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[bookmark: _Toc213333757]The Role of Academic Program Review at JMU
At James Madison University, Academic Program Review (APR) is an essential component of our commitment to academic excellence, student success and institutional integrity. We believe the most meaningful improvements in teaching, learning and program development come from intentional, faculty-led reflection grounded in evidence and aligned with our mission and strategic priorities.
APR provides academic units a structured opportunity to examine their programs holistically, considering curriculum design, student learning outcomes, faculty and staff contributions, student and alumni involvement and long-term sustainability. It is a process that encourages programs to highlight strengths, identify areas for growth and plan for the future in ways that are responsive to disciplinary standards, workforce needs and student aspirations.
While APR also supports accreditation and accountability requirements through bodies such as the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) and the State Council of Higher Education for Virginia (SCHEV), its primary purpose at JMU is to foster a culture of continuous improvement. The process is designed to be collaborative and forward-looking, empowering faculty and academic leaders to make informed decisions that enhance the quality and relevance of academic offerings.
APR at JMU is not a one-time event, but part of an ongoing cycle of reflection, planning and action. It is reinforced through tools such as the JMU-STAR Tool, the university’s six-year plan and annual planning and assessment processes. Through this integrative approach, APR helps ensure that academic programs remain responsive, mission-aligned and student-centered.
[bookmark: _Toc213333758]Types of Academic Program Review
[bookmark: _Toc213333759]Degree-Granting Programs
Frequency: Every 8 years, with an interim report due at 4 years.
This review applies to undergraduate and graduate degree programs. These reviews provide a comprehensive evaluation of the program, incorporating internal insights from the Self-Study process and external perspectives gathered through the site visit and the External Report. While the review will primarily focus on the program, information about the academic unit and related programs, such as associated minors or certificates, will be included in the review. Degree-granting programs with special circumstances may be selected for an Internal Program Review.
New degree-granting programs participate in an Internal Program Review four years after their establishment, in preparation for their first APR cycle.
[bookmark: _Toc432143601][bookmark: _Toc179450341][bookmark: _Toc213333760]External Accreditation 
Frequency: Determined by accrediting body, with an interim report due at the mid-point between reviews.
With prior approval from the provost, programs with recognized external accreditation may use their accreditation review to satisfy the APR requirement. To be eligible, the accreditation review must be outcomes-based, involve substantial JMU faculty participation, include an on-site visit and address student learning outcomes and assessment. If the accreditation report does not fully address all elements required in the APR Self-Study, the program will be asked to submit supplemental documentation. An interim report is still required by the Office of the Provost, regardless of accreditor expectations. Externally accredited programs with special circumstances may be selected for an Internal Program Review.
[bookmark: _Toc179450343][bookmark: _Toc213333761]Independent Certificates
Frequency: Every 4 years.
Independent Certificates (those offered separately from a degree program) participate in an Independent Certificate Review to ensure market viability. Established certificates may be selected to follow the Degree-Granting Program APR process and timeline.
[bookmark: _Toc432143602][bookmark: _Toc179450342][bookmark: _Toc213333762]Administrative Units 
Frequency: Every 8 years, with an interim report due at 4 years.
These reviews apply to non-instructional academic units that support academic programs but do not offer degrees or focus on student learning outcomes. These reviews provide a comprehensive evaluation of the unit, incorporating internal insights from the Self-Study process and external perspectives gathered through the site visit and the External Report. The Self-Study outline is developed by the unit and approved by the Office of the Provost. The outline should consider standards from relevant professional organizations and relevant sections from the Degree-Granting Program Self-Study Report outline.
[bookmark: _Toc213333763]Degree-Granting Programs APR Guidelines
[bookmark: _Roles_and_Responsibilities][bookmark: _Toc213333764]Roles and Responsibilities
APR is a shared responsibility that requires coordination among academic units, administrative offices and external reviewers. Effective reviews depend on collaboration throughout the planning, execution and follow-up stages. Implementing findings is a joint effort, grounded in mutual accountability and a shared commitment to improvement.
[bookmark: _Office_of_the][bookmark: _Toc213333765]Office of the Provost
Provost or Designee
· Sets the APR schedule.
· Approves changes to the APR guidelines.
· Grants approval for accredited programs to fulfill APR requirements through their accreditation review.
· Acknowledges the academic unit’s formal plan for integrating the APR results.
· Meets with the External Consultants during the on-site review.
[bookmark: _Hlk206416558]Associate Vice Provost (AVP) for Academic Effectiveness and Evaluation or Designee
· Oversees the APR process through the APR Coordinator and with the cooperation of the colleges and academic programs.
· Sets APR dates for new programs, certificates and administrative units with the APR Coordinator.
· Consults with APR Coordinator and the dean to approve Areas for Review and Key Questions.
· After the scope of the external review is determined, consults with the dean to provide final approval of Consultant Team nominations.
· Attends the Program Overview Presentation and the Preliminary Findings Presentation during the site visit.
· Communicates with the dean after the External Report Response, External Accreditation APR Checklist and Interim Report are submitted. 
· May assist the dean in preparing a response to the report's recommendations written by an external accrediting agency.
Academic Program Review Coordinator
· Maintains the APR schedule and notifies academic units of upcoming reviews.
· Sets APR dates for new programs, certificates and administrative units with the AVP for Academic Effectiveness and Evaluation.
· Monitors progress and ensures adherence to deadlines throughout the APR process.
· Provides orientation and ongoing support to the AUH, the Self-Study Committee and the consultant team.
· Develops the site visit schedule in collaboration with the AUH, the Self-Study Committee chair and the Academic Resources Fiscal Coordinator.
· Coordinates interviews with non-program personnel, such as the provost, vice provost/designee for Faculty Affairs and Curriculum, the dean(s), REDI and CARS.
· Finalizes and distributes the site visit itinerary.
· Manages all logistical and virtual arrangements for the site visit, including a collaborative document-sharing space for the consultant team.
· Attends meetings with the Consultant Team as needed.
· Receives and acknowledges External Report Responses and Interim Reports. 
· Maintains official archive of APR documents.
Academic Resources Fiscal Coordinator
· Compiles the Consultant Team list.
· Coordinate travel, lodging and related arrangements for external consultants.
· Schedules meeting rooms, meals and transportation for the site visit.
· Processes payments and reimbursable expenses for the Consultant Team and APR Coordinator.
[bookmark: _Toc213333766]Colleges
Dean
· Oversees and monitors the APR schedule for programs within the college.
· Approves changes to the APR schedule in consultation with the AVP for Academic Effectiveness and Evaluation and APR Coordinator.
· Participates in the planning and approval of self-studies.
· Approves members of the APR Self-Study Committee. 
· Nominates Consultant Team members in consultation with the AUH.
· Approves the areas for review, key questions, and consultant team nominations, in collaboration with the AUH and in consultation with the AVP for Academic Effectiveness and Evaluation.
· Reviews and approves the Self-Study, the External Report Response and the Interim Report.
· Collaborates with the AUH and program faculty to develop a formal plan for implementing APR recommendations (with discretion to defer or decline specific recommendations).
· Verifies progress on APR recommendations through the JMU STAR Tool and annual reports.
· Assumes responsibility for all reports not submitted by a program.
Academic Unit Head
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Communicates with the APR Coordinator for guidance on process, expectations and logistics.
· Nominates the chair and members of the Self-Study Committee.
· Collaborates with program faculty to develop the areas for review and key questions that will guide the review.
· Supervises the preparation of the Self-Study, offering guidance throughout its development and approving the submission.
· Ensures timely submission of the Self-Study to the dean for review and approval and subsequently submits the approved version to the APR Coordinator.
· Nominates Consultant Team members in consultation with the dean and program faculty.
· Extends invitation to approved Consultant Team members to determine availability.
· Determines unit and dean availability for proposed site visit dates.
· Develops the site visit itinerary in consultation with the APR Coordinator.
· Invites faculty, staff and students to participate in site visit interviews.
· Confirms the final site visit itinerary and anticipated attendees with the APR Coordinator at least two weeks before the site visit.
· Collaborates with the dean and program faculty to develop a formal plan for implementing APR recommendations.
· [bookmark: _Hlk203493313]Supervises the preparation of and approves the External Report Response.
· Ensures timely submission of the External Report Response to the dean for review and approval, and subsequently submits the approved version to the APR Coordinator.
· Updates the APR objective in the JMU STAR Tool. 
· Communicates progress regarding these recommendations to the dean as part of the annual reports. 
· Prepares and submits the Interim Report as a stand-alone report alongside the annual report.
· Assumes responsibility for all reports not submitted by the unit.  
[bookmark: _Self-Study_Committee]Self-Study Committee
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Collaborates with the AUH and program faculty to develop the areas for review and key questions that will guide the review.
· Sets internal deadlines and a writing schedule to meet the target submission date.
· Delegates research and writing responsibilities to committee members.
· Holds regular meetings to coordinate progress and ensure alignment across sections.
· Ensures the report reflects a unified voice and consistent narrative.
· Ensures timely submission of the Self-Study draft to the AUH for review and approval.
· Coordinates the program’s response to the External Report in collaboration with the AUH and program faculty.
[bookmark: _Toc213333767]Instructions and Timelines
[bookmark: _Toc213333768]Fall Site Visit
[bookmark: _Spring_Site_Visit]Note: Numbered instructions are meant to be followed in order.
1.  Two Semesters Prior to Site Visit: APR Notification
1. APR Coordinator: Notifies the dean and AUH of upcoming APR and key dates. Schedules APR orientation for AUH (and self-study committee chair, if determined).
2. August – early September: Select Self-Study Committee
1. AUH: Nominates the chair of the Self-Study Committee.
2. Dean: Approves the chair of the Self-Study Committee. 
3. AUH and Chair: Nominate the Self-Study Committee.
4. Dean: Approves members of the Self-Study Committee. 

3.  Early September – early November: Develop Areas for Review and Key Questions
1. Self-Study Committee: Reviews guidance on Areas for Review and Key Questions. Develops areas for review and key questions and submits to the AUH and the dean for review.
2. AUH: Reviews and approves the areas for review and key questions.

4. November 15: Submit Areas for Review and Key Questions
1. AUH: Submits Areas for Review and Key Questions via email to the dean and AVP (apr@jmu.edu).
2. Dean and AVP for Academic Effectiveness and Evaluation: Independently review the proposed areas for review and key questions, then confer to finalize feedback and approval. The approved focus should align with the intent of the APR process and support the program’s mission and priorities.
3. Dean: Communicates feedback to AUH.
	
5. December – early March: Write Self-Study
1. Self-Study Committee: Reviews Self-Study guidance and outline. If the program is interdisciplinary, modify the template as necessary.
2. Self-Study Committee: Develops a writing timeline with guidance from APR Coordinator.
3. Self-Study Committee: Assigns responsibilities for writing sections of the Self-Study. 
4. Self-Study Committee: Gathers necessary documentation.
5. Self-Study Committee: Writes Self-Study.

6. Mid-March: Determine Site Visit Dates
1. APR Coordinator: Provides programs with potential site visit dates.
2. AUH: Confirms unit and dean availability for potential site visit dates.
3. APR Coordinator: Assesses the availability of each program undergoing an APR site visit next semester and establishes site visit dates accordingly. Notifies programs and administrators once site visit dates are confirmed.

7. Mid-March – Early April: Unit Self-Study Review and Consultant Team Nominations
1. Self-Study Committee and AUH: Review Consultant Team selection guidance. Discuss potential nominations for Consultant Team.
2. Self-Study Committee: Submits the Self-Study draft to the AUH for review.
3. AUH: Reviews and approves Self-Study draft.
4. AUH: Completes Consultant Team Nominations Form.

8. April 15: Self-Study and Consultant Team Nominations Form Submission
1. AUH: Submits the completed Self-Study (as a Word document) and Consultant Team Nominations Form by uploading documents to a Microsoft Teams site created by the APR Coordinator.

