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Lock Haven University of Pennsylvania 

Guidelines for Completing the “Academic Program Report Summary Form”
(for Annual Reports and Program Reviews)
Institutions of higher education are expected to gather and use information about student learning and other indicators of program effectiveness in making decisions about planning and resource allocation. (See, e.g., Middle States’ Characteristics of Excellence in Higher Education and the PASSHE Board of Governors’ Policy 1986-04-A: Program Review and related procedures.) As a way to insure ongoing gathering of information, assessment, and data-based decision-making, the university has implemented a system of annual program reporting, using the PASSHE “Academic Program Review Summary Form.” By gathering this information annually, programs substantially simplify the process of periodic program review, as well as document assessment activity for Middle States’ and specialized accrediting reviews. 
Please direct questions about the form or reporting process to the Office of Planning and Assessment.

General Guidelines

· The report/review consists of four documents: 

· Report form (“Academic Program Review Summary Form”)
· Learning Outcomes Worksheet (A or B) – units not responsible for student learning may omit this

· The Program Outcomes Worksheet (A or B)

· The Appendix (non-academic programs may omit this if they wish)
Please use current versions of these forms from the website.

· The report form asks for six things that any program or unit should be able to provide:

a. Key numbers that describe the program (e.g., students or others served, faculty or staff, costs).

b. Progress on previously set goals.

c. The outcomes or results your program is achieving, especially with students.

d. Important strengths or areas for improvement based on your outcomes or results.

e. Plans to maintain these strengths and/or address areas for improvement.

f. Any other evidence of program quality you wish to add.

· The “Academic Program Review Summary Form” should be concise (10 pages or less), analytical, and data. Please do not include raw data, mission statements, accreditation letters, CVs, etc.
· Programs that have prepared major accreditation reports in the current academic year should summarize the principal findings from these reports on the report form. 

· There should be one report for each academic program, not a single report for an entire department.

· Annual reports and five-year reviews should explicitly relate program’s contributions to the goals and objectives in the university’s current strategic plan.
· Please see the sample report offered as guidance and other information posted on the website at www.lhup.edu/planning-and-assessment/program/program.htm. 
Using the Forms
· These forms are designed to enter the program and academic year(s) on each page a automatically: When the document is first opened, place the cursor immediately to the left of Program in the title area, hit F9, and enter the name or year in the dialog box. Repeat for Academic Year. These values will appear in page headers when you print (or print preview) the form.

· Please do not submit reports as .pdf files.
· Please do not submit additional attachments and appendices, as these will not be reviewed. 
Completing the Program Report Form
Begin by using the F9 key to enter the program and academic year in the space at the top of the form.
Section I. Composition of Review Team

· Applies only to five-year reviews. Programs undergoing five-year reviews should discuss the composition of the proposed review team, including the external reviewer, with their dean in advance.
Section II. Program Data

· Data for the table will be posted in early March on the Planning and Assessment website. Please use the supplied data for all five years of the table. Data supplied previously was sometimes estimated (e.g., data supplied for the current year) and we have occasionally had to correct some data. 

· Programs for which there is no annualized FTE provided should use one of the open lines at the bottom of the chart to enter the number of students or participants served. Annualized FTE is a calculated value based on credit hours and does not correspond to head count or number served.
Program Context (one-half page maximum)
· Briefly summarize the program’s intended contribution to the university’s mission and strategic plan. (This should be periodically reviewed and updated, but may be copied from one year to the next.) 
· Briefly summarize any external factors impacting the program.
These might include changes in accreditation requirements, professional expectations (e.g., the expected first degree is now a master’s rather than a bachelor’s), legal issues (e.g., liability issues related to supervising students in practicum settings), new and expensive technologies required for the program to remain competitive, economic issues, etc.
· Briefly summarize evidence for present and anticipated demand for the program and its graduates. This may include local data on enrollment, graduates, grad school acceptances, and placement. It should also include (where relevant) projected employment data from sources such as the Bureau of Labor Statistics (www.bls.gov/oco). (This section should be updated each year.)
Section III. Progress Since Last Review

This section is intended to help departments maintain a single, up-to-date account of departmental plans and actions on those plans. It should focus on the 6-8 most important plans or goals.
· Include any planned actions not yet taken (or only partially completed).

· Include other plans made since the last full review (i.e., annual, NCATE SPA, or other reports). 

· Under “Student Learning Outcomes,” report only documented changes in student learning. Changing the curriculum or the assessment plan are program goals, even though intended to improve learning.

Section IV. Outcomes Assessment

· Attach completed Outcomes Assessment Worksheets for all learning and program outcomes—either the horizontal or the vertical format. Please do not record outcomes information in the report itself.
· Learning Goals or Objectives describe the most important knowledge areas and skills (4-10) that you expect all students to demonstrate before they graduate. 
· Good learning outcomes have students as the grammatical subject and action verbs that describe observable behaviors, e.g., students will “communicate effectively, both orally and in writing,” “design, implement and test software solutions using standard data structures and algorithms,” “demonstrate broad knowledge of important movements in British, American, and world literature,” “write an effective broadcast story lead based on a print news story.”

· Learning outcomes may be specified by a program’s accrediting body, recommended by the discipline’s professional association, or developed locally.

