Support Unit Program Review
Academic support units have a responsibility to the educational mission of Oregon State University to assure that its programs and services function at a level that bring educational value and produce positive educational outcomes. In this regard it is the policy of Oregon State University to review the effectiveness and efficiency of all academic support/service departments, units or functional areas within a unit every 10 years. The intent of program review is to provide the programs an opportunity to:
· reflect on their programs and services;

· solicit input on the services provided relative to the core mission of the unit (from students, staff, faculty and other stakeholders/customers); 

· develop approaches to enhance quality of programs and services;
· ensure accountability; and
· ensure alignment with the OSU Strategic Plan and between academic and support units.
Program reviews will include external input from peer institutions in order to benchmark the quality of the programs and services, with a focus on future improvements.

Process

Self Study prepared by the unit

The Self Study will be no more than 10 pages in length. It will include:
· Mission

· Key goals and objectives

· Current resources (FTE and financial) allocated to support services and administrative processes
· Recent actions initiated due to changes in customer base, resources and/or other internal/external drivers
· Assessment of strengths, weaknesses, and concerns

· Recommendations for improvement, including alignment of services across the institution
The Self Study will answer these questions:
· What are the essential functions of the unit? 
· How well is the unit performing relative to those functions and who thinks so?  ? 
· Do the unit’s customers demand that it do something differently? 
· What “best practices” is the unit currently employing?

· How does the unit intend to evolve into the future, given where it is now? 
· How will the unit evaluate its progress and success?

· How does the unit use its resources?  Are there opportunities to attract additional resources and if so, how would those resources be used?

· Does the unit collaborate with others across campus and are there opportunities for further partnerships?
The primary benefit of the review process lies in the opportunity for self-analysis and the use of this analysis along with the report of the Review Team in subsequent program enhancement. Thus, a major component of the review is the process involved in the preparation of a self study document which serves as the primary source of information for the Review Team. The unit head is responsible for guiding the preparation of the self study and assembling data and materials pertinent to the review. It should include a thorough narrative and tabular descriptions of the program and a thorough self assessment of program strengths, weaknesses, needs and opportunities for each section.

Review Team

· The review team will consist of 5-6 members. The team members will be from outside the department, including at least 2-3 external representatives (external to OSU).

· The team will be appointed by the managing vice president following consultation with the unit head and administrative and faculty leadership.

Review team members should be knowledgeable, thoughtful, experienced and objective. Internal reviewers should be from units other than that of the program under review. Peer reviewers should have the ability to realistically evaluate the program’s strengths and weaknesses relative to similar programs at peer institutions, the program’s operations, plans for growth and development, etc. 

Expenses of the external reviewers, including travel, lodging, meals, any honorarium, and all other costs associated with the conduct of the review are the responsibility of the unit whose program is being reviewed. 

Site Visit
· The Review Team, after reviewing the self-study, will visit the department or unit and have conversations with the unit’s team.  This will include interviews with the unit head, appropriate administrators, unit faculty and staff and users of programs and services (students, staff, faculty, administrators, the public, etc.)
· The site visit is typically 1-2 days in length. The schedule and agenda of the site visit will be developed by the unit head in consultation with the chair of the Review Team.
Arrangements for scheduling participants and for locating space are the responsibility of the unit.

The opportunity should be extended for additional feedback to the Review Team after the site visit, to allow input from individuals who may not be present at the site visit or who may have follow-up comments. This information should be delivered to the team chair no later than one week after the site visit.

At the conclusion of the site visit, the Review Team, in an exit session, will review its preliminary findings with unit head and the managing vice president of that unit. 

Review Team Preliminary Report

· The Review Team will prepare a report with preliminary findings and recommendations.

· The preliminary report will be completed within two weeks of the site visit and shared by the team chair with unit head and the managing vice president.
· The unit head may offer corrections to factual errors within a week of receiving the preliminary report.

Based on the site visit and analysis of the materials presented in the self study documents, the Review Team will prepare a formal report of its findings. The report provides both evaluation and constructive recommendations. The report should address the quality, vitality, and direction of the unit and the extent to which the unit is meeting its stated mission and goals. It should also analyze and evaluate inputs, productivity, and outcomes by assessing appropriate indicators.
The report should contain recommendations concerning the future of the unit and its programs, including its structure and scope of activities. These recommendations could range from a recommendation to discontinue a program or service to a recommendation to expand greatly the scope of certain services or programs, or to utilize the University’s resources more efficiently.  
The initial draft will be submitted by the team chair to the managing vice president and unit head for a review of errors in factual content. After factual information has been confirmed, the final report will be submitted by the team chair to the managing vice president and unit head. The final report will be shared with administrative, faculty and student leadership and with other members of the campus community as appropriate.

Review Team Final Report

· The final report will be completed within two weeks of the discussion of the preliminary report with the unit head and the managing vice president.
· On receiving the final report, the unit head will have an opportunity to offer disagreements with interpretation or any other findings of the evaluation prior to initiating development of an action plan. A summary of unit head comments will be included in the final report.

· The final report will be discussed by the managing vice president and unit head, leading to an action plan.
Action Plan
· The unit head will create an action plan to address the recommendations in the final report.

· The unit head will submit the action plan to the managing vice president within four weeks of the date the Review Team final report was accepted.

· The managing vice president will finalize the action plan with the unit head, in consultation with others as appropriate.
Implementation Progress Check

· One year after the action plan is accepted, the unit head will submit a progress report to the managing vice president. 
· The managing vice president, and perhaps some representatives from the Review Team, will evaluate progress on the action plan and will provide feedback to the unit head.
· Unit’s progress toward achieving the outcomes detailed in the action plan will become part of the annual review process of the unit head.
Review Criteria 
Inputs – the adequacy of the total resources entering into or supporting the program

· Input assessment refers to the reporting and evaluation of program inputs or resources including context, budget, personnel, facilities, and organizational support.

Productivity – the level of performance, including both the breadth and depth of its capacity, to fulfill its mission and goals

· Analysis of productivity includes performance metrics appropriate to the mission and goals of the unit.

Outcomes – the quality of the outcomes that result from the existence of the program

· Outcomes assessment includes the evaluation of the quality of the outcomes or impacts that result from the program services and offerings, the degree to which unit’s functions meet the needs of the academic units, and leveraging of resources and alignment of programs with other parts of campus.
Data relative to inputs, productivity, and outcomes should be collected and maintained on a continuing basis by the unit. 

Timing of Reviews
Support unit reviews will be conducted on a 10-year schedule. Supplemental interim reviews may be conducted as requested by the unit or as deemed appropriate by the managing vice president.
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