9. Late April: Review and Approval of Self-Study and Consultant Team Nominations Form
1. Dean and AVP for Academic Effectiveness and Evaluation: Independently review the Self-Study, as well as any changes to the areas for review and key questions, then confer to finalize feedback and approval. 
2. Dean: Communicates Self-Study submission feedback to AUH.
3. Dean and AVP for Academic Effectiveness and Evaluation: After Self-Study approval, review Consultant Team Nominations Form. Confer to approve nominations or suggest a need for alternates. 
4. Dean: Communicates Consultant Team Nominations feedback to AUH.

10. May – July 15: Invite Consultant Team
1. APR Coordinator: Communicates consultant invitation details to the AUH.
2. AUH: Extends invitation to the approved nominees regarding availability and interest. To help secure preferred consultants, invitations should be issued promptly. Once a nominee expresses interest, the AUH transitions communications to the APR Coordinator and Academic Resources Fiscal Coordinator to handle logistics.
3. APR Coordinator and Academic Resources Fiscal Coordinator: Contact interested consultants to handle logistics (i.e., lodging, transportation, honorariums, and schedule). 

11. July 15 – Site Visit: Coordinate Site Visit
1. 8 Weeks Before Site Visit: APR Coordinator and AUH: Meet to discuss plans for the Site Visit itinerary and Program Overview Presentation for the site visit dinner.
2. APR Coordinator and Academic Resources Fiscal Coordinator: Discuss itinerary plans; book meeting spaces and arrange meals.
3. 5.5 Weeks Before Site Visit: APR Coordinator: Meets with JMU Chair to discuss their role in the site visit.
4. 5 Weeks Before Site Visit: AUH: Ensures final Self-Study, appendices, and any additional documentation the program wishes to share with the Consultant Team are uploaded to the Microsoft Teams site.
5. 4.5 Weeks Before Site Visit: APR Coordinator: Removes program access and adds Consultant Team access to the Microsoft Teams Site.
6. 4 Weeks Before Site Visit: JMU Chair: Emails external consultants to begin review.
7. 2 Weeks Before Site Visit: AUH: Confirms itinerary meetings and attendees with APR Coordinator.
8. 1 Week Before Site Visit: APR Coordinator: Distributes final Self-Study and site visit itinerary to all attendees. Confirms all calendar invitations and virtual meeting invitations.
9. 1 Week Before Site Visit: Consultant Team: Sends requests for additional information before the site visit.
10. Week Before Site Visit: AUH and Self-Study Committee Chair: Respond to Consultant Team requests for additional information as able. Finalize Program Overview Presentation.

12. Site Visit and External Report
1. Consultant Team: Meets with program personnel and other collaborators as scheduled and presents Preliminary Findings on the final day of the site visit. Reviews guidance and delegates writing responsibilities for the External Report.
2. Consultant Team: Writes and reviews the External Report.
3. Two Weeks After Site Visit: JMU Chair: Submits completed External Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to program leadership and administrators.

13. After Receiving External Report: Write and Submit External Report Response 
1. Self-Study Committee and Program Leadership: Review External Report Response guidance and template. Develop External Report Response.
2. AUH: Reviews and approves the External Report Response. Submits External Report Response to the dean.
3. Dean: Reviews and approves External Report Response.
4. 4 Weeks After Receiving External Report: AUH: Submits final External Report Response to APR Coordinator.
5. APR Coordinator: Shares External Report Response with the Office of the Vice Provost for Faculty Affairs and Curriculum.

14. After External Report Response Submission: Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the dean to discuss the External Report and External Report Response.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the APR.
4. AUH: Updates the APR objective in the JMU STAR Tool.
5. AUH: Communicates progress regarding objectives yearly as part of annual reports.

15. Four Years after Site Visit: Interim Report
1. Spring: APR Coordinator: Notifies AUH of upcoming Interim Report.
2. AUH: Reviews Interim Report guidance and outline.
3. Office of the Provost and Dean: If applicable, request additional areas to be addressed in the Interim Report.
4. AUH and Program Faculty: Write Interim Report.
5. AUH: Submits Interim Report to the dean for review.
6. Dean: Reviews and approves Interim Report. Provides feedback to AUH.
7. August 1: AUH: Submits approved Interim Report to APR Coordinator.
8. APR Coordinator: Shares Interim Report with the Office of the Vice Provost for Faculty Affairs and Curriculum.
9. Vice Provost for Faculty Affairs and Curriculum or designee: Creates and shares APR summary. Acknowledges completion of the Interim Report.
[bookmark: _Toc213333769]Spring Site Visit
Note: Numbered instructions are meant to be followed in order.
1.  Three Semesters Prior to Site Visit: APR Notification
1. APR Coordinator: Notifies the dean and AUH of upcoming APR and key dates. Schedules APR orientation for AUH (and self-study committee chair, if determined).
2. October – early November: Select Self-Study Committee
1. AUH: Nominates the chair of the Self-Study Committee.
2. Dean: Approves the chair of the Self-Study Committee. 
3. AUH and Chair: Nominate the Self-Study Committee.
4. Dean: Approves members of the Self-Study Committee. 

3. Early November – early February: Develop Areas for Review and Key Questions
1. Self-Study Committee: Reviews guidance on Areas for Review and Key Questions. Develops areas for review and key questions and submits to the AUH and the dean for review.
2. AUH: Reviews and approves the areas for review and key questions.

4. February 15: Submit Areas for Review and Key Questions
1. AUH: Submits Areas for Review and Key Questions via email to the dean and AVP (apr@jmu.edu).
2. Dean and AVP for Academic Effectiveness and Evaluation: Independently review the proposed areas for review and key questions, then confer to finalize feedback and approval. The approved focus should align with the intent of the APR process and support the program’s mission and priorities.
3. Dean: Communicates feedback to AUH.
	
5. March – early October: Write Self-Study
1. Self-Study Committee: Reviews Self-Study guidance and outline. If the program is interdisciplinary, modify the template as necessary.
2. Self-Study Committee: Develops a writing timeline with guidance from APR Coordinator.
3. Self-Study Committee: Assigns responsibilities for writing sections of the Self-Study. 
4. Self-Study Committee: Gathers necessary documentation.
5. Self-Study Committee: Writes Self-Study.

6. Mid-October: Determine Site Visit Dates
1. APR Coordinator: Provides programs with potential site visit dates.
2. AUH: Confirms unit and dean availability for potential site visit dates.
3. APR Coordinator: Assesses the availability of each program undergoing an APR site visit next semester and establishes site visit dates accordingly. Notifies programs and administrators once site visit dates are confirmed.

7. Mid-October – Early November: Unit Self-Study Review and Consultant Team Nominations
1. Self-Study Committee and AUH: Review Consultant Team selection guidance. Discuss potential nominations for Consultant Team.
2. Self-Study Committee: Submits the Self-Study draft to the AUH for review.
3. AUH: Reviews and approves Self-Study draft.
4. AUH: Completes Consultant Team Nominations Form.

8. November 15: Self-Study and Consultant Team Nominations Form Submission
1. AUH: Submits the completed Self-Study (as a Word document) and Consultant Team Nominations Form by uploading documents to a Microsoft Teams site created by the APR Coordinator.

9. Late November: Review and Approval of Self-Study and Consultant Team Nominations Form
1. Dean and AVP for Academic Effectiveness and Evaluation: Independently review the Self-Study, as well as any changes to the areas for review and key questions, then confer to finalize feedback and approval. 
2. Dean: Communicates Self-Study submission feedback to AUH.
3. Dean and AVP for Academic Effectiveness and Evaluation: After Self-Study approval, review Consultant Team Nominations Form. Confer to approve nominations or suggest a need for alternates. 
4. Dean: Communicates Consultant Team Nominations feedback to AUH.

10. Late November – January 15: Invite Consultant Team
1. APR Coordinator: Communicates consultant invitation details to the AUH.
2. AUH: Extends invitation to the approved nominees regarding availability and interest. To help secure preferred consultants, invitations should be issued promptly. Once a nominee expresses interest, the AUH transitions communications to the APR Coordinator and Academic Resources Fiscal Coordinator to handle logistics.
3. APR Coordinator and Academic Resources Fiscal Coordinator: Contact interested consultants to handle logistics (i.e., lodging, transportation, honorariums, and schedule). 

11. January 15 – Site Visit: Coordinate Site Visit
1. 8 Weeks Before Site Visit: APR Coordinator and AUH: Meet to discuss plans for the Site Visit itinerary and Program Overview Presentation for the site visit dinner.
2. APR Coordinator and Academic Resources Fiscal Coordinator: Discuss itinerary plans; book meeting spaces and arrange meals.
3. 5.5 Weeks Before Site Visit: APR Coordinator: Meets with JMU Chair to discuss their role in the site visit.
4. 5 Weeks Before Site Visit: AUH: Ensures final Self-Study, appendices, and any additional documentation the program wishes to share with the Consultant Team are uploaded to the Microsoft Teams site.
5. 4.5 Weeks Before Site Visit: APR Coordinator: Removes program access and adds Consultant Team access to the Microsoft Teams Site.
6. 4 Weeks Before Site Visit: JMU Chair: Emails external consultants to begin review.
7. 2 Weeks Before Site Visit: AUH: Confirms itinerary meetings and attendees with APR Coordinator.
8. 1 Week Before Site Visit: APR Coordinator: Distributes final Self-Study and site visit itinerary to all attendees. Confirms all calendar invitations and virtual meeting invitations.
9. 1 Week Before Site Visit: Consultant Team: Sends requests for additional information before the site visit.
10. Week Before Site Visit: AUH and Self-Study Committee Chair: Respond to Consultant Team requests for additional information as able. Finalize Program Overview Presentation.

12. Site Visit and External Report
1. Consultant Team: Meets with program personnel and other collaborators as scheduled and presents Preliminary Findings on the final day of the site visit. Reviews guidance and delegates writing responsibilities for the External Report.
2. Consultant Team: Writes and reviews the External Report.
3. Two Weeks After Site Visit: JMU Chair: Submits completed External Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to program leadership and administrators.

13. After Receiving External Report: Write and Submit External Report Response 
1. Self-Study Committee and Program Leadership: Review External Report Response guidance and template. Develop External Report Response.
2. AUH: Reviews and approves the External Report Response. Submits External Report Response to the dean.
3. Dean: Reviews and approves External Report Response.
4. 4 Weeks After Receiving External Report: AUH: Submits final External Report Response to APR Coordinator.
5. APR Coordinator: Shares External Report Response with the Office of the Vice Provost for Faculty Affairs and Curriculum.

14. After External Report Response Submission: Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the dean to discuss the External Report and External Report Response.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the APR.
4. AUH: Updates the APR objective in the JMU STAR Tool.
5. AUH: Communicates progress regarding objectives yearly as part of annual reports.

15. Four Years after Site Visit: Interim Report
10. Spring: APR Coordinator: Notifies AUH of upcoming Interim Report.
11. AUH: Reviews Interim Report guidance and outline.
12. Office of the Provost and Dean: If applicable, request additional areas to be addressed in the Interim Report.
13. AUH and Program Faculty: Write Interim Report.
14. AUH: Submits Interim Report to the dean for review.
15. Dean: Reviews and approves Interim Report. Provides feedback to AUH.
16. August 1: AUH: Submits approved Interim Report to APR Coordinator.
17. APR Coordinator: Shares Interim Report with the Office of the Vice Provost for Faculty Affairs and Curriculum.
18. Vice Provost for Faculty Affairs and Curriculum or designee: Creates and shares APR summary. Acknowledges completion of the Interim Report.

