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Guidelines for Program Review at John Jay
Updated by Andrew Sidman, May 2025


1. Overview 

Academic program review is the process of regular, systematic review and evaluation of all undergraduate academic programs offered at John Jay College of Criminal Justice.  All academic programs are to be reviewed every 5 years. 

The primary goal of an academic program review is to examine all aspects of the degree program in order to identify its strengths and weaknesses and develop a guide for the program’s future. Program review is critical to John Jay’s goal to promote and maintain academic excellence.  Good program review should assess program quality and currency, improve student learning, reflect on the alignment of program goals and learning outcomes with the college’s mission and strategic plan, and provide data and evidence to support institutional planning.

Academic program reviews are most effective when they engage multiple faculty teaching in the program, students in the program, and relevant administrators, from the development of the self-study, to the external evaluation, to the action steps agreed to by the Dean of Academic Programs and the program leadership.  
 

2. Components of the Academic Program Review Process 

The academic program review process has three major components: 

I. Program Self-Study 

This is a comprehensive report addressing every aspect of the academic program. It should contain the program’s mission and goals, and make recommendations for improvement and development based upon an overall analysis of the program. The self-study allows the program to tell its own story to the external review team and Academic Affairs leadership.

 II. External Review 

The external review team provides an objective outsider’s perspective on the quality of the program. After reading the self-study and making a campus visit, the external review team will compile a report that provides an evaluation of the program. 



III. Action Plan 

The Dean of Academic Programs meets with the program leadership (for department-based majors this includes the Chair of the Department and the Major Coordinator; for non-departmental programs this includes the Program Director and other stakeholders) to create the action plan. The action plan structures the implementation of the recommendations in the self-study and the external review report according to a reasonable timetable.

3. Academic Program Review Timeline 

Typically, the APR follows the timeline outlined below, but changes can be made based on program needs:

· By May of the semester before the APR begins, faculty representing the programs undergoing APR in the next academic year will meet with the Dean of Academic Programs, the Associate Dean of Academic Programs, and the Director of Outcomes Assessment to discuss expectations and procedures for APR.
· In the summer before APR begins, Institutional Research will provide programs with the data they need to complete the self-study. This is a good time for faculty to begin talking about the self-study and making a list of additional resources (e.g., previous assessment reports, Chair’s evaluations) to request from the college.
· By October 31, the program should submit a draft of the self-study to the Associate Dean of Academic Programs.
· By January 31, the programs should submit a final version, reflective of feedback received from the relevant governance committee.
· In February through May, programs are expected to present their self-studies to the relevant governance committee. Once approved, the program should submit 5 names of potential external evaluators to the Dean of Academic Programs.
· Fall and spring of the following year:
· The external evaluation visit happens and evaluators submit their report.
· The program completes the Action Plan memo.
· The Dean of Academic Programs and other administrators meet with the program to finalize the action plan and close out the APR process.

4. Selection of External Reviewers 

The role of the external reviewers is important in the program review process.  Each program review includes a visit by at least two external reviewers.  The external reviewers promote comparison with similar programs at other institutions, provide faculty and administrators a wider perspective, and ensure that the academic program under review is current and not isolated from the larger academic community. 

Each program under review will be asked to nominate at least 5 candidates for the external review team. The nominees can have no conflicts of interest regarding the program under review (e.g., not a former employee, co-author, alumni, dissertation advisor, relative or close friend of current faculty member, etc.). In general, the external reviewers should: 

• hold the terminal degree appropriate to the department/program under review, or in the case of professional programs, have a record of accomplishment in the field. 
• have a record of distinguished scholarship and/or professional experience appropriate to the program under review. 
 • be recognized as an active member of scholarly and/or professional societies appropriate to the program under review. 
• be currently employed at a recognized university or college at the rank of Associate Professor or higher. 
• be responsive to John Jay’s institutional and departmental mission. 

At least one reviewer should: 

• have current or prior experience at the level of department chair or higher.
• have prior experience relevant to the accreditation process of your program (if such exists), assessment, and/or program review process. 
• hold an appointment in a prestigious and nationally recognized program or a program that the department/program wishes to emulate. 

The Dean shall inform the program of the composition of the external review team in writing. The chair or director may request a meeting, in writing, with the Dean within 10 days of receiving the Dean’s notification, if the department/program wishes to discuss the external review team membership. 



