask questions specific to the intended student learning outcomes of the program. Staff in the Office of Institutional Research and Assessment (OIRA) are available to help departments with the preparation of surveys and the securing of addresses from the Office of Alumni Relations.  Most surveys are now conducted online, with automatic data analysis provided by the technology.  Further analyses are the responsibility of the department, but OIRA staff can provide assistance.
c. An assessment of the adequacy and availability of library resources to support the program. This review of library resources should be made in conjunction with the Director of Libraries or designated Librarian. The results of this assessment will be reported in the self-study report narrative.
d. A narrative organized by the “Key Questions for Program Review” provided below, as well as other relevant questions developed by the faculty in the program, the school dean and, in the case of graduate programs, the dean of graduate studies.  

e. Supporting documents (see list below).

2. A visit (typically one day) and written report by an external consultant.  The department normally recommends two or more candidates, and the school dean and department chair interview and select the consultant.  The consultant will be asked to review the self study and address the “Key Questions” and any other relevant questions. 
3. A response by the department, if desired, to the consultant’s recommendations, including requests to the consultant, if necessary, for further elaboration.

4. A review of the self study, consultant’s report, and departmental response (if any) by the school dean and provost and vice president for academic affairs, who work with the department to identify priorities for action and resources allocated.

5. The incorporation of prioritized recommendations for program improvement into the goals and plans of the department, school, and college.

6. A brief written annual report must be completed by the department chair during the Spring Semester of each academic year and must include an update on the “Key Questions” and a progress report on the department’s Assessment Plan. The due date for the annual update will be determined in negotiation with the school dean but will be due no later than June 1.
Typical Timeline
	Spring prior to program review year
	Designate program review coordinator; form committee within the department.

Contact the Office of Institutional Research and Assessment to obtain data packet, discuss assessment planning supports available and discuss the survey of graduates.

Begin additional data collection, if needed.

	Fall of program review year
	Send survey to graduates.

Complete a draft of the self study and assemble supporting documents; send to school dean and graduate dean (if appropriate).

Identify pool of potential external consultants and forward their C.V.s to the school dean.

	Spring of program review year
	In collaboration with the school dean, choose an external consultant.

Finalize the self study.

Send the self study and supporting documents to the school dean and external consultant.

Host the external consultant for a one-day site visit (preferably before spring break).

Receive the consultant’s report (preferably by April 15).

If desired, prepare a response to the consultant’s report and send to school dean by May 1.

Meet with the school dean during May to discuss the report and to determine next steps.

	Following years
	Annual written report from department chair to school dean on the key questions. The due date for the report will be during the Spring Semester as determined in negotiation with the school dean but no later than June 1. Follow up discussion between the department and administration on efforts to achieve the mutually agreed-upon objectives.
Ongoing assessment efforts and data collection to monitor student progress on articulated student learning outcomes



Bridgewater State College

Key Questions for Program Review 
The questions below should provide the organizational structure for the self study and the external consultant’s reports. They mirror the questions that the Massachusetts Department of Higher Education requires institutions to address during the review of proposed degree programs.

1. What are the mission and objectives of the program?  In what ways are these mission and objectives consistent with or different from the academic mission and objectives of the college?

2. How do the degree requirements and overall content of the curriculum of the program support the mission and objectives of the program? Does the curriculum achieve the appropriate balance among the component disciplines?  Does the curriculum include scholarly or professional development components that help prepare students for post-graduation life?
3. What student learning outcomes have been articulated for students who major in this program?  How are the student learning outcomes assessed, or what plans are in place to develop an assessment of the outcomes? What information have you considered in the process of revising your curriculum and pedagogy? Does the assessment plan for the program include an assessment of all student learning outcomes? Does the assessment plan incorporate interim reviews (between formal program reviews) of data to monitor progress of the program in using the results of the assessment of student learning outcomes?
4. How is student advising accomplished, and how well is it serving the needs of the students in the program?