[bookmark: _Toc213333770]Self-Study Committee Selection
A committee of 4 or 5 faculty or staff is typically effective for distributing the workload and ensuring a cohesive report. While programs may determine the size and composition of their committee based on their unique needs and resources, assigning the report to only one or two individuals is not recommended, as it can create an undue burden and limit the diversity of perspectives essential to a strong self-study. Faculty of all ranks are encouraged to participate, contributing varied expertise to the process.
[bookmark: _Developing_Areas_for][bookmark: _Toc213333771]Developing Areas for Review and Key Questions
The value of the Consultant Team’s recommendations is dependent on academic units and/or programs identifying critical areas that would benefit from external expertise and crafting key questions that will enable the Consultant Team to provide relevant recommendations. Programs should determine three to four areas for review that will guide the review and two to three key questions for each identified area. At least one area for review MUST focus on learning outcomes and/or specifics of the curriculum. 
Areas for review and key questions should not specifically target resource allocations, as those are outside of the scope of what an external Consultant Team can effectively recommend. However, questions can consider how student learning outcomes may be impacted by gaps in support to help provide additional justification in support of budget initiative requests.
Areas for Review and Key Questions are subject to review and approval to ensure that they align with the intent of the APR to facilitate relevant recommendations for continuous improvement and advancement of departmental and programmatic goals and objectives.
[bookmark: _Self-Study_Guidance][bookmark: _Toc213333772]Self-Study Guidance
The Self-Study provides a comprehensive, reflective and evidence-based narrative that reflects on the academic program’s quality, effectiveness and alignment with institutional goals. 
[bookmark: _Toc213333773]Structure
The report must follow the Self-Study outline. However, programs may include additional sections that address unique aspects or challenges relevant to their discipline or context.
[bookmark: _Toc213333774]Documentation and Data Scope
The report should primarily provide information on the program under review. In some instances, it may be appropriate to provide data on the academic unit and program.
Use a four- or eight-year retrospective depending on the context: 
· Eight-year scope: Ideal for identifying long-term trends or changes in program direction.
· Four-year scope: Useful for highlighting recent developments, especially since the last Interim Report.
[bookmark: _Toc213333775]Length and Format
The narrative portion of the report should not exceed 55 pages, excluding appendices and supporting documentation.
To support future reference and archival integrity, programs are encouraged to prepare the Self-Study as a static document. Avoid relying on hyperlinks to external websites or online resources that may change or become inaccessible over time. Instead:
· Include full text or summaries of key documents within the report or as appendices.
· Use screenshots or printed versions of web-based materials when relevant.
· Avoid linking to personal drives, cloud folders or temporary web pages.
· Label and date all supplemental materials to provide context for future reviewers.
This approach ensures that the Self-Study remains a complete and reliable record, even years after submission.
[bookmark: _Toc213333776]Collaborative Writing
The Self-Study process should be a collective effort that engages faculty, staff and, where appropriate, students. Involving a diverse group of contributors ensures that the report reflects a broad range of perspectives, experiences and insights. This collaborative approach fosters shared ownership of the program’s strengths and challenges, encourages transparency and promotes a culture of continuous improvement. The Self-Study Committee is encouraged to communicate with others in the department regularly to review progress, share feedback and align on key themes.
[bookmark: _Toc213333777]Referencing SACSCOC Accreditation
If units are referring to the university’s accreditation with SACSCOC, the following statement must be used exactly as is written according to SACSCOC policy:
James Madison University is accredited by the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) to award baccalaureate, masters, educational specialist and doctorate degrees. Questions about the accreditation of James Madison University may be directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by using information available on SACSCOC’s website (www.sacscoc.org). 
[bookmark: _Toc213333778]Submission Timeline
Refer to the Instructions and Guidelines section for detailed submission instructions and timelines.
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Mathematics, B.A.
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Executive Summary
Programs are encouraged to use the executive summary to summarize their key insights, areas of strength and opportunities for development identified through the review process. The summary should offer a concise one to two-page narrative that reflects on the program’s alignment with the university’s mission and goals, the relevancy of its structure and curriculum, the degree to which student learning outcomes are met and the program and/or academic unit’s long-term sustainability. 
Areas for Review and Key Questions
At the conclusion of the executive summary, please include three to four areas for review and two to three key questions for each identified area.
The value of the Consultant Team’s recommendations is dependent on academic units and/or programs identifying critical areas that would benefit from external expertise, and crafting key questions that will enable the Consultant Team to provide relevant recommendations. At least one area for review MUST focus on learning outcomes and/or specifics of the curriculum. 
Areas for review and key questions should not specifically target resource allocations, as those are outside of the scope of what an external Consultant Team can effectively recommend. However, questions can consider how student learning outcomes may be impacted by gaps in support to help provide additional justification in support of budget initiative requests.
Areas for Review and Key Questions are subject to review and approval to ensure that they align with the intent of the APR to facilitate relevant recommendations for continuous improvement and advancement of departmental and programmatic goals and objectives.


Section 1. Program Context, Strategic Priorities, and Recent Developments
James Madison University values intentional alignment between academic programs and the broader institutional mission. Academic units should contribute meaningfully to the strategic priorities of both the university and their respective colleges. This section invites programs and/or academic units to reflect on their role within the institutional structure, the alignment of their mission with university and college values and their use of tools such as the JMU STAR Tool to guide strategic planning and continuous improvement. Programs are also asked to describe major changes since the last Academic Program Review, providing context for how they have evolved and how those developments influence current program priorities and student learning.

1.A. Program Context:
i. Where does the academic unit and program fit within the organizational structure of the college and university?
ii. How does the academic unit’s mission align with the mission statements of the college and university?

1.B. Strategic Priorities: 
i. What are the program and/or academic unit’s current strategic plan and initiatives as listed in the JMU STAR Tool?
ii. What are the critical priorities of the program?

1.C. Program Changes Since Previous APR: 
i. What major changes have occurred in the program and/or academic unit since the last APR (e.g., curriculum, leadership, faculty, resources)?
ii. How have these changes influenced student learning, faculty workload, or program operations?

Section 2. Program Structure and Learning

2.A. Learning Objectives and Alignment: 
This section invites the program to reflect on how learning objectives are intentionally aligned with its mission and how they provide a clear, shared framework for guiding program-level learning. Highlight how these objectives support cumulative knowledge and skill development to help prepare students for a range of postgraduate pathways. Demonstrate how faculty regularly review learning goals to ensure continued relevance in the context of evolving disciplinary standards, workforce expectations, and student needs.
i. Include a list of the program’s learning objectives.
ii. How do the program’s learning objectives reflect current priorities, frameworks or competencies within the discipline or profession at a program-wide level?
iii. How does the program help students understand how knowledge and skills developed throughout the curriculum connect to success beyond the program (e.g., in careers, graduate study, civic life, etc.)?
iv. What types of evidence (e.g., assessment data, feedback from students or alumni, disciplinary benchmarks) does the program use to evaluate whether its learning objectives continue to support relevant and meaningful student learning?
v. When and how does the program engage with stakeholders (e.g., faculty, alumni, industry partners, current students) to help learning objectives remain relevant and forward-looking?
vi. What is the program’s process for systematically reviewing and revising learning objectives? 
vii. How does your program approach building a sustainable and ongoing process for maintaining and improving curriculum structure and teaching practices?
viii. If the academic unit utilizes an advisory board, how does the board contribute to the student experience through the program’s learning objectives?

2.B. Curriculum Structure and Design: 
How does the program foster a collective responsibility for student learning through a curriculum intentionally structured to support program-level learning outcomes and disciplinary expectations? How are courses sequenced to build both breadth and depth of understanding across the curriculum? How do program faculty collaborate to align course content, pedagogy and assessment practices in ways that support coherent, cumulative learning experiences? Reflect on how curriculum development is informed by research, disciplinary standards and emerging innovations, and is evaluated to promote responsiveness and improvement.
i. Include a map of the curriculum structure.
ii. How does the program’s curriculum structure, degree requirements and course sequencing support its program-level learning outcomes?
iii. In what ways does the curriculum provide both breadth and depth of learning that align with disciplinary expectations and program goals?
iv. If the program utilizes concentrations, outline the purpose and objectives of the concentrations and how they differ.
v. Are there specific courses or course sequences where students commonly face difficulty progressing through the program, and how does the program identify and respond to these challenges?
vi. How does the program ensure that students make connections across courses, assignments, and learning experiences?
vii. How do instructors coordinate across courses to reinforce key concepts or skills over time?
viii. To what extent does the program provide structured opportunities for innovation in curriculum design or instructional practices?
ix. In what ways are faculty supported or incentivized to implement new teaching approaches that align with programmatic learning goals?
2.C. Efficacy of Programmatic Curriculum on Student Learning and Experience: 
The program should use multiple sources of evidence to evaluate the effectiveness of its curriculum design, delivery and impact on student learning and experience. This includes assessment of student achievement, feedback from students and faculty and periodic review of curriculum coherence and instructional practices. How do faculty regularly review findings in structured settings—such as department meetings, retreats or assessment discussions—to consider student learning across the program? How do these discussions inform meaningful programmatic changes that enhance curriculum, pedagogy and instructional alignment? How do stakeholders, including faculty and students, actively contribute to the evaluation and improvement processes?
i. Drawing on a range of evidence (e.g., assessment results, faculty discussions, student work, placement rates, surveys and exit interviews), to what extent are students achieving the learning outcomes your program intends for them to learn?
ii. In what ways does the program use evidence and stakeholder feedback to guide curriculum and pedagogical changes?
iii. When do faculty engage in structured discussions about student learning across the program?
iv. How do these processes contribute to ongoing improvements in the student learning experience?
2.D. General Education (if applicable): 
If the academic unit provides instruction that serves the University’s General Education mission, please reflect on the relationship between the unit’s investment in providing instruction to both majors and students pursuing general education requirements. 
i. How does the academic unit contribute to the general education experience? 
ii. What courses does the unit provide for general education?
iii. How does the unit align learning outcomes for general education courses with institutional expectations?
iv. What is the percentage of overall unit instruction dedicated to general education?
v. How does the academic unit balance the needs of instruction for majors within the academic unit with courses dedicated to general education?
2.E. Advising Structure: 
The program’s advising structure should be aligned with its mission and goals to effectively support the needs of its student population. How are advising practices routinely evaluated to identify which structures are most beneficial? Does the program have appropriate resources for students to have access to quality advising and to support the sustainability of advising practices through ongoing review and continuous improvement?
i. What is the current advising structure within the program, and who is responsible for providing academic advising to students? 
ii. How does the advising structure align with the program’s goals and the needs of its student population?
iii. How do students access advising, and how satisfied are they with the availability and quality of advising services?
2.F. Strengths and Areas for Improvement: 
Based on the evidence and reflections above, the section invites the program to identify its key strengths and areas for improvement in supporting program-level learning—specifically in relation to the alignment of learning objectives, the design and delivery of the curriculum and the evaluation and use of student learning evidence.

Section 3. Program Sustainability
The program’s sustainability is reflected in its continued relevance to student goals, workforce needs and the mission of the university. Rather than serving as a measure of viability, sustainability is understood as the program’s capacity to evolve with the field, create meaningful opportunities for students and support their successful progression. By examining trends in enrollment, degree completion, student pathways, post-graduate advancement and workforce alignment, how does the program identify strengths and opportunities that guide strategic planning and continuous improvement? These reflections should highlight how the program remains responsive, future-focused and supportive of student success over time.

3.A. Enrollment Trends
i. What are the enrollment trends for students pursuing degrees offered by the academic unit since the previous APR? How do those trends compare to institutional enrollment trends over the same period?
ii. What factors explain enrollment trends? Is the program satisfied with these trends?
iii. Has the program identified a target for enrollment or enrollment growth?
iv. What is the percentage of students enrolled in the degree program who have transferred into the program or university? Has the unit identified pipelines for transfer students?
v. If applicable, what are the enrollment trends for students pursuing minors?

3.B. Retention and Graduation Rates
i. What are the program’s graduation rates, and how do they compare to university rates?
ii. What trends exist in student retention? 
iii. What strategies have been implemented to support and retain students in the programs?
iv. Does the program experience significant numbers of students exiting the program via transfer? And, if so, are there factors that contribute to students exiting the program?

3.C. Career Readiness
i. What distinguishes this program’s graduates from graduates of similar programs at other institutions?
ii. What evidence is available regarding employer demand for graduates with this program’s specific educational outcomes?
iii. If applicable, how does the program meet workforce needs at the state, regional and national levels?

Section 4. Faculty, Students, Alumni, and Staff: Engagement and Impact

A strong academic program is shaped by the collective contributions of its faculty, students, alumni and staff. This section invites programs to reflect on how each of these groups contributes to the identity, relevance and continuous improvement of the program. Programs are encouraged to highlight accomplishments, engagement strategies and the impact of these stakeholders on student learning and program development.

