Steps in the UCC 7-Year Program Review Process
Spring Prior to the Academic Year for Review

UCC Program Review Committee Chair sends e-mail notice to deans and chairs, directors or coordinators of programs scheduled for review during the next academic year.

UCC Program Review Committee Chair sets up an informational meeting for deans and chairs, directors or coordinators of these programs.  The chair of the UCC Program Review Committee and the Executive Vice Provost, EVP, (David Descutner, 3-1936, descutne@ohio.edu) are invited to attend.

During this meeting, or in the e-mail, the chair announces the date that self-studies will be due in the UCC office (usually the second week of September) and provides information (instruction) on how to prepare the self studies.  

Summer Prior to the Academic Year for Review

Programs write their self-studies and select three persons to put forward as possible external reviewers.

Early September

UCC Program Review Committee chair selects persons to serve as internal reviewers, gives them their review assignments and gives this information to the EVP and to the UCC Administrative Assistant (Laura Tuck, tuckl@ohio.edu).
Second week of September (approximately)  
Programs submit self-studies via email (Microsoft Word or PDF) to the EVP and copy it to his assistant (leacha@ohio.edu) and the UCC office (tuckl@ohio.edu).  Along with  names and contact information for those persons put forward to serve as external reviewers.

Internal reviewers assigned by the UCC Program Review Committee meet to receive instructions and a copy of the self-study assigned for their review.  The EVP should attend this meeting.
Third week of September
In consultation with the UCC Program Review Committee Chair, the EVP selects and contacts external reviewers.  The EVP then contacts the internal reviewers, and the UCC office, with the names of the external reviewers who have agreed to serve.
As external reviewers agree to serve, the EVP administrative coordinator sends packets to the external reviewers that contain a letter of agreement, a copy of the self-study, an expense submission form, a map of the Ohio University, Athens campus (unless the program is at a regional campus), and pertinent contact information.

Fourth week of September – October 30
Internal reviewers set up dates for site visits with the external reviewers, deans, chairs, directors or coordinators, along with schedules for those visits.  If visits cannot take place by the end of Fall Quarter, the internal reviewer must contact the chair of the UCC Program Review Committee and explain the circumstances that require an extension.  
Immediately upon determining the date of the site visit, the internal reviewer contacts the EVP administrative coordinator (Anita Leach, 3-9877, leacha@ohio.edu) with the site visit dates.  

The EVP office staff makes travel and lodging arrangements for the external reviewers.

End of Fall Quarter
With few exceptions, all site visits by external reviewers should have been completed.
Interim Information
External reviewer reports, in electronic format, are due in the Executive Vice Provost office (Anita Leach, 3-9877, leacha@ohio.edu) no later than two weeks after the site visit unless there are extenuating circumstances. 

As the external reviewers' reports come in, the EVP office sends the electronic copy of the report to the internal reviewer (to incorporate into his/her report), to the dean and chair/director of the reviewed program (for their information), and to UCC office.

Once the external reviewer report is received, the internal reviewer has two weeks to write his/her draft report, along with the graduate summary if applicable, and submit it along with the external reviewer's report (electronically) to the dean and chair, director or coordinator for comment and to UCC Administrative Assistant (Laura Tuck, tuckl@ohio.edu).
Deans and chairs, directors, or coordinators have two weeks from the receipt of the internal reviewer's draft report to respond to him/her with comments.  These comments should be in the form of a memo or letter, both in hard copy with signature and electronically.  These comments will be attached to the report.
The UCC office sends the report, with the dean's and chair's/director's/coordinator's comments to the Graduate Council for review at their next meeting. The Graduate Council sends a written response to as soon as possible after this review to the UCC Administrative Assistant (Laura Tuck, tuckl@ohio.edu).

The UCC Administrative Assistant prints the report and attaches the cover sheet which is then signed by the internal reviewer.  The UCC Administrative Assistant then forwards the finished report and cover sheet to the dean and the chair, director, or coordinator for their signatures.  

The UCC Administrative Assistant submits the cover sheet with signatures, the draft review, including the graduate summary and written responses from deans and chairs, directors, or coordinators, to the UCC (at their next meeting) for approval. 

End of Winter Quarter
The internal reviewers will have submitted all draft reports, along with external reviewers’ reports, graduate summaries, and responses from the deans and chairs, directors or coordinators, to the UCC Administrative Assistant.  The UCC Program Review Subcommittee will appraise the document before it is submitted to the UCC as a whole.
End of Spring Quarter
UCC discusses the final draft of the report, including all addendums.  If approved, the UCC chair signs the review.  A copy of the review is sent by the UCC office to the EVP.  Any corrections to the review should be made by the UCC office before submission to the EVP.
Summer
The EVP ensures that the reviews are added to the Board of Trustees agenda for their first fall meeting as an informational item.
NOTE:  Chairs, Directors or Coordinators may attend Graduate Council and UCC meetings when their programs' reviews are being discussed and should definitely attend the Board of Trustees Academic Quality Committee meeting at which their reviews are being submitted.