5. What level of service, if any, does the program provide to the core curriculum, to teaching licensure, or to other academic programs of the college?

6. Is the number of faculty sufficient and are the areas of expertise of the current faculty balanced to provide appropriate delivery of the program?  What activities and resources are used to maintain faculty’s currency in the field?
7. In what ways does the program support the College’s Strategic Goals? How does the program address the current year’s Areas of Focus and/or Action Steps? Please specify the goals, areas of focus and action steps directly or indirectly supported by the program.
8. What physical and material resources (e.g. labs, equipment), library resources, and/or information technologies are used by the program?  What additional resources, if any, might be needed to ensure program quality and program improvement?
9. What are the goals for the program for the next three to five years?

Bridgewater State College
Documents to Support Program Review
Following is a list of documents and information which must be included as appendices at the back of the program review report. It is best to organize the appendices in the order they appear here. The materials in the appendices serve as documentation or evidence to support the claims made in the narrative and should, therefore, be cross-referenced. 
1. Program mission statement, goals, and objectives

2. Description of curriculum and degree requirements
3. Course syllabi – the most recent syllabi for all active courses listed for the program in the College catalog
4. List of full-time faculty with degrees and areas of specialization – the department should also collect and maintain curriculum vitae of full-time faculty members but not add copies of these documents to this appendix. These documents will be requested separately should the school dean or Provost need to review them.
5. List of part-time faculty with degrees and areas of specialization

6. List of student learning outcomes for the program
7. Assessment Plan for the program 
8. Results of most recent assessment(s) of student learning outcomes
9. Data received from the Office of Institutional Research and Assessment
10. Analysis of library resources completed with the Director of Libraries

11. Results of the survey of program graduates

Bridgewater State College
Office of Institutional Research and Assessment
Standard Data Packet for Academic Program Reviews
Academic programs undergoing review outside the purview of specialized accreditation will receive the following package of data from the Office of Institutional Research and Assessment.  Programs undergoing specialized accreditation will receive the following data package as well as any other data required by the accrediting agency.

Data will be made available by the Office of Institutional Research and Assessment during the spring semester prior to the program review year.
I.
Student Enrollment

For the current academic year and four prior academic years:

· Number of majors enrolled in the fall semester (including double majors) by concentration, if applicable

· Percentage women, percentage students of color among majors

· Number of minors enrolled in the fall semester

II.
Class size

For the five most recent complete academic years; for fall and spring semesters:

· Number of sections offered by level (lower division, upper division, graduate) and total

· Class size distribution (1-10; 11-10; 21-30; 31-40; 41+) by level and total

· Average class size by level and total (school-wide and college-wide averages provided for comparison)

· Individual instruction enrollments by level and total

· Headcount and credit hours generated by level and total

· Number of three-credit course sections taught by VLs by level and total

III.
Faculty

For the current academic year and four prior academic years:

· Number of full-time faculty members, by rank and gender

· Percentage women, percentage people of color among full-time faculty

· Percentage tenured, percentage with a terminal degree among full-time faculty

IV.
Student-Faculty Ratio

For the current academic year and four prior academic years:

· Student FTE for fall semester, by level (undergraduate, graduate), if appropriate

· Faculty FTE for fall semester: full-time faculty, part-time faculty, total

· Student-faculty ratio (school-wide and college-wide figures provided for comparison)

· Average number of advisees per faculty advisor
V.
Student progress

For the current academic year and four prior academic years:

· Number of degrees awarded (including double majors) by concentration, if applicable

· Percentage women, percentage students of color among degrees awarded

For the cohort of majors who started five years earlier; by class (Fr, So, Jr, Sr)

· Number graduated or still enrolled in the same major

· Number graduated or still enrolled in a different major

· Number withdrawn

For three consecutive fall semesters,

Among majors enrolled the previous fall; by class (Fr, So, Jr, Sr)