4.A. Faculty Role and Responsibilities
i. What are the primary roles and responsibilities of faculty?
ii. In what ways are faculty engaged in mentoring, curriculum development and program governance?
iii. How does the faculty balance their activities to create a sustainable workload?
iv. If applicable, to what extent are faculty engaged in the advancement of majors in other disciplines?
v. If applicable, what percentage of course instruction is provided by part-time faculty? Do part-time faculty have a specific role in the advancement of majors in the program?
4.B. Faculty Accomplishments
i. What are the notable accomplishments of faculty since the last APR (e.g., research, publications, creative work, grants, professional service, teaching awards)?
ii. How do these accomplishments reflect and advance the program’s mission, learning goals, and areas of expertise?
4.C. Student Engagement and Achievements
i. What types of student accomplishments (e.g., research, internships, presentations, awards, leadership, community engagement) best represent the program’s learning goals in action?
ii. How are student voices and experiences used to inform and improve the program?
iii. How does the program support student involvement in high-impact practices such as student teaching, clinical placements, internships, service-learning or undergraduate research?
iv. Are there department-specific student organizations that faculty advise and mentor?
4.D. Alumni Involvement and Impact
i. In what ways are alumni engaged with the program (e.g., advisory boards, guest lectures, mentoring, fundraising)?
ii. How does the program gather and use alumni feedback to inform curriculum and strategic planning?
4.E. Staff Roles and Contributions
i. What roles do staff play in supporting the program’s operations, student experience and overall effectiveness?
ii. How does the program recognize and support staff contributions?
4.F. Reflection and Impact
i. In what ways do the accomplishments and engagement of faculty, students, alumni and staff contribute to the identity, quality and external reputation of the program?
ii. What strategies are in place to track, communicate and celebrate stakeholder contributions over time?

Section 5: Institutional Commitment and Resources
This section invites the academic unit to reflect on institutional support that enables faculty and staff to meet responsibilities in teaching, advising, service and administration. This support may include personnel, physical space, technology and non-personnel funding. The adequacy of these resources should be reviewed in light of evolving instructional needs, program goals and delivery methods, while recognizing that resources for staffing, facilities and support systems are made as necessary with available funding through official resource allocation processes to sustain high-quality learning experiences and ensure the program’s continued responsiveness and effectiveness.
i. What are faculty responsibilities and workload in the academic unit?
ii. Are there gaps in the current faculty and staff levels to meet the program’s teaching, advising and administrative responsibilities? How have these staffing levels changed over time, and what prompted those changes?
iii. How adequate are library resources in supporting teaching, learning and research? Have there been notable shifts in access, usage or support over time?
iv. What is the quality and availability of technological support for faculty and students? How has this support evolved in response to changes in instructional methods or program delivery?
v. Are instructional spaces (e.g., classrooms, labs, offices) sufficient in both quantity and quality to support the program’s needs? How have space needs changed, and how has the program adapted?
vi. To what extent is non-personnel-based support (e.g., operating budget, grant funding, foundation support) sufficient for sustaining and advancing program goals? Have these sources of support increased, decreased or shifted in focus in recent years?
vii. How does REDI provide support relevant to faculty as they pursue interests in research, scholarship and grant production? Are there critical limitations in the support from REDI?

Section 6: Areas for Review and Key Questions
In this section, academic units and/or programs should reflect on and provide any additional context that would help inform the external Consultant Team as to why the areas for review and key questions were selected. Linking the areas for review and the key questions to the unit/program’s goals and objectives, or the strategic plan if available, could help guide the Consultant Team’s recommendations towards actionable items to assist with the ongoing process of continual improvement.



[bookmark: _Consultant_Team_Selection][bookmark: _Toc213333780]Consultant Team Selection
The Consultant Team plays a critical role in providing objective, informed feedback on the program’s strengths, challenges and opportunities for growth. The team is composed of three to four external consultants and one internal JMU representative who serves as the chair.
[bookmark: _Toc213333781]JMU Chair
Each consultant team includes a JMU faculty member or staff member from outside the program’s college who serves as the chair. The chair plays a key role in supporting the external consultants by helping them understand JMU’s institutional context, mission and review priorities. They also facilitate interviews and team communications, compile the final External Report based on input from the full committee and serve as the primary liaison with the Office of the Provost.
To maintain the integrity of the review, the chair must remain impartial and free from any conflicts of interest. They should not have a vested interest in the program or be influenced by the areas of focus or key questions in ways that could compromise their objectivity or recommendations.
[bookmark: _Toc213333782]External Consultants
External consultants provide an objective, expert perspective on the program’s strengths, challenges and opportunities for improvement. Selected for their disciplinary expertise or professional experience, these individuals should have expertise that aligns with the program’s identified areas for review. They may be academic professionals or practitioners with relevant disciplinary or industry experience. When selecting consultants from academic institutions, programs should consider representatives from an aspirant program, a national peer institution (such as an R2 university) and a regional peer institution. If a professional practitioner is included, the individual should be actively employed in a field related to the program and able to offer insight into workforce trends, career preparation and industry expectations.
Eligibility Criteria
Consultants must not:
· Have been employed by or applied to JMU in the past five years.
· Have close personal or professional ties to JMU personnel.
· Be affiliated with organizations that could compromise objectivity.
A graduate of the program may serve as an external consultant if they have at least five years of professional or academic institutional experience. The graduate should be familiar with the program, experienced in the field and able to provide critical, unbiased feedback. Only one graduate may serve on the consultant committee, and if selected, a total of 4 external consultants (a 5-person committee) is strongly recommended to ensure a balanced review.

[bookmark: _Toc213333783]Submission and Approval Process
After the Self-Study has been approved, the academic unit should submit the completed Consultant Team Nomination Form, including two proposed JMU chair nominees and six to ten external consultant nominees, to their college dean and the Office of the Provost. Each recommendation must include a rationale and confirmation of eligibility. The Office of the Provost will review the submitted materials and approve the final team. Programs should not contact nominees until formal approval has been granted.
[bookmark: _Site_Visit_Itinerary][bookmark: _Toc213333784]Site Visit Itinerary
Degree-granting APR site visits take place over 3 days, typically Sunday through Tuesday. The site visit itinerary is collaboratively developed by the AUH, the Self-Study Committee chair and the APR Coordinator.
[bookmark: _Day_1:_Consultant][bookmark: _Toc213333785]Day 1: Consultant Orientation and Program Overview
The site visit begins with an orientation to APR at JMU and a closed meeting for the consultants to review the self-study materials, discuss initial impressions and plan their approach to interviews.
In the evening, program leadership, academic affairs administrators and the Consultant Team have dinner on campus. The program may also invite faculty, staff, students, alumni or other key collaborators.
After dinner, the AUH or a designee presents a 15 to 20-minute overview of the program. 
· Summarize the program’s history and current context
· Highlight the goals and expectations for the review
· Explain the context behind the areas for review and key questions
Following the presentation, the consultants will have about 30 minutes to ask questions.
[bookmark: _Toc213333786]Day 2: Interviews
The second day of the site visit is dedicated to structured interviews with program constituents. The following timeslots are standard for every degree-granting site visit itinerary:
· The Provost (or Designee) (45 minutes)
· Academic Unit Head (30-50 minutes)
· The College Dean (50 minutes)
· The Graduate School Dean (for graduate programs only) (50 minutes)
· The Center for Assessment and Research Studies (CARS) (30 minutes)
· Research, Economic Development, and Innovation (REDI) (30 minutes)
Programs are encouraged to schedule the remaining timeslots based on their unique structure, priorities and review goals. Faculty and current students should be included in the site visit to ensure their perspectives are represented. Additional meeting opportunities may include:
· Program Director or Coordinator
· Staff (advising, administrative, technical)
· Alumni
· Facilities Tour
· Advisory Board
· Frequent Program Collaborators
· Industry or Community Partners
· General Education
· Admissions
· University Advising
· The Honors College
· The Center for Global Engagement
The second day concludes with a private dinner for the consultant team off campus.
[bookmark: _Toc213333787]Day 3: Consultant Deliberation and Preliminary Findings Presentation
Consultants use the final day to synthesize what they’ve learned and present their initial findings. This presentation highlights initial observations, including program strengths, challenges and recommendations in response to the key questions. While clarifying questions are welcome, this session is not designed for detailed discussions of the consultants’ recommendations. The forthcoming External Report will offer a more comprehensive analysis and rationale.
[bookmark: _Toc213333788]Sample Itinerary

	Day 1
	

	3:00 p.m. - 5:30 p.m.
	Orientation and Review of Program Documents

	5:30 p.m. - 6:00 p.m.
	Break, Travel to Dinner Location

	6:00 p.m. - 8:00 p.m.
	Dinner and Program Overview

	Day 2
	

	8:00 a.m. - 8:50 a.m.
	Consultant Meeting

	9:00 a.m. - 9:50 a.m.
	Academic Unit Head & Consultants Meet

	10:00 a.m. - 10:50 a.m.
	College Dean & Consultants Meet

	11:00 a.m. - 11:50 a.m.
	Graduate Program: The Graduate School Dean & Consultants Meet
Undergraduate Program: Constituent Invited by Program

	12:00 p.m. - 12:50 p.m.
	Constituent Invited by Program

	1:00 p.m. - 1:50 p.m.
	Consultant Lunch

	2:00 p.m. - 2:30 p.m.
	Center for Assessment & Research Studies (CARS) & Consultants Meet

	2:30 p.m. - 3:00 p.m.
	Research, Economic Development and Innovation & Consultants Meet

	3:00 p.m. - 3:50 p.m.
	Constituent Invited by Program

	3:50 p.m. - 4:15 p.m.
	Break

	4:15 p.m. - 5:00 p.m.
	Provost & Consultants Meet

	5:00 p.m. - 5:50 p.m.
	Constituent Invited by Program

	6:00 p.m. - 6:30 p.m.
	Consultant Meeting

	6:30 p.m. - 8:00 p.m.
	Consultant Dinner

	Day 3
	

	8:00 a.m. - 10:50 a.m.
	Consultants compile Preliminary Findings

	11:00 a.m. - 11:45 a.m.
	Consultants present Preliminary Findings



[bookmark: _External_Report_Guidance][bookmark: _Toc213333789]External Report Guidance
The Consultant Team submits the External Report two weeks after the conclusion of the site visit. Content includes the program strengths, challenges and recommendations in response to areas for review and key questions. At the beginning of the site visit, the Consultant Team is given this guidance:
· The Consultant Team is not expected to respond to all sections/subsections of the Self-Study.
· The focus of the report should be on the areas for review and key questions.
· The Consultant Team may bring up concerns they identify that are not addressed in the Self-Study at their discretion, but these should not take precedence over the areas for review and key questions.
The suggested format of the report is as follows:
· Introduction, Dates of Site Visit, Consultant Team Members
· Summary of Program Strengths and Challenges
· Recommendations in Response to Areas of Review and Key Questions
The length should be no more than 10 pages; double-spaced, 12-point font. The consultants should share in the responsibility of writing sections of the report. The chair should coalesce the sections into one coherent document and submit the External Report to the APR Coordinator according to the instructions and timeline.
[bookmark: _External_Report_Response][bookmark: _Toc213333790]External Report Response Guidance
Following receipt of the External Report, the academic unit must prepare and submit a formal response within four weeks. This response explains how the unit will engage with the Consultant Team’s recommendations to support program improvement.
The plan should include specific objectives, a timeline for implementation and the individual(s) or group(s) responsible for each action item. Address each recommendation from the Consultant Team. Provide a brief rationale for any recommendation that will not be pursued.
To ensure consistency and facilitate future planning, units should use the provided response template, which is designed to align with the JMU STAR Tool for strategic tracking and reporting.
Units are encouraged to approach this task collaboratively, engaging relevant constituents to ensure the response is well-informed and broadly supported.
	External Report Recommendation

	Program Response 
(formatted for inclusion in the JMU STAR Tool)

	
	Objective Short Description
Objective Long Description (who, what, when, why, how, how much)
Resources Needed (time, people, money, space, etc.) 
Person/People Responsible for Implementation
Projected Timeline for Action
Steps to Meet the Objective
Link to Strategic Plan (identify which University Goals this objective supports)
Evaluation Methods (what will you use to measure the progress of the objective? How will you know the objective has been met?)


