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ACADEMIC PROGRAM REVIEW: 

Guidelines and Template 
 
Overview 
 
The purpose of an academic program review is to analyze and evaluate the degree or certificate 
program under review, coming to consensus on a plan for improvement. The academic program review 
process includes four phases: review and analysis of program data and discussion of issues and concerns 
to be addressed in the program review report, preparation of the program review report, organizing the 
external reviewer site visit, and preparing an action plan to be vetted by the administration.  
 
The program review report is prepared and written by a review committee, which is constituted at the 
beginning of the fall semester of the academic year in which the program review process begins. If the 
academic program is sponsored by one department, the corresponding academic chair constitutes a 
review committee consisting of faculty from that department. If the program has two or more 
sponsoring departments, the corresponding department chairs select one or two faculty representatives 
to serve on the review committee. 
 
In support of the research and analysis required of the program review report, the review committee 
receives a comprehensive data packet from the Office of Institutional Research and Assessment. This 
data packet forms the basis for subsequent discussions of the review committee about the direction and 
focus of the program review. The review committee is also encouraged to conduct a survey of students 
in the program and graduates, if possible. The Office of Strategic Planning, Assessment, and Institutional 
Effectiveness will provide support for developing this survey. 
 
Following the preparation of the report, external reviewers (representative of the disciplines 
constituting the degree program) visit the campus to meet with faculty members, administrators, and 
students; the panel prepares a site visit report. In response to this report, an action plan is developed, 
followed by an administrative response that operationalizes the action plan and sets the strategic 
direction of the program for the next five years. 
 
In addition to the guidelines in this document, review committee members are encouraged to use the 
resource materials on the Strategic Planning, Assessment, and Institutional Effectiveness website, 
including the Assessment Handbook and previous program review reports of the same and similar 
degree programs. Click here: http://www.qcc.cuny.edu/assessment/apr.html. 
  
Process and timeline 
 

The program review process is a three-semester process. Attending regular meetings, collaborating 
with colleagues across disciplines, and meeting deadlines are essential to completing a successful 
report and completing the review process. 
 
Below is a table with the phases and deadlines of the program review process. 

http://www.qcc.cuny.edu/assessment/apr.html
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Activity 

 
Deadline or 
occurrence 

Review committee members constituted September 
Review committee meets with Assessment Office to discuss the program review 
process, timeline, and deadlines.  

September 

Review committee meets to discuss data packets provided by OIRA October 
Review committee meets regularly (about every two weeks) to discuss and 
analyze data packet, related course assessment reports, and curriculum map; 
committee can request additional data from OIRA; committee begins to collect 
course syllabuses and CVs from department(s); if applicable, committee 
discusses, develops, and plans for conducting of student survey 

October and 
November 

Review committee meets to discuss essential questions to be answered in the 
program review report; committee drafts essential questions; committee divides 
up the work of the report writing 

December and 
January 

Review committee meets regularly to discuss new drafts of the program review 
report as it develops; data issues can be raised with OIRA; student survey 
conducted at the beginning of semester; results tabulated 

February to 
March 

Review committee completes first full draft of report for administrative review 
and input; all syllabuses and CVs formatted and submitted electronically. 

March 

Program review draft with comments and suggestions returned to review 
committee for editing and final proofreading. 

April 

Review committee submits final draft of the program review report May 
Assessment Office proofreads documents, prepares for printing, and sends to the 
Printing Office 

June 

Printed report is distributed to the review committee and department(s) June 
Review committee prepares list of nominations for site visit team and submits to 
Assessment Office for review. 

September 

Vetted list of prospective site team members is returned to review committee for 
outreach and confirmation of site visit dates and arrangements. 

September 

Program review report is sent to the site visit team for review. October 
Team visits, followed by preparation and submission of team report. November 
Review committee prepares draft of action plan based on committee report and 
site visit team report, to be submitted to the Assessment Office. 

December 

President, CAO, VP and dean of Strategic Planning, Assessment, and Institutional 
Effectiveness meet with review committee and department chair(s) to discuss 
the action plan. 

December 

Administrative response to the action plan, which confirms the strategic 
direction of the program for the next year and beyond, is sent by the Assessment 
Office to the president, VPs, review committee, and department chair(s). 

January 

 
Report format 
 
The organizational structure of the self-study report should follow the organizational structure 
presented below. One font should be maintained throughout the document. Margins should be one inch 
on all sides. A hard copy and electronic version of the document and all appendices, including curricula 
vitae and course syllabuses, should be submitted to the Assessment Office. 
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I. PROGRAM MISSION 
 
Describe how the program supports the College’s mission and how the participating departments 
collaborate to achieve the mission of the program. 
 
 
II. PROGRAM REVIEW TOPIC(S) 
 
Explain the topic(s) of concern that will be explored and discussed according to the institutional data 
and student learning outcomes presented. The report should present solutions to problems and 
recommendations for program improvement and include responses to the follow-up from the previous 
program review’s recommendations and action plan. Section IV will present key outcomes and analysis 
of findings. Section V will present findings about resources that affect the appropriate delivery of 
instruction in the program and the viability of facilities and equipment to ensure appropriate delivery of 
instruction. Section VI will make recommendations for program and course improvement and the 
institutional support that will be necessary. 
 
