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e the general education curriculum
e the curricula of other programs at similar institutions
e the assessment of its learning goals
o Appendix: Copies of end-of-year assessment reports

D. Students
1. Provide an overview of recent trends in the program’s number of graduates, majors,
minors, and course enrollments.

e Appendix: Registrar’s Data Set items 1-5

2. Describe the student experience with respect to:
e student research and senior theses
e internships
e other forms of experiential and/or independent learning
e Appendix: Registrar’s Data Set items 6-8

3. Summarize post-graduate outcomes
e Appendix: Employment and advanced degree data

4. Comment on student satisfaction and perceptions of the program
e Appendix: Results of annual exit surveys and Alumni survey

E. Program Resources & Structure
1. Provide brief profiles of program faculty that highlight their contributions to
teaching, scholarship, service, and advising
e Appendix: CV for each faculty member teaching during the self-study year
2. Describe the culture of the program for faculty, including its governance and
decision-making practices
3. Provide a brief narrative summary of program personnel (non-faculty), budgets,
technology, equipment, library holdings, lab, studio, stage, other study or
performance space and use of other campus resources
e If applicable, describe program’s use of off-campus resources
4. Consider the diversity of your faculty is relation to the College's mission statement,
and discuss how that impacts your department

F. Current Strengths & Weaknesses
1. Inlight of everything considered during the self-study process, summarize the
strengths and weaknesses of the program as it stands, as well as any current
opportunities it could capitalize on or threats to its continued function

G. Plans for the future
1. At a minimum, consider the following questions:

e Where would you like to see the program go from here?

e What is needed to improve the program?

e What impediments are there to making these improvements?

e If any retirements are likely in the next five years, what direction might the
program go in its request for a continuation in that tenure line?

e With the same level of resources, what changes are anticipated for the next
five years?

e With additional resources, what changes are possible in the next five years?
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VII. The External Review Visit

Prior to developing a schedule of events, the self-study leader and program faculty should
determine which specific constituents of the college should meet with the external reviewer(s).
These might include:

e Program faculty
e Other faculty and staff closely affiliated with the program

O

E.g., faculty that contribute key cross-listed courses to the program; laboratory
and internship coordinators; directors or members of relevant academic units
such as the Writing Center, Math Resource Center, Library & Information
Technology, etc.

e Members of Student Academic Advisory Committee and other students
e Dean of the Faculty

The self-study leader should consult with the DOF to determine whether a two or three day
external visit is appropriate. A sample schedule for a three-day visit with two reviewers is

below.

Day 1

Afternoon Reviewers arrive and get settled into Glen Rowan.

Evening Dinner with self-study leader and a subset of program faculty.

Day 2

Morning Breakfast for just external reviewers (allows them time to talk with one
another before the day begins).
Meeting with Dean of the Faculty (1 hour)
Individual 30-45 minute meetings with program and affiliated faculty and
staff. Reviewers might choose to split up for these appointments,
especially for larger programs with many relevant constituents.

Noon Lunch with majors or SAAC members (no LFC faculty present)

Afternoon More individual 30-45 minute meetings with program and affiliated
faculty and staff
Other options: Tour of program facilities, class visit, open meeting for
students (no LFC faculty present)

Evening Dinner for just the external reviewers (allows them time to review the day
and plan for the next day’s wrap up meetings)

Day 3

Morning Breakfast for just external reviewers or with self-study leader
Individual meetings (if not completed on Day 2)
Concluding meeting with self-study leader (not necessary if leader attends
breakfast)
Concluding meeting with Dean of the Faculty (1 hour)
Time for external reviewers to discuss/draft their report

Afternoon Reviewers depart
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Lake Forest College
Academic Program Self-Study & Review Guide

Note: For the sake of simplicity, this document uses the generic term “program” to refer to any
academic program, whether a department or an interdisciplinary program.

I. Purpose of Self-Study & Review

The fundamental purpose of a review is to evaluate the program’s overall effectiveness and
consider possible changes to enhance that effectiveness. This is accomplished through a self-
study supplemented by the insights of a consultant(s) from a peer institution(s). More
specifically, the goals of the self-study and review are:

e To help the program better fulfill its educational mission and to improve the quality of
the teaching and learning it offers

e To help the program better fulfill the mission of the College and to enhance the
program’s contribution to the intellectual life of the College

e To review resources available to the program and ensure their wise use

e To develop a plan of action designed to enhance the program in the future

Il. Self-Study & Review Cycle

Generally, programs will be reviewed every eight years. Exceptions to the normal review cycle
may be approved by ARRC or DOF. There will be a “self-study year” followed by a “review year”
and then six years under the revised program before the cycle begins again. As an example,
consider the cycle for a program scheduled to begin in AY 2015-2016.

e 2015-2016 The self-study year begins with a meeting or retreat (including all
members of the program) and concludes with a written self-study due
to the DOF by February 15, 2016.

e 2016-2017 The review year begins with a visit from an external reviewer(s) and
ends with a brief plan of action submitted to DOF by January 15, 2017

e 2017-2023 Six years under the revised program

e 2023-2024 Cycle begins again with the self-study year
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lll. Self-Study & Review Calendar

SPRING OF YEAR PRIOR TO SELF-STUDY YEAR

By February 1

ARRC indicates, in its minutes, which programs are scheduled
to prepare their self-study in the upcoming year.