[bookmark: _Interim_Report_Guidance][bookmark: _Toc213333791]Interim Report Guidance
All academic programs on the APR schedule, including those externally accredited, are required to submit an Interim Report. This report provides a concise update on progress made since the last APR site visit and outlines any significant developments, challenges or changes within the program.
· Format: Programs should follow the standard outline provided unless their accrediting body mandates a different format. 
· Length: The Interim Report should be brief and focused, not exceeding five pages.
· Submission: The report is due alongside the Annual Report. After approval by the dean, the report should be submitted via email to apr@jmu.edu.
· Responsibility: The AUH and dean are accountable for ensuring that all required Interim Reports are submitted. If a program fails to submit its report, the AUH and dean are responsible for addressing the omission.
[bookmark: _Interim_Report_Outline][bookmark: _Toc213333792]Interim Report Outline
I. Status of Program
a. Enrollment Trends
Provide a narrative summary of enrollment trends since the last APR or accreditation. Include observations on majors, minors and service courses, referencing data from annual reports. Describe whether enrollment has increased, decreased or remained stable. Do not include charts or tables.
b. Review of Recommendations
Evaluate progress on the objectives outlined in the action plan from the previous APR or accreditation. Discuss the extent to which each recommendation has been addressed and the outcomes achieved.
II. Strategic Planning
a. Current Challenges
Identify and describe the key challenges currently affecting the program.
b. Future Considerations
Identify potential challenges or significant changes the program may face before the next scheduled APR or accreditation.
III. Need for External Site Visit or Internal Program Review
An interim review may be warranted if significant concerns are identified. This should be considered an exception rather than standard practice. After consultation with the dean, indicate one of the following:
· An external site visit or internal program review is needed at this time. Indicate which type of review is desired.
· There is no need for an external review at this time.
If a need for review is identified, specify the areas of concern and provide a clear justification for each.
IV. Review of Additional Areas (If Requested)
At the request of the Office of the Provost and/or the dean of the academic college, the program should address additional identified areas.
[bookmark: _Toc213333793]Internal Program Review
Internal Program Review leverages institutional insight to support programs whose specific circumstances are best addressed through guidance and recommendations from internal constituents. Programs may participate in an Internal Program Review for one of the following reasons:
· Preliminary Review for New Degree Programs: Newly established degree-granting programs undergo an Internal Program Review four years after their inception, serving as a preliminary review prior to their first APR cycle. This review is designed to provide an assessment of the infrastructure, resources, and ongoing potential of a program. 
· Scope of Review: A program participating in the standard degree-granting APR process may be selected for an internal review if the program’s specific circumstances or Areas for Review and Key Questions fall outside the typical scope of an external review team’s recommendations and would be better supported by insight and action from internal constituents.  The Internal Program Review will fulfill the APR requirement for the cycle.
· Requested Review: Any degree program, regardless of accreditation status, may request an Internal Program Review through the Interim Report process. Such requests are approved when the program’s specific circumstances would be most effectively addressed through guidance and recommendations from internal constituents.
[bookmark: _Toc213333794]Instructions and Timeline
[bookmark: _Preliminary_Review_for]Preliminary Review for New Degree Programs
Note: Numbered instructions are meant to be followed in order.
1. One Semester Prior to Self-Study Submission: Internal Program Review Notification
1. August: APR Coordinator: Notifies the AUH and dean of upcoming review and key dates. Schedules orientation for the AUH.
2. August - November: Vice Provost for Faculty Affairs and Curriculum or Designee: Identifies potential Internal Review Team members and confirms their availability to serve.

2. September – early January: Write Self-Study
1. AUH: Reviews Internal Program Review Self-Study outline. If an interdisciplinary program, modify the outline as necessary.
2. AUH: Develops a writing timeline with guidance from the APR Coordinator.
3. AUH: Gathers necessary documentation.
4. AUH: Writes self-study.

3. February 1: Self-Study Submission
1. AUH: Submits the completed Self-Study (as a Word document) by uploading the document to a Microsoft Teams site created by the APR Coordinator.

4. February – March 1: Coordinate Review
1. Early February: APR Coordinator: Determines Internal Review Team members' availability for the review and books meeting space.
2. By March 1: APR Coordinator: Shares Self-Study and APT to Internal Review Team.

5. March – April 1: Review and Internal Review Report
1. Early-March: Internal Review Team: Reads Self-Study and APT.
2. By April 1: Internal Review Team: Meets for Review. Reviews the Internal Review Report outline and delegates writing responsibilities.
3. Internal Review Team: Writes and reviews the Internal Review Report.
4. By April 15: Internal Review Chair: Submits completed Internal Review Report to the APR Coordinator.
5. APR Coordinator: Distributes report via email to program leadership and administrators.

6. After Receiving Internal Review Report: Write and Submit Internal Review Report Response 
1. Program Leadership: Review External Report Response guidance and template. Apply this guidance and follow the template when creating the Internal Review Report Response.
2. AUH: Reviews and approves the Internal Review Report Response. Submits Internal Review Report Response to the dean.
3. Dean: Reviews and approves Internal Review Report Response.
4. 4 Weeks After Receiving Internal Review Report: AUH: Submits final Internal Review Report Response to APR Coordinator.
5. APR Coordinator: Shares Internal Review Report Response with the Office of the Vice Provost for Faculty Affairs and Curriculum.

7. After Internal Review Report Response Submission: Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the dean to discuss the Internal Review Report and Internal Review Report Response.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the Internal Program Review.
4. AUH: Updates the APR objective in the JMU STAR Tool, if applicable.
5. AUH: Communicates progress regarding objectives yearly as part of annual reports.
Programs Selected Due to Scope of Review
In cases where program’s specific circumstances or Areas for Review and Key Questions fall outside the typical scope of an external review team’s recommendations, the AVP of Academic Effectiveness and Evaluation and the dean will discuss the possibility of an Internal Program Review. This may occur prior to the APR Orientation, after reviewing the Areas for Review and Key Questions, or after reviewing a draft of the Self-Study.
When a program is selected for Internal Program Review, the APR Coordinator will notify program leadership and provide detailed guidance regarding the change.
Programs will primarily follow the standard degree-granting instructions and timeline. Adjustments will be made to accommodate the change to an Internal Review Team.  The Internal Review Team will submit an Internal Review Report in place of an External Report.
Programs Selected by Interim Report Request
Programs approved to participate in an Internal Program Review will follow the Preliminary Review for New Degree Programs Instructions and Timeline.
[bookmark: _Interim_Review_Team][bookmark: _Toc213333795]Interim Review Team Selection
The Certificate Review Team is composed of five individuals:
1. Internal Review Chair: A neutral individual identified by the Office of the Provost  
2. A representative from the academic program.
3. A representative from Academic Resources.
4. A representative from the Office of the Vice Provost for Faculty Affairs and Curriculum.
5. A representative from the Committee on Academic Programs
[bookmark: _Internal_Program_Review][bookmark: _Toc213333796]Internal Program Review Self-Study Outline
I. Program Overview
Provide a concise description of the program, including its purpose and alignment with the university’s mission and strategic goals.

II. Program Sustainability and Resources
a. Enrollment Trends
Provide a narrative summary of enrollment trends since the last APR or accreditation (New degree programs provide data since inception). Include observations on majors, minors and service courses, referencing data from annual reports. Describe whether enrollment has increased, decreased or remained stable. Do not include charts or tables.
b. Program Demand
Describe the current demand for the program and whether the program expects demand to increase or decrease in the future. Assess the current size of the program and evaluate whether the program should expand, contract, or remain stable.
c. Sustainability and Resources
Evaluate the sustainability of the program in terms of the curriculum, infrastructure, staffing and resources.
d. Improvement Strategies
Outline current or planned strategies to enhance the quality, relevance and sustainability of the program.

III. Assessment of Student Learning Objectives
In conjunction with your academic unit assessment liaison and CARS assessment liaison, provide an interpretation of assessment findings about the quality of student learning in the program. Focus on the interpretation of data and how the results were used. Discuss strengths and weaknesses of student progress on learning objectives. Discuss changes made, or being considered, to the program based on assessment results. Discuss the quality of the program’s assessment activities, including strengths and weaknesses of assessment tools used by the program.

IV. JMU STAR Tool Objectives
State STAR Tool objectives associated with the program.
[bookmark: _Internal_Review_Report][bookmark: _Toc213333797]Internal Review Report Outline
The suggested structure of the report is as follows:
I. Introduction
· A brief overview of the program under review.
· Dates of review.
· Names and affiliations of the review team members.

II. Summary of Program Strengths and Challenges
· Highlight key strengths of the program.
· Identify notable challenges or areas of concern.

III. Recommendations
· Provide an evaluative summary of the program’s overall health and sustainability. Make recommendations regarding continuation, including suggestions for improvement.
· If reviewing a new program, discuss whether the program is meeting the goals identified in the program application.
· Recommendations in Response to Areas of Review and Key Questions (if applicable).
[bookmark: _Toc213333798]External Accreditation APR Guidelines
[bookmark: _Toc213333799]Roles and Responsibilities
[bookmark: _Toc213333800]Office of the Provost
Provost or Designee
· Sets the APR schedule.
· Approves changes to the APR guidelines.
· Grants approval for accredited programs to fulfill APR requirements through their accreditation review.
· Acknowledges the academic unit’s formal plan for integrating the APR results.
· Participates in meetings during the accreditation on-site review as needed.
Associate Vice Provost (AVP) for Academic Effectiveness and Evaluation or Designee
· Oversees the APR process through the APR Coordinator and with the cooperation of the colleges and academic programs.
· Sets APR dates for new programs, certificates and administrative units with the APR Coordinator.
· Communicates with the dean after the External Accreditation APR Checklist and Interim Report are submitted. 
· May assist the dean in preparing a response to the report's recommendations written by an external accrediting agency.
Academic Program Review Coordinator
· Maintains the APR schedule and notifies academic units of upcoming reviews.
· Sets APR dates for new programs, certificates and administrative units with the AVP for Academic Effectiveness and Evaluation.
· Monitors progress and ensures adherence to deadlines throughout the APR process.
· Receives and acknowledges External Accreditation APR Checklists and Interim Reports. 
· Maintains official archive of APR documents.
[bookmark: _Toc213333801]Colleges
Dean
· Oversees and monitors the APR schedule for units within the college.
· Approves changes to the APR schedule in consultation with the AVP for Academic Effectiveness and Evaluation and APR Coordinator.
· Participates in the accreditation process and on-site review as needed.
· Reviews and approves the External Accreditation APR Checklist (including any required supplemental documentation) and the Interim Report.
· Verifies progress on objectives through the JMU STAR Tool and annual reports.
· Assumes responsibility for all reports not submitted by a program.
Academic Unit Head
· Reviews the APR Guidelines for process and expectations.
· Communicates with the APR Coordinator for additional guidance.
· Oversees all aspects of the accreditation review.
· Supervises the preparation of the External Accreditation APR Checklist (including any required supplemental documentation).
· Ensures timely submission of the External Accreditation APR Checklist (including any required supplemental documentation) to the dean for review and approval, and subsequently submits the approved version to the APR Coordinator.
· Communicates progress regarding objectives to the dean as part of the annual reports. 
· Prepares and submits the Interim Report as a stand-alone report alongside the annual report.
· Assumes responsibility for all reports not submitted by the unit
Program Accreditation Committee
· Reviews the External Accreditation APR Checklist to confirm that the accreditation report addresses all required elements of the APR Self-Study.
· Prepares any required supplemental documentation.
[bookmark: _Toc213333802]Instructions
Note: Numbered instructions are meant to be followed in order.
1. Notification of Accreditation Review
1. AUH/Program Coordinator: Receives notification of the accreditation review timeline from the external accrediting agency.
2. AUH/Program Coordinator: Informs the APR Coordinator (apr@jmu.edu) of the planned accreditation review schedule, including the report submission deadline and anticipated site visit date.