5. The Self-Study 


The purpose of the self-study is to allow faculty, students and administration to consider not only a department’s recent accomplishments and challenges but also to engage in a forward-looking planning process. 
 
The self-study is a comprehensive written document prepared by a program that is scheduled for program review. A thorough and thoughtful self-study will be factual and explicit in assessing a program’s past efforts and current status, and will outline a realistic course of action for future development. The self-study provides the basis for the entire review process so it is crucial that the report cover all aspects of the program. The most useful self-study is a thorough but succinct, honest assessment of the department/program. An incomplete self-study may lead to reviewers feeling confused about the program or lead to an unproductive site visit. 

The self-study must be a product of a designated committee of the program faculty. Program faculty are in the best position to raise and respond to any significant strategic and operational issues being faced by the program and they are also in the best position to use the results of the review to improve the program. Department chairs and program directors should ensure that there is full faculty participation in the preparation of the self-study. All full-time faculty members in the program should participate in the composition of the self-study.  At a minimum they must attest that they have read the final self-study report.

An outline of the self-study is provided on the websites for UCASC and CGS.


6. External Reviewers Campus Visit 

A successful external review team visit requires careful organization and management of time in order to ensure that the objectives of the review are met. Some flexibility in the schedule (for unanticipated events and meetings) is crucial as is time for the team to deliberate and begin drafting a report. It is important for departments/programs to be aware of the tentative nature of the initial schedule and of the need for flexibility as the campus visit proceeds. Reviewers can, and often do, change the schedule after they arrive on campus. 

The Offices of Academic Programs and Institutional Research will provide much of the information and data that the external reviewers will need to complete their task in addition to the department self-study. In general, the external reviewers will be informed of the role academic program review performs at John Jay College and the expectations we have of them as reviewers. However, reviewers have a right to expect: 

• the most current data. 
• timely access to a self-study that contains a comprehensive description of the program. 
• evidence that learning outcomes are being met.
• a campus visit that gives them free access to any and all information necessary to writing an informed and useful report.  

The Office of Academic Programs will handle all the logistical arrangements for the visit, including accommodations and transportation. Prior to the site visit, it is expected that the reviewers will have become familiar with the institution and the department/program based on the materials sent to them. They will have carefully read the self-study and developed some preliminary questions about the department/program based upon these materials. 

The campus visit normally lasts 2 days. During their time on campus, the external reviewers will meet with all faculty, some students and administrators, campus support services with direct relationships to the program including the library, inspect facilities and examine procedures, read on-campus documents and websites, and, if they wish, observe classes.  External review teams can and do request meetings not originally scheduled and arranged.  The program is expected to provide a department liaison/host for the duration of the site visit so that visitors know where to go and when.

The material in the self-study should provide the most essential information and meetings with reviewers should be devoted to highlighting selected issues and concerns that are relevant to an honest assessment of the department. Maximum involvement of key academic groups (faculty, students, lecturers, administrators, etc.) is therefore essential. 

At the conclusion of the site visit, the external review team will share their preliminary findings with the Dean at an exit interview. Within four weeks, the external reviewers submit a report based upon the department self-study and the findings and observations made by the external review team during their campus visit. The report will assess the academic program’s strengths and weaknesses and make recommendations for improvement and development.


7. Action Plan 

Once the external reviewers submit their report, it will be distributed to all full-time program faculty members and the department will have the opportunity to respond to the report’s findings. The Dean and the program will then begin formulating a plan of action for the future, which should include a new five-year assessment plan tied to the program goals. 

The action plan is a crucial step in the APR process. It is designed to respond to the findings of both the self-study and the external review report. The action plan indicates how the department plans to address the issues raised during the review process. The most important elements in the formulation of the action plan are: 

• Compiling recommendations resulting from the self-study and external reviewers report. 

• Identifying and outlining suggested strategies and ideas for responding to program goals and reviewer recommendation. 

 • Prioritizing goals and recommendations. 

 • Identifying and listing needed resources to support the action plan, clearly differentiating between what can be accomplished by redistributing existing resources and what requires new resources. 

• Outlining a time-line for completion and implementation of each item. 

• Documenting all actions and providing written reports of progress as scheduled. 

The final goal of academic program review is an action plan that not only records accomplishments but also acts as a guide for program revision and improvement.
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