 
III. FACULTY 
 

A. Current full-time faculty and staff 
 
Provide a summary description of the current full-time faculty and other relevant instructional staff; 
academic preparation, professional experience, and maintenance of current knowledge; teaching and 
research specializations; publications and creative experiences; extra-departmental teaching (at the 
Graduate Center or in Continuing Education, for example); other student instruction/advisement; 
participation in departmental and college committees; and participation in governance. 
 
Appendix items: 
Provide electronically resumes or curricula vitae for all current full-time faculty members and relevant instructional 
staff members. Since this is a laborious process, efforts to pull this information together should begin very early. 
 

B. Faculty and staff development 
 
Describe relevant faculty and staff development activities, in teaching and research, over the past five 
years. 
 
Appendix items: 
If appropriate, attach relevant faculty development brochures etc. 
 

C. Assessment of adjunct faculty, numbers, and qualifications 
 
Describe and assess the numbers and qualifications of adjuncts teaching in the curriculum. 
 
Appendix items: 
Provide electronically resumes or curriculum vitae for all current adjuncts who teach key courses in the curriculum 
and/or who have taught at the college for three years or more. 
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IV. PROGRAM OUTCOMES 
 
This section will form the basis for discussion about the curriculum and the assessment of student 
learning in the program. Complete data sets will be provided by Institutional Research to allow a full 
examination of student enrollment, retention, and graduation trends, among other outcomes, that will 
help faculty to identify issues and to help with analysis in the development of findings and 
recommendations for the improvement of the program. 
 

A. Program outcomes 
 

The program outcomes for the degree program under review may be found on the college website, 
under Strategic Planning, Assessment, and Institutional Effectiveness and Academic Program Review. In 
this section, the curriculum mapping of the degree program should be discussed and, if necessary 
revised, with an explanation. If there are changes to the curricular outcomes, they should be noted 
below. The curriculum map should be included in the final report, with discussion if applicable. 
 
 
Curricular outcomes 

 
Revised curricular outcomes 
 

  

  
Appendix items: 
Provide electronically all program requirements, course descriptions from the college catalog, and articulation 
agreements.  
 

B. General education, program, and course outcomes assessment 
 
This section should present evidence from course assessment, both from major courses and key 
supporting courses, and any other assessment measurement tools for curricular learning outcomes and 
general education learning outcomes from the past five years, if available, as they apply to the program 
outcomes discussed above and to the general education outcomes required of all students. Discussion 
should include information about pedagogical methods, use of presentation technology, and specific 
faculty development efforts pertinent to addressing concerns about student learning outcomes. The 
matrix below should be filled in to map course outcomes to general education outcomes. 
 

Course to General Education Map 
 

Course General Education Objective 
  
 

Resources in support of this section, particularly the Assessment Handbook, available on the college 
website, include: 
 

• Six-step Assessment Plan for Program Review 
• Course Assessment Form 

 
Appendix items: 
Provide an assessment plan for major courses and a proposed assessment plan for courses in support of the 
academic program. 
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C. Recent and planned curricular changes 

 
For this section, use the planning portion of the Year-end Reports from the applicable teaching 
department(s). If the program is accredited by an outside agency, describe the assessment process to 
meet agency standards. 
 

1.  Program reviews and/or self-studies by major contributing departments during the last five years 
 
In this section, include descriptions or explanations of the following: 
 

• Date of self-study 
• External agency, if applicable 
• Major conclusions of the departmental or program self-study 
• Major conclusions of the external reviewers 
• Resulting actions taken 

 
2. Program changes completed over last five years or planned for coming year 

 
 

Description of change(s) 
 

Date 
 

Reasons for changes 
 

Outcomes/results of changes 
    
    
 

3.  Course changes completed over five years or planned for coming year 
 
   

Course number 
and title 

 
Date 

 
Reasons for changes 

 
Outcomes/results of 

changes 
New courses     
Revised courses     
Deleted courses     
 

4.  Results of certification examinations and employer and alumni surveys, as applicable 
 
  

Results/Recommendations 
 

Actions taken, 
including dates 

 
Outcomes/ 

results of changes 
Certification exams    
Employer surveys    
Alumni surveys (Include graduation and placement survey 

results) 
  

Advisory Board 
recommendations 
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D.  Academic and student support services and facilities in support of teaching and learning 

 
Explain and discuss such services or areas below that play a particularly important role in supporting the 
program and its students:  
 

• Academy advisement 
• Student orientation 
• Counseling 
• Academic Literacy Learning Center 
• Campus Writing Center 
• Mathematics Learning Center 
• Student Learning Center 
• Services for Students with Disabilities 
• Department-specific services 
• Library 
• Academic Computing Center 
• Center for Excellence in Teaching and Learning (CETL) 
• Sponsored Programs 
• Other 

 
E.  Major findings  

 
Using the data sets provided by Institutional Research and the analysis from the subsections above, 
draw conclusions and major findings about program outcomes and student learning in this program. 
These findings will form the basis for the recommendations you make in the final section, “Priorities for 
the Future.” 
 