2. Accreditation Review
1. AUH: Oversees and completes all components of the accreditation review (internal and external) in accordance with the accrediting agency’s guidelines.
2. APR Coordinator: If the accrediting agency is recognized by the U.S. Department of Education, ensure JMU issues a letter to the accrediting agency to confirm compliance with SACSCOC Principles of Accreditation Standard 14.4 Representation to Other Agencies and SACSCOC Policy Accrediting Decisions of Other Agencies.

3. APR Review Process
1. Program Accreditation Committee: Reviews the External Accreditation APR Checklist to confirm that the accreditation report addresses all required elements of the APR Self-Study. If any elements are missing, prepare and include supplemental documentation.
2. AUH and Dean: Review the External Accreditation APR Checklist, referenced sections of the accreditation report (including the external report), and any required supplemental documentation.
3. AUH: Submits the accreditation report (including the external report), the External Accreditation APR Checklist, and any required supplemental documentation to the APR Coordinator via a Microsoft Teams site established by the APR Coordinator. Emails APR Coordinator (apr@jmu.edu), cc’ing the dean, to confirm submission is ready for further review.
4. APR Coordinator: Reviews the External Accreditation APR Checklist, referenced sections of the accreditation report (including the external report) and any required supplemental documentation.
5. APR Coordinator: Shares submitted documentation with the Office of the Vice Provost for Faculty Affairs and Curriculum.

4. Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the dean to discuss the results of the External Accreditation APR.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the APR.
4. AUH: Communicates progress regarding objectives yearly as part of annual reports.

5. At the Mid-point Between Accreditation Cycles: Interim Report
1. APR Coordinator or Accrediting Body: Notifies AUH of upcoming Interim Report.
2. AUH: Conducts all aspects of the interim report as instructed by the accrediting body. If the accrediting body does not require an interim report, follow the structure of the Degree-Granting Program Interim Report guidance and outline.
3. Office of the Provost and Dean: If applicable, request additional areas to be addressed in the Interim Report.
4. AUH and Program Faculty: Write Interim Report.
5. AUH: Submits Interim Report to the dean for review.
6. Dean: Reviews and approves Interim Report. Provides feedback to AUH.
7. AUH: Submits approved Interim Report to APR Coordinator.
8. APR Coordinator: Shares Interim Report with the Office of the Vice Provost for Faculty Affairs and Curriculum.
9. Vice Provost for Faculty Affairs and Curriculum or designee: Creates and shares APR summary. Acknowledges completion of the Interim Report.
[bookmark: _Toc213333803]External Accreditation APR Checklist
Program Being Reviewed:
Date of Submission:
	APR Self-Study Sections
	External Accreditation
Source Document
	Title of External Accreditation Source Document
	Supplemental Information Required
Yes/No*

	Section 1. Program Context, Strategic Priorities, and Recent Developments
	Found in section(s)/page(s)
	
	

	Section 2. Program Structure and Learning
	Found in section(s)/page(s)
	
	

	Section 3. Program Sustainability
	Found in section(s)/page(s)
	
	

	Section 4. Faculty, Students, Alumni, and Staff: Engagement and Impact
	Found in section(s)/page(s)
	
	

	Section 5: Institutional Commitment and Resources
	Found in section(s)/page(s)
	
	


*If your accreditation submission does not address elements of a particular section of the APR guidelines, attach supplemental information as a separate document for each section as appropriate.
Based on the cycle for our program's external accreditation:
1) A mid-point interim report will be submitted in the summer of _________ (year). 
2) Our next external accreditation will be in _________ (year).

[bookmark: _Toc213333804]Independent Certificate APR Guidelines
[bookmark: _Toc213333805]Roles and Responsibilities
[bookmark: _Toc213333806][bookmark: _Toc179450362]Office of the Provost
Provost or Designee
· Sets the APR schedule.
· Approves changes to the APR guidelines.
· Grants approval for accredited programs to fulfill APR requirements through their accreditation review.
Associate Vice Provost (AVP) for Academic Effectiveness and Evaluation or Designee
· Oversees the APR process through the APR Coordinator and with the cooperation of the colleges and academic programs.
· Sets APR dates for new programs, certificates and administrative units with the APR Coordinator.
· Helps to identify potential Certificate Review Team members.
· Available to discuss recommendations from the Certificate Review Report with the AUH and certificate program director.
Academic Program Review Coordinator
· Maintains the APR schedule and notifies academic units of upcoming reviews.
· Sets APR dates for new programs, certificates and administrative units with the AVP for Academic Effectiveness and Evaluation.
· Monitors progress and ensures adherence to deadlines throughout the APR process.
· Provides orientation and ongoing support to the AUH, the certificate program director and the Certificate Review Team.
· Coordinates identification of potential Certificate Review Team members and confirms their availability to serve.
· Distributes the Self-Study and APT to the Certificate Review Team.
· Manages all logistical and virtual arrangements for the review meeting, including a collaborative document-sharing space for the Certificate Review Team.
· Receives and acknowledges Certificate Review Report.
· Maintains official archive of APR documents.
[bookmark: _Toc213333807]Colleges
Dean
· Oversees and monitors the APR schedule for programs within the college.
· Approves changes to the APR schedule in consultation with the AVP for Academic Effectiveness and Evaluation and APR Coordinator.
· Discusses Certificate Review Report recommendations with the AUH.
· Assumes responsibility for all reports not submitted by a program.
Academic Unit Head
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Communicates with the APR Coordinator for guidance on process, expectations and logistics.
· Supervises the preparation of the Certificate Self-Study, offering guidance throughout its development.
· Discusses Certificate Review Report recommendations with the dean and the Certificate Program Director.
· Communicates progress regarding these recommendations to the dean as part of the annual reports. 
· Assumes responsibility for all reports not submitted by the unit.
Certificate Program Director
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Communicates with the APR Coordinator for guidance on process, expectations and logistics.
· Prepares the Certificate Self-Study and ensures timely submission to the APR Coordinator.
· Participates on the Certificate Review Team or suggests a designee from the department that offers the certificate to participate instead.
[bookmark: _Toc213333808]Instructions and Timeline
[bookmark: _Toc213333809]Fall Certificate Review
[bookmark: _Spring_Certificate_Review]Note: Numbered instructions are meant to be followed in order.
1. One Semester Prior to Self-Study Submission: APR Notification
1. January: APR Coordinator: Notifies the certificate program director, AUH and dean of upcoming APR and key dates. Schedules APR orientation for the AUH and program director.
2. January - April: Vice Provost for Faculty Affairs and Curriculum or Designee: Identifies potential Certificate Review Team members and confirms their availability to serve.

2. February – early August: Write Self-Study
1. Certificate Program Director: Reviews Certificate Self-Study outline. If an interdisciplinary program, modify the outline as necessary.
2. Certificate Program Director: Develops a writing timeline with guidance from the APR Coordinator.
3. Certificate Program Director: Gathers necessary documentation.
4. Certificate Program Director: Writes self-study.

3. September 1: Self-Study Submission
1. Certificate Program Director: Submits the completed Self-Study (as a Word document) by uploading the document to a Microsoft Teams site created by the APR Coordinator.

4. September – October 1: Coordinate Review
1. Early September: APR Coordinator: Determines Certificate Review Team members' availability for the review and books meeting space.
2. By October 1: APR Coordinator: Shares Self-Study and APT to Certificate Review Team.

5. October – November 1: Review and Certificate Review Report
1. Early-October: Certificate Review Team: Reads Self-Study and APT.
2. By November 1: Certificate Review Team: Meets for Review. Delegates writing responsibilities for the Certificate Review Report.
3. By November 15: Certificate Review Team: Submits Certificate Review Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to program leadership and administrators.
[bookmark: _Toc213333810]Spring Certificate Review
Note: Numbered instructions are meant to be followed in order.
6. One Semester Prior to Self-Study Submission: APR Notification
1. August: APR Coordinator: Notifies the certificate program director, AUH and dean of upcoming APR and key dates. Schedules APR orientation for the AUH and program director.
2. August - November: Vice Provost for Faculty Affairs and Curriculum or Designee: Identifies potential Certificate Review Team members and confirms their availability to serve.

7. September – early January: Write Self-Study
1. Certificate Program Director: Reviews Certificate Self-Study outline. If an interdisciplinary program, modify the outline as necessary.
2. Certificate Program Director: Develops a writing timeline with guidance from the APR Coordinator.
3. Certificate Program Director: Gathers necessary documentation.
4. Certificate Program Director: Writes self-study.

8. February 1: Self-Study Submission
1. Certificate Program Director: Submits the completed Self-Study (as a Word document) by uploading the document to a Microsoft Teams site created by the APR Coordinator.

9. February – March 1: Coordinate Review
1. Early February: APR Coordinator: Determines Certificate Review Team members' availability for the review and books meeting space.
2. By March 1: APR Coordinator: Shares Self-Study and APT to Certificate Review Team.

10. March – April 1: Review and Certificate Review Report
1. Early-March: Certificate Review Team: Reads Self-Study and APT.
2. By April 1: Certificate Review Team: Meets for Review. Delegates writing responsibilities for the Certificate Review Report.
3. By April 15: Certificate Review Team: Submits Certificate Review Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to program leadership and administrators.
[bookmark: _Certificate_Review_Team][bookmark: _Toc179450363][bookmark: _Toc213333811]Certificate Review Team Selection
The Certificate Review Team is composed of four individuals:
6. The Certificate Program Director or a designee from the department that offers the certificate.
7. A representative from The Graduate School.
8. A representative from the School of Professional and Continuing Education.
9. A neutral individual identified by the Office of the Provost.
[bookmark: _Certificate_Self-Study_Outline][bookmark: _Toc179450368][bookmark: _Toc213333812]Certificate Self-Study Outline
III. Certificate Overview
Provide a concise description of the certificate program, including its purpose, target audience and alignment with the university’s mission and strategic goals.

IV. Program Sustainability and Resources
e. Enrollment Trends
Present enrollment data from the certificate’s inception to the present. Highlight any notable patterns or shifts.
f. State, Regional and National Needs
Assess the program in terms of state, regional and national needs:
· Explain what distinguishes this certificate from similar programs.
· Describe how the program addresses specific training needs at the state, regional or national level. 
· Include evidence of student placement and demand for graduates with this training.
g. Program Demand
Describe the current demand for the program and whether the program expects demand to increase or decrease over the next four years. Assess the current size of the program and evaluate whether the program should expand, contract, or remain stable.
h. Resource Allocation
Describe how resources have changed in response to changes in enrollment. Discuss changes that have resulted from technology (for example, an increase in classroom technology due to larger class sizes).
i. Improvement Strategies
Outline current or planned strategies to enhance the quality, relevance and sustainability of the certificate program.
V. Assessment of Student Learning Objectives
In conjunction with your academic unit assessment liaison and CARS assessment liaison, provide an interpretation of assessment findings about the quality of student learning in the program. Focus on the interpretation of data and how the results were used. Discuss strengths and weaknesses of student progress on learning objectives. Discuss changes made, or being considered, to the program based on assessment results. Discuss the quality of the program’s assessment activities, including strengths and weaknesses of assessment tools used by the program.

VI. JMU STAR Tool Objective (if applicable)
State the specific STAR Tool objective(s) associated with the certificate program, if any.
[bookmark: _Certificate_Review_Report][bookmark: _Toc213333813]Certificate Review Report Guidance
The suggested structure of the report is as follows:
IV. Introduction
· A brief overview of the certificate program under review.
· Dates of the site visit.
· Names and affiliations of the review team members.

V. Summary of Certificate Strengths and Challenges
· Highlight key strengths of the certificate program.
· Identify notable challenges or areas of concern.

