INSTRUCTIONS FOR FACULTY CONDUCTING A PROGRAM OR DISCIPLINE REVIEW

First, the faculty involved should make sure they are familiar with the requirements and the goals of the self-study and of the program or discipline review.  Look over the Board of Trustees policy (required for all twelve Connecticut community colleges) and the MCC version of the instrument you will be using.

Next, the faculty involved should sit down with the Division Director to discuss the specifics of what needs to happen, and in what order, and who will do what.  That conversation should result in an agreed-upon timeline (see the next page) of when various tasks will be completed. 

Proposed Timeline for Program or Discipline Review

The following dates have been agreed upon by the Academic Dean, Division Director, and participating faculty members working on this review.

	PROGRAM OR DISCIPLINE:



	Event
	Responsibility
	Target Date

	Meeting with Division Director to discuss plan and to develop timeline.
	Division Director/Program Coordinator/Department Chair/Faculty
	

	Meeting with Division Director and Director of Planning, Research and Assessment to discuss data.
	Division Director/ Director of Institutional Planning, Research and Assessment /Program Coordinator/Department Chair/Faculty
	

	Draft of self-study to Division Director

(allow 6-8 weeks for review discussion and revision).
	Program Coordinator/Department Chair/Faculty/Division Director
	

	Draft of self-study to Dean (allow 2-3 weeks for review).
	Division Director


	

	Names and description of proposed team members to Dean, with proposed team visit dates.
	Division Director


	

	Review and discussion of analysis and recommendations; draft revision

(allow 4-6 weeks).
	Academic Dean, Division Director, faculty
	

	Final draft of self-study to President

(allow 2-4 weeks for review and final revision).
	Academic Dean
	

	Coordinate finalizing of date, Team Members, and Schedule for evaluation visit.
	Division Director
	

	Ensure that self-study is mailed to evaluation team (allow one week for mailing) final version.
	Division Director
	

	Site Visit:  Program and discipline evaluation team orientation, visit, exit interview w/Dean and President.
	Division Director
	

	Report of evaluation team to Dean

(due two weeks after visit or sooner).
	Evaluation Team
	

	Final Action Plan discussed and agreed to.
	Division Director/Program Coordinator/Department Chair/Faculty
	

	Action Plan in Place.
	Division Director/Program Coordinator/Department Chair/Faculty
	


	Report on actions resulting from program evaluations to Division Director; assessment of outcomes and revision of action plan.
	Academic Division Director/Program or Discipline Faculty/Director of Planning, Research and Assessment
	March 1 - Annually

	Division Annual Reports to Academic Dean (including reports on program and discipline action plans).
	Academic Division Directors
	June 1 - Annually

	Division Directors/Academic Dean use results of program and discipline reviews to set budget and action priorities for Academic Affairs strategic planning.
	Academic Dean, Division Directors
	Summers Annually

	Deans/President discuss College strategic plan budget and action priorities for coming academic year.
	President, Academic Deans
	Summers Annually
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