By March 1 e DOF office sends the Program Self-Study & Review Guide to
program chair.
e DOF office sends copy of the program’s previous review (self-
study; external review; ARRC response) to the program chair.
By April 1 e Program decides who will be the self-study leader,

responsible for coordinating the review. This is usually the
chair, but could be another member of the program.
Program schedules a meeting or retreat for its members, to
take place between June and early September of the Self-
Study Year.
o The purpose of the retreat is to discuss the program’s
mission, learning goals, assessment plan, and to
coordinate collaboration on the self-study.

SUMMER OF SELF-STUDY YEAR

By June 15

Registrar’s office sends enrollment and academic
performance data set to self-study leader. Additional data
may be requested, if necessary.

Summer (or early Sept)

Meeting or retreat for program faculty.

FALL OF SELF-STUDY YEAR

By September 15

Programs have the option to send an alumni survey. Alumni
Relations has a ready-made form; additional questions can be
appended to the survey, and the program chair can attach a
cover letter. Program must notify Alumni Relations to
indicate whether they will use and/or add to the survey.

By October 15

Self-study leader submits the names of 4-5 external reviewers
to the DOF. The list should include both email and regular
mail addresses. One or two reviewers will be chosen to visit
campus the fall of the Review Year.

Fall

Program begins writing and revising the self-study (see Part IV
below). The process should be collaborative and might
require additional meetings of program members.

SPRING of SELF-STUDY YEAR

By February 15

Program submits self-study to DOF, who then shares it with
members of ARRC. Please submit one complete hard copy (in
a binder with cover and spine) and a pdf of all documents.

By April 30

In March & April, ARRC considers the self-study and generates
questions for the external review visit in the fall of the Review
Year.
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SUMMER OF REVIEW YEAR

By June 1

DOF submits self-study and list of questions to the external
reviewer(s) in advance of their visit in the fall of the Review
Year.

FALL OF REVIEW YEAR

By October 15

External reviewer(s) visit.

By November 15

External reviewer(s) submit written report.

Fall

Program members discuss the external review report and
then prepare a brief plan of action in response to the self-
study and external review.

SPRING OF REVIEW YEAR

By January 15

Program submits written plan of action to DOF, who then
shares it with members of ARRC.

By March 15

In January & February, ARRC considers plan of action and
generates a summary for the Board of Trustees.
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IV. Data Set Provided by the Registrar’s Office

Early in the summer of the self-study year, the Registrar’s Office will provide to the self-study
leader the following data for the last eight years (or the number of years since the last review).

Number of majors and minors for each program at the College

Enrollments for each program at the College

Enrollments for each course (and lab, if applicable) in the program

Average course size for each program at the College

Fraction of the student population completing classes in each program at the College
List of thesis research projects and independent studies, with titles and supervisors
Number of students completing internships in the program

Number of internship credits completed in the program

List of courses cancelled due to low enrollment for the program

LooNOU R WNE

Additional useful data can be found on the College’s institutional research page or can be
requested directly from the Registrar’s office.
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V. Developing a List of Potential Reviewers

The self-study leader, in consultation with the program faculty, submits the names of 4-5
external reviewers to the Dean of Faculty by October 15 of the Self-Study Year. Typically, the
potential reviewers are from colleges in our consortia (e.g., ACM or GLCA) but this is not
required. In developing this list, the program faculty might want to consider other factors such
as the particular issues facing the program or the particular coverage of the program (e.g.,
Studio Art and Art History might require one reviewer from each area). The list should include
both email and regular mail addresses. One or two reviewers will be chosen for a joint visit to
campus by October 15 of the Review Year.
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VI. The Self-Study Report

The self-study report should follow the general outline below and should involve the collective
and collaborative work of all faculty in the program. Although tasks might be divided up in order
to share the load, the final report should be a coherent whole, edited by the self-study leader
and reflective of the thoughts of the entire faculty of the program. Please keep in mind that the
self-study should focus primarily on the state of the program since the last review.

The self-study report should include two main components: a narrative description and analysis
that follows the outline below (15-25 pages in length) and an appendix that provides supporting
documentation. The report should make active use of the appendix material throughout the
narrative by directly referencing the material, providing overviews, summarizing trends, etc.
Suggested appendix items are indicated in the outline below, but programs should feel free to
supplement the appendix as desired.

A. Mission & Learning Goals
1. Describe the program’s mission and how the program’s mission connects to the
College’s mission
2. Describe the program’s learning goals for students

B. Brief History & Response to Previous Self-Study/Review
1. Provide a brief history of the program, including critical events or turning points.
2. Describe any changes to the program as a result of the most recent self-study and
review

C. Curriculum
1. Describe the curriculum, its underlying rationale, and student flow through the
program (i.e., course sequencing).

e Appendix: Major/minor degree requirements

e Appendix: List of courses offered

o Indicate frequency of offerings and any courses that serve other
programs or goals of the College

e Appendix: Course syllabi

o Most recent syllabus for each course offered since last self-study

e Appendix: Registrar’s Data Set item 9 (list of cancelled courses)

e Note: Programs should ensure that their catalog copy is up date (e.g.,
change course descriptions; drop from the catalog any courses that haven’t
been offered in 5+ years). Send updates, revisions, and deletions to the
Curricular Policies Committee.

2. Describe relevant activities that occur “outside the classroom” but are designed to
support the curriculum and benefit students and/or the wider campus community.
3. Describe the role of off-campus programs in the curriculum, if appropriate
e Appendix: Supporting data might be available from the Director of Off-
Campus Programs
4. Consider the relationship between the program’s curriculum and:
e the program’s mission
e the College’s mission