· Program Outcomes describe a few key goals the program wishes or needs to pursue and may include: 

· Enrollment (recruiting new and existing students to the major)

· Course offerings (seats/sections for general education and/or majors)

· Student success (persistence and/or graduation rates for students in the major)

· Placement and/or grad school admissions (rates)

· Faculty development (participation in workshops, skill development)

· Faculty research (discoveries, presentations, publications, patents)

· Assessment and curriculum (implement or improve assessment plan, revise curriculum)

· Facilities (review, expand, improve)

· Resources (raise funds, secure grants)

· Engagement (internships, presentations, implement different learning strategies)

· Diversity (minority students or faculty, international study, incorporating diverse perspectives)

· Technology (develop student skills, use to improve educational effectiveness and/or efficiency)

Section V. (Strengths) 

· Briefly identify a few (3-5) key strengths, indicating clearly how these are based on reported data from student learning and other program outcomes. All claims should be supported by evidence.
Section VI. (Areas for Improvement)

· Briefly identify a few (3-5) areas for improvement, indicating clearly how these are based on reported data from student learning and other program outcomes. All claims should be supported by evidence.
Section VII. (Action Plan)

· Identify a small number (3-5) of important new or revised goals based on the information in sections III.–VI. (i.e., to maintain and develop strengths and to address areas of needed improvement).

· Briefly summarize any request(s) for additional resources and why they are needed. The report should include evidence supporting the request. Deans need information in order to evaluate and prioritize requests. “Additional personnel are needed to cope with increased demand” will be more persuasive if supported by data such as “500 students sought services from this office in the fall of 2008, an increase of 150% since fall 2005, with no increase in staff”).
Section VIII. (Comment)

· To be completed by dean and provost.
Section IX. (Actions Planned by the University)

· To be completed by dean and provost.
Signatures

· Annual reports require signatures of only the program coordinator and department chair.

Completing the Outcomes Worksheets

· Programs may use either the horizontal grid format (Form A) or the vertical format (Form B).
· Insert additional rows (Form A) or copy or paste additional pages (Form B) for additional outcomes.

· Use learning data for the most recent year for which data has been collected and reviewed by faculty. 

· Worksheets should clearly indicate review of data by program faculty (as a whole).

· Education programs should succinctly summarize information from D3M forms.

· “No action required” is seldom sufficient as a follow-up action. Is no further improvement possible or desirable? What steps must be taken to maintain present success in a changing environment?

Completing the Appendix

· Include individual student or faculty achievements, e.g., presentations, publications, honors, awards. 
· Subheadings have been added to distinguish, e.g., presentations at professional meetings from presentations for campus or community audiences. These help the university with other reporting. Programs are not expected to have entries for every subheading.

· Please include only items from the current academic year.

· Please include only publications that appeared during the year (not “accepted,” “submitted,” “in preparation,” etc.).

· Please give full bibliographic data for publications in appropriate form (e.g., Chicago, MLA, APA).

· Include a brief summary of faculty qualifications (e.g., terminal degrees, professional certifications).
· Briefly summarize any other relevant information on faculty and student diversity, facilities, library and other learning resources, academic policies or procedures.

· Programs that draw faculty from other areas (e.g., Honors, Women’s Studies) do not need to list all accomplishments of those faculty, although they may highlight work related to the program (e.g., a participating faculty member from History publishes a paper directly related to Women’s Studies).

Non-Instructional Programs

· Non-instructional programs that have goals for student learning should identify and assess these. Programs that do not contribute to student learning (curricular or co-curricular) do not need to complete the Learning Outcomes Worksheet.
· The report appendix is encouraged, but optional, for non-instructional programs.
Notes on Planning and Goals 

· Goals should clear, so clear that everyone will be able to agree whether or not the goal is achieved. (It is often said that goals should be “SMART” – specific, measurable, attainable, realistic, time-bound.)

· “Increase majors” is a common goal. By how many? By when? Does an increase of one major over five years count? Consider: “increase majors from 30 (fall 2008) to 50 by the fall 2011 census date.”

· Another common goal is “improve assessment.” How will anyone know if this is met? Consider: “All instructors will use the department writing rubric to evaluate one assignment in each section of ENGL 100 during 2008-09 and submit the data to the department secretary by the last day of finals.”

· Goals should describe what the department will do (i.e., things within the department’s control), not what others will do. “Increase budget” or “secure additional faculty lines” are not within the program’s control. Consider: “summarize data demonstrating the need for increased funding and present to the dean by September 30.”

· In the present environment, additional resources are unlikely. Good plans include not only new things we hope to do, but things we should stop doing and things we need to find ways to do differently.
Characteristics of Good Reports / Reviews

1. The report documents substantial progress in accomplishing previously adopted goals, including goals related to student learning.

2. The program articulates learning outcomes that clearly describe observable student behaviors and comprehend expected learning.

3. The program gathers evidence of learning, using multiple means of assessment for each outcome, including direct measures of learning.

4. The program faculty as a whole evaluates evidence of learning and makes specific plans to improve learning. 

5. The program clearly identifies other program outcomes, gathers and evaluates appropriate evidence related to each, and develops specific plans for improvement based its evaluation.

6. The report clearly identifies significant strengths and areas for improvement based on assessment of learning and other outcomes.

7. The report outlines plans to maintain strengths and address areas needing improvement, both in student learning and other program areas.

8. The report documents the need for the program and explains how it supports the university’s mission and strategic plan.

9. The report provides additional evidence of program quality (including student learning) that is clear, well-organized, and relevant.
10. The report is concise, i.e., no more than ten pages (plus outcomes worksheets and appendix).
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