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Undergraduate Program Reviews: Timeline

Key Dates at a Glance

October 15: Deadline to select external reviewer for Provost approval. 
December 1: Deadline to submit Self-study to IEPR for initial review.
February 1–April 9, 2027: Available dates for campus visits. Request access to the program review calendar for reference (email rachel.helms@mtsu.edu)
-----
External Reviewer Selection
Department Deadline: October 15, 2026

Program Review Committee, Department Chair, and College Dean
· Select an external reviewer. The Program Review Committee and Department Chair should work with the College Dean and departmental faculty to identify an appropriate reviewer.
· Review the Criteria for Selecting External Reviewers available on the IEPR website.
· Formally approve the selected reviewer through the department/program review process.
· Submit the reviewer’s materials to IEPR. The Department Chair should email the following to IEPR:
· Reviewer’s curriculum vitae
· Completed and signed External Reviewer Approval Form

IEPR and Associate Provost Approval
· IEPR reviews the submission and forwards the name and CV Provost Office for final approval. 
· Associate Provost/Jeff Gibson provides final approval of the external reviewer.
· IEPR notifies the Department Chair once final approval has been received.

Campus Visit Dates: February 1–April 9, 2027
· Confirm the campus-visit date(s) with the approved external reviewer.
· Notify IEPR of:
· Agreed-upon campus-visit date(s)
· Reviewer lodging dates
· Department responsibility: Prepare the itinerary and schedule for the external reviewer’s onsite visit.

Reviewer Payment and Travel
· IEPR will:
· Make hotel reservations for the reviewer and pay for up to a two-night hotel stay
· Prepare and send the Professional Services Agreement to the external reviewer
· Pay the reviewer a $2,500 service fee, which includes travel expenses
· Transfer $300 to the department for incidentals
· Department: May contribute additional funds toward the reviewer’s payment, if desired.
-----

Self-study Preparation
Department Deadline: December 1, 2026

Department Chair and Program Review Committee
· Use PowerBI Dashboards to gather data for the self-study, such as enrollment, degrees awarded, retention rates, and SCH production.
· Prepare the Self-study. It should address the program’s role and purpose and the following areas: (1) Curriculum, (2) Economic Development and Program Sustainability, (3) Faculty, (4) Learning Outcomes, (5) Learning Resources, and (6) Student Engagement.
· These items are included on the Program Review Rubric for Baccalaureate Programs. The rubric can be found at https://iepr.mtsu.edu/reviews/
· The self-study should provide the reviewer enough information to properly complete the evaluation rubric.
· Submit the Self-study to IEPR for initial review along with the completed program review cover page digitally signed by the Department Chair and College Dean.  Form can be found here: https://iepr.mtsu.edu/reviews/
· IEPR will submit to Jeff Gibson / Provost’s Office for final approval.
Of note: 
Rachel Kirk, Library Collection Development and Manager Professor
· Provide data to the Department Chair regarding library holdings and services.
· The library report includes: number of titles/volumes for the subject area; number of journal titles; expenditures for books and periodicals; standing orders/continuations; print and online full-text journals; micro text collections; interlibrary loan services, including Athena project; library instruction classes; and comparative information about library collections at institutions of similar size.
Deadline: At least 4 weeks before the site visit
· Send the approved Self-study report to the external reviewer. A digital copy of the final version should be forwarded to IEPR when changes are made.
· Provide the reviewer’s visit itinerary to IEPR.



-------



Site Visit & Follow-up
Dates: February 1 – April 9, 2027

Department Chair
· At least 4 weeks before the site visit: Department sends final approved Self-study to reviewer.
· Site visits usually last one day, but can last two if needed, especially for graduate programs.
· Department shares itinerary with reviewer and IEPR that includes meetings with:  
· Assistant Vice Provost for Institutional Effectiveness (Chris Brewer), IE Program Coordinator (Rachel Helms) (usually first meeting of the day)
· Assistant Vice Provost for Institutional Effectiveness (Jeff Gibson)
· Meetings with the College Dean, Department Chair, and Undergraduate Coordinator(s)
· A meeting with departmental faculty
· A meeting with students in the major
· Tours of departmental offices, labs, the library, and other relevant facilities
· An exit meeting with the Provost, Vice Provost, College Dean, Assistant Vice Provost for Institutional Effectiveness (Chris Brewer), IE Program Coordinator (Rachel Helms). Department Chair, and Coordinators (last meeting of the day)
· The external reviewer should also have a designated space (such as a conference room) to work, make notes, and have time to reflect during the visit.
IEPR
· Transfer $300 to the operating budget of each department participating in a program review.
· Confirm hotel reservation for external reviewer and ensure PSA/contract has been completed.
External Reviewer 
· Will supply the completed narrative and completed rubric  4 weeks after the on-site visit.
· Once received, IEPR will forward copies of the reviewer’s report and rubric to the Department Chair, Dean, and Vice Provost for review. 
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