· Number who graduated or returned in the same major the succeeding fall

· Number who returned in a different major the succeeding fall

· Number who withdrew

VI.
Alumni data
Alumni Relations will supply address labels for surveys.  Arrangements should be made through the Office of Institutional Research and Assessment.  Please specify:

· The name of the program and the degree

· The number of years for which the survey will seek alumni feedback (normally at least the last five years)

· Other names the program may have had in that time
· Other names the program could be confused with, if any

SAMPLE COVER LETTER

Department Letterhead

[Date]

Dear [Program Name] Alum:

We hope that this letter finds you well and prosperous!

Periodically, Bridgewater State College conducts a review of its undergraduate programs.  Presently, the [Program Name] Program is engaged in such a review.


Enclosed please find a survey requesting your opinion about your experiences in the program.  We hope you can give a few moments of your time to complete the survey and return it in the envelope provided by [Date in Bold, about two weeks].

Your feedback will be instrumental in evaluating and improving the program and curriculum for current and future students.

We look forward to hearing from you!

Sincerely,

[Name and Title of Faculty Member]

This template is based on the letter from Communication Disorders, Dr. Sandy Ciocci

Bridgewater State College
Program Review
Sample questions for surveys of program graduates
1. What degree(s) have you been granted from Bridgewater State College? (mark all that apply)
1. Bachelors
2. Post-Baccalaureate
3. Master’s
4. CAGS

2. When did you graduate from Bridgewater State College?  Year(s) ___________

3. 
Have you attended graduate school since your graduation from BSC?   Yes        No

If yes:


Name of Institution: _____________________________________


Dates attended: ________________________________________

Degree and field of study: _______________________________________


Did you complete your degree program?   Yes     No     Still in school

How well do you feel the ___________ program at BSC prepared you for graduate school?



Very well
     Somewhat

Not well

   No



prepared
     prepared

prepared
   opinion


Comments:

4. 
Tell us about the job(s) you have held since your graduation from BSC.

Current position:


Title: __________________________________________________


Name of employer: _______________________________________


Dates of employment: _____________________________________

How well do you feel the ___________ program at BSC prepared you for this position?



Very well
     Somewhat

Not well

   No



Prepared
     prepared

prepared
   opinion


Comments:

First position after BSC graduation:


Title: __________________________________________________


Name of employer: _______________________________________


Dates of employment: _____________________________________

How well do you feel the ___________ program at BSC prepared you for this position?



Very well
     Somewhat

Not well

   No



Prepared
     prepared

prepared
   opinion


Comments:
(Please use the reverse side for other positions you have held since your graduation from BSC.)

5. 
How would you rate the quality of the following aspects of the _______________ program at BSC?

Introductory courses

Excellent          Good          Fair          Poor          No opinion

Upper division courses

Excellent          Good          Fair          Poor          No opinion

Field work/practicum

Excellent          Good          Fair          Poor          No opinion

Directed study/research

Excellent          Good          Fair          Poor          No opinion

Advising


Excellent          Good          Fair          Poor          No opinion

Comments:

6.
How would you rate the coverage of the following student learning outcomes by the ______________ program at BSC?

Learning Outcome 1

Excellent          Good          Fair          Poor          No opinion

Learning Outcome 2

Excellent          Good          Fair          Poor          No opinion

Learning Outcome X

Excellent          Good          Fair          Poor          No opinion

Comments:

7. Which aspects of BSC’s ____________________ program have been most valuable to you? 

8. 
Would you recommend BSC’s _______________ program to others?  Why or why not?

9.
What improvements would you make to BSC’s ____________________ program?

10.
If you would be willing to speak with current _______________________ majors at Bridgewater State College about your graduate school or professional experience and about career possibilities in ___________, please complete the contact information below:


Name: ________________________________________________________________


Address: ______________________________________________________________


Home phone: ______________________ Work phone: _________________________


Email: _______________________________________
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