VI. Certificate Program Viability and Recommendations
· Provide an evaluative summary of the program’s overall health and sustainability.
· Include a clear recommendation: 
· Continuation of the certificate program, with specific suggestions for improvement or modification.
· Dissolution of the certificate program, with rationale
[bookmark: _Toc213333814]Administrative Units APR Guidelines
[bookmark: _Toc213333815]Roles and Responsibilities
APR is a shared responsibility that requires coordination among academic units, administrative offices and external reviewers. Effective reviews depend on collaboration throughout the planning, execution and follow-up stages. Implementing findings is a joint effort, grounded in mutual accountability and a shared commitment to improvement.
[bookmark: _Toc213333816]Office of the Provost
Provost or Designee
· Sets the APR schedule.
· Approves changes to the APR guidelines.
· Acknowledges the administrative unit’s formal plan for integrating the APR results.
· Meets with the External Consultants during the on-site review.
Associate Vice Provost (AVP) for Academic Effectiveness and Evaluation or Designee
· Oversees the APR process through the APR Coordinator and with the cooperation of the administrative units.
· Sets APR dates for new programs, certificates and administrative units with the APR Coordinator.
· Consults with APR Coordinator and the administrative unit supervisor to approve Areas for Review and Key Questions.
· After the scope of the external review is determined, consults with the administrative unit supervisor to provide final approval of Consultant Team nominations.
· Attends the Program Overview Presentation and the Preliminary Findings Presentation during the site visit.
· Communicates with the administrative unit supervisor after the External Report Response and Interim Report are submitted. 
Academic Program Review Coordinator
· Maintains the APR schedule and notifies academic units of upcoming reviews.
· Sets APR dates for new programs, certificates and administrative units with the AVP for Academic Effectiveness and Evaluation.
· Monitors progress and ensures adherence to deadlines throughout the APR process.
· Provides orientation and ongoing support to the AUH, the Self-Study Committee and the consultant team.
· Develops the site visit schedule in collaboration with the AUH, the Self-Study Committee chair and the Academic Resources Fiscal Coordinator.
· Coordinates interviews with non-program personnel, such as the provost, vice provost/designee for Faculty Affairs and Curriculum, the dean(s), REDI and CARS.
· Finalizes and distributes the site visit itinerary.
· Manages all logistical and virtual arrangements for the site visit, including a collaborative document-sharing space for the consultant team.
· Attends meetings with the Consultant Team as needed.
· Receives and acknowledges External Report Responses and Interim Reports. 
· Maintains official archive of APR documents.
Academic Resources Fiscal Coordinator
· Compiles the Consultant Team list.
· Contacts external consultants to coordinate travel, lodging and related arrangements.
· Schedules meeting rooms, meals and transportation for the site visit.
· Processes payments and reimbursable expenses for the Consultant Team and APR Coordinator.
[bookmark: _Toc213333817]Administrative Unit
Administrative Unit Supervisor
[bookmark: _Hlk213064999]For the purposes of these guidelines, "Administrative Unit Supervisor" refers to the individual to whom the Administrative Unit Head reports. This may include titles such as provost, vice provost or dean.
· Oversees and monitors the APR schedule for administrative units under their supervision.
· Approves changes to the APR schedule in consultation with AVP for Academic Effectiveness and Evaluation and APR Coordinator.
· Participates in the planning and approval of self-studies.
· Approves members of the APR Self-Study Committee. 
· Nominates the Consultant Team members in consultation with the AUH.
· Approves the areas for review, key questions, and consultant team nominations, in collaboration with the AUH and in consultation with the AVP for Academic Effectiveness and Evaluation.
· Reviews and approves the Self-Study, the External Report Response and the Interim Report.
· Collaborates with the AUH and unit faculty/staff to develop a formal plan for implementing APR recommendations (with discretion to defer or decline specific recommendations).
· Verifies progress on APR recommendations through the JMU STAR Tool and annual reports.
· Assumes responsibility for all reports not submitted by a program.
Administrative Unit Head
[bookmark: _Hlk213064543]For the purposes of these guidelines, "Administrative Unit Head" refers to the individual with primary administrative responsibility for the area under review. This may include titles such as dean, associate vice provost, executive director or director.
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Communicates with the APR Coordinator for guidance on process, expectations, and logistics.
· Nominates the chair and members of the Self-Study Committee.
· Collaborates with unit faculty/staff to develop the areas for review and key questions that will guide the review.
· Supervises the preparation of the Self-Study, offering guidance throughout its development and approving the submission.
· Ensures timely submission of the Self-Study to the Administrative Unit Supervisor for review and approval, and subsequently submits the approved version to the APR Coordinator.
· Nominates the Consultant Team members in consultation with the Administrative Unit Supervisor and unit faculty/staff.
· Extends invitation to approved Consultant Team members to determine availability.
· Determines unit and Administrative Unit Supervisor availability for proposed site visit dates.
· Develops the site visit itinerary in consultation with the APR Coordinator.
· Invites faculty, staff and students to participate in site visit interviews.
· Confirms the final site visit itinerary and anticipated attendees with the APR Coordinator at least two weeks before the site visit.
· Collaborates with the Administrative Unit Supervisor and unit faculty/staff to develop a formal plan for implementing APR recommendations.
· Supervises the preparation of and approves the External Report Response.
· Ensures timely submission of the External Report Response to the Administrative Unit Supervisor for review and approval, and subsequently submits the approved version to the APR Coordinator.
· Updates the APR objective in the JMU STAR Tool. 
· Communicates progress regarding these recommendations to the Administrative Unit Supervisor as part of the annual reports. 
· Prepares and submits the Interim Report as a stand-alone report alongside the annual report.
· Assumes responsibility for all reports not submitted by the unit.
Self-Study Committee
· Reviews the APR Guidelines to ensure the review progresses on schedule.
· Collaborates with the AUH and unit faculty/staff to develop the areas for review and key questions that will guide the review.
· Sets internal deadlines and a writing schedule to meet the target submission date.
· Delegates research and writing responsibilities to committee members.
· Holds regular meetings to coordinate progress and ensure alignment across sections.
· Ensures the report reflects a unified voice and consistent narrative.
· Ensures timely submission of the Self-Study draft to the AUH for review and approval.
· Coordinates the unit’s response to the External Report in collaboration with the AUH and unit faculty/staff.

[bookmark: _Instructions_and_Timelines][bookmark: _Toc213333818]Instructions and Timelines
[bookmark: _Toc213333819]Fall Site Visit
Note: Numbered instructions are meant to be followed in order.
1.  Two Semesters Prior to Site Visit: APR Notification
1. APR Coordinator: Notifies the Administrative Unit Supervisor and Administrative Unit Head of upcoming APR and key dates. Schedules APR orientation for Administrative Unit Head (and self-study committee chair, if determined).
2. August – early September: Select Self-Study Committee
1. Administrative Unit Head: Nominates the chair of the Self-Study Committee.
2. Administrative Unit Supervisor: Approves the chair of the Self-Study Committee. 
3. Administrative Unit Head and Chair: Nominate the Self-Study Committee.
4. Administrative Unit Supervisor: Approves members of the Self-Study Committee. 

3. Early September – early November: Develop Areas for Review and Key Questions and Self-Study Outline
1. Self-Study Committee: Reviews guidance on developing areas for review, key questions, and the Self-Study. Develops areas for review, key questions, and Self-Study outline. Submits to the Administrative Unit Head and the Administrative Unit Supervisor for review.
2. Administrative Unit Head: Reviews and approves the areas for review, key questions, and Self-Study outline.

4. November 15: Submit Areas for Review, Key Questions, and Self-Study Outline
1. Administrative Unit Head: Submits areas for review, key questions, and Self-Study outline via email to the Administrative Unit Supervisor and AVP (apr@jmu.edu).
2. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: Independently review the proposed areas for review, key questions, and Self-Study outline, then confer to finalize feedback and approval. The approved focus should align with the intent of the APR process and support the program’s mission and priorities.
3. Administrative Unit Supervisor: Communicates feedback to Administrative Unit Head.
	
5. December – early March: Write Self-Study
1. Self-Study Committee: Develops a writing timeline with guidance from APR Coordinator.
2. Self-Study Committee: Assigns responsibilities for writing sections of the Self-Study. 
3. Self-Study Committee: Gathers necessary documentation.
4. Self-Study Committee: Writes Self-Study.

6. Mid-March: Determine Site Visit Dates
1. APR Coordinator: Provides programs with potential site visit dates.
2. Administrative Unit Head: Confirms unit and Administrative Unit Supervisor availability for potential site visit dates.
3. APR Coordinator: Assesses the availability of each program undergoing an APR site visit next semester and establishes site visit dates accordingly. Notifies programs and administrators once site visit dates are confirmed.

7. Mid-March – Early April: Unit Self-Study Review and Consultant Team Nominations
1. Self-Study Committee and Administrative Unit Head: Review Consultant Team selection guidance. Discuss potential nominations for Consultant Team.
2. Self-Study Committee: Submits the Self-Study draft to the Administrative Unit Head for review.
3. Administrative Unit Head: Reviews and approves Self-Study draft.
4. Administrative Unit Head: Completes Consultant Team Nominations Form.

8. April 15: Self-Study and Consultant Team Nominations Form Submission
1. Administrative Unit Head: Submits the completed Self-Study (as a Word document) and Consultant Team Nominations Form by uploading documents to a Microsoft Teams site created by the APR Coordinator.

9. Late April: Review and Approval of Self-Study and Consultant Team Nominations Form
1. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: Independently review the Self-Study, as well as any changes to the areas for review and key questions, then confer to finalize feedback and approval. 
2. Administrative Unit Supervisor: Communicates Self-Study submission feedback to Administrative Unit Head.
3. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: After Self-Study approval, review Consultant Team Nominations Form. Confer to approve nominations or suggest a need for alternates. 
4. Administrative Unit Supervisor: Communicates Consultant Team Nominations feedback to Administrative Unit Head.

10. May – July 15: Invite Consultant Team
1. APR Coordinator: Communicates consultant invitation details to the Administrative Unit Head.
2. Administrative Unit Head: Extends invitation to the approved nominees regarding availability and interest. To help secure preferred consultants, invitations should be issued promptly. Once a nominee expresses interest, the Administrative Unit Head transitions communications to the APR Coordinator and Academic Resources Fiscal Coordinator to handle logistics.
3. APR Coordinator and Academic Resources Fiscal Coordinator: Contact interested consultants to handle logistics (i.e., lodging, transportation, honorariums, and schedule). 

11. July 15 – Site Visit: Coordinate Site Visit
1. 8 Weeks Before Site Visit: APR Coordinator and Administrative Unit Head: Meet to discuss plans for the Site Visit itinerary and Program Overview Presentation for the site visit dinner.
2. APR Coordinator and Academic Resources Fiscal Coordinator: Discuss itinerary plans; book meeting spaces and arrange meals.
3. 5.5 Weeks Before Site Visit: APR Coordinator: Meets with JMU Chair to discuss their role in the site visit.
4. 5 Weeks Before Site Visit: Administrative Unit Head: Ensures final Self-Study, appendices, and any additional documentation the program wishes to share with the Consultant Team are uploaded to the Microsoft Teams site.
5. 4.5 Weeks Before Site Visit: APR Coordinator: Removes program access and adds Consultant Team access to the Microsoft Teams Site.
6. 4 Weeks Before Site Visit: JMU Chair: Emails external consultants to begin review.
7. 2 Weeks Before Site Visit: Administrative Unit Head: Confirms itinerary meetings and attendees with APR Coordinator.
8. 1 Week Before Site Visit: APR Coordinator: Distributes final Self-Study and site visit itinerary to all attendees. Confirms all calendar invitations and virtual meeting invitations.
9. 1 Week Before Site Visit: Consultant Team: Sends requests for additional information before the site visit.
10. Week Before Site Visit: Administrative Unit Head and Self-Study Committee Chair: Respond to Consultant Team requests for additional information as able. Finalize Program Overview Presentation.

12. Site Visit and External Report
1. Consultant Team: Meets with unit personnel and other collaborators as scheduled and presents Preliminary Findings on the final day of the site visit. Reviews guidance and delegates writing responsibilities for the External Report.
2. Consultant Team: Writes and reviews the External Report.
3. Two Weeks After Site Visit: JMU Chair: Submits completed External Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to unit leadership and administrators.