V. RESOURCES: CURRENT AND FUTURE PROSPECTS 

 
Describe the current human, physical, and fiscal resources available to carry out the program’s goals and 
objectives, and evaluate the prospects for the future. 

 

A. Personnel 
 
Summarize from sections III.A and B and describe any additional personnel and provide an analysis of 
the adequacy of current staffing and evaluation of future prospects. 
 

B. Physical resources (facilities and equipment) 
 

Fill in the table below. 
 

Physical resources 
 

Laboratories or specialized rooms: 
purpose and status 

Equipment and/or instructional technology: 
status 

  
 
Provide an analysis of the program’s physical resources and evaluate future prospects. 
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C. Fiscal Resources 

 
Describe the fiscal resources currently available to carry out program goals and objectives, including tax-
levy and non-tax-levy support and grants awarded to individual faculty members and the department 
and in support of program offerings, and provide an analysis of the program’s sources of funding and 
evaluation of future prospects. The Assessment Office will coordinate with the Office of Finance and 
Administration to help complete this section. 
 
 
VI. PRIORITIES FOR THE FUTURE: NEXT FIVE YEARS 
 
This section is intended to address the topic(s) posed in section II in the context of the findings from 
sections III and IV and should be organized as follows: 1) program strengths, 2) program weaknesses, 3) 
suggestions for improvement, and 4) recommendations for improvement. Your discussion here should 
demonstrate that the findings and recommendations are derived from program and student data and 
student learning outcomes. In addition, this section should articulate some central questions for the 
consideration of the external reviewers in its review of the report and during the site visit. 
 
 
 
Updates: 
June 2007 
July 2010 
September 2012 
September 2014 
September 2015 
 
 
 
 
 
 
 



Queensborough Community College 
of the City University of New York 

 8 

 
 
 
 
 
 
 
 

Appendices 
 



Queensborough Community College 
of the City University of New York 

 9 

[Appendix A: Sample Cover Page] 
 
 
 
 
 

Academic Program Review 
 
 
 
 

[Full Name of Academic Program] 
 
 
 
 
 
 

[List of Faculty Who Prepared the Report] 
 
 
 
 

[List of Applicable Academic Chairs] 
 
 
 
 
 
 
 
 
 
 
 
 

[Date Report Submitted] 
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Appendix B: Report Contents 
 

• Table of contents 
• Program mission 
• Program review topic(s) 
• Faculty 

Current full-time faculty and staff 
Faculty and staff development 
Assessment of adjunct faculty, numbers, and qualifications 

• Program outcomes 
Program outcomes 
General education, program, and course outcomes assessment 
Recent and planned curricular changes 
Academic and student support services and facilities 
Major findings 

• Resources 
Personnel 
Physical resources 
Fiscal resources 

• Priorities for the future 
• Appendices 

Standardized data set (provided by Institutional Research) 
Program requirements (from college catalogue) 
Course syllabuses (major courses and key support courses) 
Curricula vitae (all full-time faculty and key adjunct faculty) 
Faculty development activities report 
Articulation Agreements 
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Appendix C: Standardized Data Set 
 

[Provided by Institutional Research] 
 
A. Enrollment and Student Profile 

Student Profile & Headcount 
 

Headcount by time status (full- and part-time) and FTE 
Gender and age 
Ethnicity 
Percent of students who speak a language other than English at home 
Student admit type (e.g. first-time freshman, advanced transfer) 
Freshman and sophomore class 
 

Student Preparedness  
College Discovery 
CAA (College Admissions Average) 
SAT scores 
Placement test results 

 B. Institutional Effectiveness 
Remedial vs. Non-remedial 
 

Remedial vs. non-remedial 
Non-remedial grades  
Remedial grades  
BE courses:  # of students (pass & fail)  
BE course grades: % passed  
MA remedial courses: # of students (pass & fail) 
MA remedial courses: % passed 
Remedial courses: % of students exiting all remediation by 30 credits 
% of students enrolling in summer courses 
 

Graduation and Retention Rates 
One-year retention rate 
Three-year graduation and retention rates 
Six-year graduation and retention rates 
Degrees awarded 
Transfer rates and college destinations 
Comparison of program students to all students 
 

Student Experience Survey Results 
Program-specific Students 
QCC-wide 
QCC-wide vs. program-specific students 
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Post-graduation Experience Survey Results 

QCC-wide vs. program-specific students 

 C. Courses and Curriculum 
 

Program-specific Courses by Supporting Departments:  Historical Trends 2006-2011: 
 

For each course: 
Fall and spring 
Fall average grades 
Spring average grades 
 
Gateway courses (English, Math, and key introductory courses) 
Capstone courses 
 

Grade-point Average 
 

First-year GPA 
Graduation GPA 

 D. Faculty and Staff 
 

Staff categories and faculty profile, by sponsoring department (appointment status, gender, ethnicity 
and highest degree earned) 
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