13. After Receiving External Report: Write and Submit External Report Response 
1. Self-Study Committee and Unit Leadership: Review External Report Response guidance and template. Develop External Report Response.
2. Administrative Unit Head: Reviews and approves the External Report Response. Submits External Report Response to the Administrative Unit Supervisor.
3. Administrative Unit Supervisor: Reviews and approves External Report Response.
4. 4 Weeks After Receiving External Report: Administrative Unit Head: Submits final External Report Response to APR Coordinator.
5. APR Coordinator: Shares External Report Response with the Office of the Vice Provost for Faculty Affairs and Curriculum.

14. After External Report Response Submission: Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the Administrative Unit Supervisor to discuss the External Report and External Report Response.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the APR.
4. Administrative Unit Head: Updates the APR objective in the JMU STAR Tool.
5. Administrative Unit Head: Communicates progress regarding objectives yearly as part of annual reports.

15. Four Years after Site Visit: Interim Report
1. Spring: APR Coordinator: Notifies Administrative Unit Head of upcoming Interim Report.
2. Administrative Unit Head: Reviews Interim Report guidance and outline.
3. Office of the Provost and Administrative Unit Supervisor: If applicable, request additional areas to be addressed in the Interim Report.
4. Administrative Unit Head and Unit Faculty/Staff: Write Interim Report.
5. Administrative Unit Head: Submits Interim Report to the Administrative Unit Supervisor for review.
6. Administrative Unit Supervisor: Reviews and approves Interim Report. Provides feedback to Administrative Unit Head.
7. August 1: Administrative Unit Head: Submits approved Interim Report to APR Coordinator.
8. APR Coordinator: Shares Interim Report with the Office of the Vice Provost for Faculty Affairs and Curriculum.
9. Vice Provost for Faculty Affairs and Curriculum or designee: Creates and shares APR summary. Acknowledges completion of the Interim Report.
[bookmark: _Toc213333820]Spring Site Visit
Note: Numbered instructions are meant to be followed in order.
16.  Three Semesters Prior to Site Visit: APR Notification
1. [bookmark: _Hlk213065540]APR Coordinator: Notifies the Administrative Unit Supervisor and Administrative Unit Head of upcoming APR and key dates. Schedules APR orientation for Administrative Unit Head (and self-study committee chair, if determined).
17. October – early November: Select Self-Study Committee
1. Administrative Unit Head: Nominates the chair of the Self-Study Committee.
2. Administrative Unit Supervisor: Approves the chair of the Self-Study Committee. 
3. Administrative Unit Head and Chair: Nominate the Self-Study Committee.
4. Administrative Unit Supervisor: Approves members of the Self-Study Committee. 

18. Early November – early February: Develop Areas for Review and Key Questions and Self-Study Outline
3. Self-Study Committee: Reviews guidance on developing areas for review, key questions, and the Self-Study. Develops areas for review, key questions, and Self-Study outline. Submits to the Administrative Unit Head and the Administrative Unit Supervisor for review.
4. Administrative Unit Head: Reviews and approves the areas for review, key questions, and Self-Study outline.

19. February 15: Submit Areas for Review, Key Questions, and Self-Study Outline
4. Administrative Unit Head: Submits areas for review, key questions, and Self-Study outline via email to the Administrative Unit Supervisor and AVP (apr@jmu.edu).
5. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: Independently review the proposed areas for review, key questions, and Self-Study outline, then confer to finalize feedback and approval. The approved focus should align with the intent of the APR process and support the program’s mission and priorities.
6. Administrative Unit Supervisor: Communicates feedback to Administrative Unit Head.
	
20. March – early October: Write Self-Study
1. Self-Study Committee: Develops a writing timeline with guidance from APR Coordinator.
2. Self-Study Committee: Assigns responsibilities for writing sections of the Self-Study. 
3. Self-Study Committee: Gathers necessary documentation.
4. Self-Study Committee: Writes Self-Study.

21. Mid-October: Determine Site Visit Dates
1. APR Coordinator: Provides programs with potential site visit dates.
2. Administrative Unit Head: Confirms unit and Administrative Unit Supervisor availability for potential site visit dates.
3. APR Coordinator: Assesses the availability of each program undergoing an APR site visit next semester and establishes site visit dates accordingly. Notifies programs and administrators once site visit dates are confirmed.

22. Mid-October – Early November: Unit Self-Study Review and Consultant Team Nominations
1. Self-Study Committee and Administrative Unit Head: Review Consultant Team selection guidance. Discuss potential nominations for Consultant Team.
2. Self-Study Committee: Submits the Self-Study draft to the Administrative Unit Head for review.
3. Administrative Unit Head: Reviews and approves Self-Study draft.
4. Administrative Unit Head: Completes Consultant Team Nominations Form.

23. November 15: Self-Study and Consultant Team Nominations Form Submission
1. Administrative Unit Head: Submits the completed Self-Study (as a Word document) and Consultant Team Nominations Form by uploading documents to a Microsoft Teams site created by the APR Coordinator.

24. Late November: Review and Approval of Self-Study and Consultant Team Nominations Form
1. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: Independently review the Self-Study, as well as any changes to the areas for review and key questions, then confer to finalize feedback and approval. 
2. Administrative Unit Supervisor: Communicates Self-Study submission feedback to Administrative Unit Head.
3. Administrative Unit Supervisor and AVP for Academic Effectiveness and Evaluation: After Self-Study approval, review Consultant Team Nominations Form. Confer to approve nominations or suggest a need for alternates. 
4. Administrative Unit Supervisor: Communicates Consultant Team Nominations feedback to Administrative Unit Head.

25. Late November – January 15: Invite Consultant Team
1. APR Coordinator: Communicates consultant invitation details to the Administrative Unit Head.
2. Administrative Unit Head: Extends invitation to the approved nominees regarding availability and interest. To help secure preferred consultants, invitations should be issued promptly. Once a nominee expresses interest, the Administrative Unit Head transitions communications to the APR Coordinator and Academic Resources Fiscal Coordinator to handle logistics.
3. APR Coordinator and Academic Resources Fiscal Coordinator: Contact interested consultants to handle logistics (i.e., lodging, transportation, honorariums, and schedule). 

26. January 15 – Site Visit: Coordinate Site Visit
1. 8 Weeks Before Site Visit: APR Coordinator and Administrative Unit Head: Meet to discuss plans for the Site Visit itinerary and Program Overview Presentation for the site visit dinner.
2. APR Coordinator and Academic Resources Fiscal Coordinator: Discuss itinerary plans; book meeting spaces and arrange meals.
3. 5.5 Weeks Before Site Visit: APR Coordinator: Meets with JMU Chair to discuss their role in the site visit.
4. 5 Weeks Before Site Visit: Administrative Unit Head: Ensures final Self-Study, appendices, and any additional documentation the program wishes to share with the Consultant Team are uploaded to the Microsoft Teams site.
5. 4.5 Weeks Before Site Visit: APR Coordinator: Removes program access and adds Consultant Team access to the Microsoft Teams Site.
6. 4 Weeks Before Site Visit: JMU Chair: Emails external consultants to begin review.
7. 2 Weeks Before Site Visit: Administrative Unit Head: Confirms itinerary meetings and attendees with APR Coordinator.
8. 1 Week Before Site Visit: APR Coordinator: Distributes final Self-Study and site visit itinerary to all attendees. Confirms all calendar invitations and virtual meeting invitations.
9. 1 Week Before Site Visit: Consultant Team: Sends requests for additional information before the site visit.
10. Week Before Site Visit: Administrative Unit Head and Self-Study Committee Chair: Respond to Consultant Team requests for additional information as able. Finalize Program Overview Presentation.

27. Site Visit and External Report
1. Consultant Team: Meets with unit personnel and other collaborators as scheduled and presents Preliminary Findings on the final day of the site visit. Reviews guidance and delegates writing responsibilities for the External Report.
2. Consultant Team: Writes and reviews the External Report.
3. Two Weeks After Site Visit: JMU Chair: Submits completed External Report to the APR Coordinator.
4. APR Coordinator: Distributes report via email to unit leadership and administrators.

28. After Receiving External Report: Write and Submit External Report Response 
1. Self-Study Committee and Unit Leadership: Review External Report Response guidance and template. Develop External Report Response.
2. Administrative Unit Head: Reviews and approves the External Report Response. Submits External Report Response to the Administrative Unit Supervisor.
3. Administrative Unit Supervisor: Reviews and approves External Report Response.
4. 4 Weeks After Receiving External Report: Administrative Unit Head: Submits final External Report Response to APR Coordinator.
5. APR Coordinator: Shares External Report Response with the Office of the Vice Provost for Faculty Affairs and Curriculum.

29. After External Report Response Submission: Finalizing the Review
1. Vice Provost for Faculty Affairs and Curriculum or designee: Consults with the Administrative Unit Supervisor to discuss the External Report and External Report Response.
2. Vice Provost for Faculty Affairs and Curriculum or designee: Submits summary report to the provost.
3. Provost: Reviews and acknowledges completion of the APR.
4. Administrative Unit Head: Updates the APR objective in the JMU STAR Tool.
5. Administrative Unit Head: Communicates progress regarding objectives yearly as part of annual reports.

30. Four Years after Site Visit: Interim Report
10. Spring: APR Coordinator: Notifies Administrative Unit Head of upcoming Interim Report.
11. Administrative Unit Head: Reviews Interim Report guidance and outline.
12. Office of the Provost and Administrative Unit Supervisor: If applicable, request additional areas to be addressed in the Interim Report.
13. Administrative Unit Head and Unit Faculty/Staff: Write Interim Report.
14. Administrative Unit Head: Submits Interim Report to the Administrative Unit Supervisor for review.
15. Administrative Unit Supervisor: Reviews and approves Interim Report. Provides feedback to Administrative Unit Head.
16. August 1: Administrative Unit Head: Submits approved Interim Report to APR Coordinator.
17. APR Coordinator: Shares Interim Report with the Office of the Vice Provost for Faculty Affairs and Curriculum.
18. Vice Provost for Faculty Affairs and Curriculum or designee: Creates and shares APR summary. Acknowledges completion of the Interim Report.
[bookmark: _Self-Study_Committee_Selection][bookmark: _Toc213333821]Self-Study Committee Selection
[bookmark: _Hlk208331181]A committee of 4 or 5 faculty or staff is typically effective for distributing the workload and ensuring a cohesive report. While units may determine the size and composition of their committee based on their unique needs and resources, assigning the report to only one or two individuals is not recommended, as it can create an undue burden and limit the diversity of perspectives essential to a strong self-study. Unit members of all ranks are encouraged to participate, contributing varied expertise to the process.

[bookmark: _Developing_Areas_for_1][bookmark: _Toc213333822]Developing Areas for Review and Key Questions
The value of the Consultant Team’s recommendations is dependent on the administrative unit identifying critical areas that would benefit from external expertise and crafting key questions that will enable the Consultant Team to provide relevant recommendations. Units should determine three to four areas for review that will guide the review and two to three key questions for each identified area. At least one area for review MUST focus on learning outcomes, if applicable. 
Areas for review and key questions should not specifically target resource allocations, as those are outside of the scope of what an external Consultant Team can effectively recommend. However, questions can consider how student learning outcomes may be impacted by gaps in support to help provide additional justification in support of budget initiative requests.
Areas for Review and Key Questions are subject to review and approval to ensure that they align with the intent of the APR to facilitate relevant recommendations for continuous improvement and advancement of unit goals and objectives.
[bookmark: _Self-Study_Guidance_1][bookmark: _Toc213333823]Self-Study Guidance
The Self-Study provides a comprehensive, reflective and evidence-based narrative that reflects on the academic program’s quality, effectivenes, and alignment with institutional goals. 
[bookmark: _Structure][bookmark: _Toc213333824]Structure
The Self-Study outline is developed by the unit and approved by the Office of the Provost. The outline should consider standards from relevant professional organizations and relevant sections from the Degree-Granting Program Self-Study outline. Units may include additional sections that address unique aspects or challenges relevant to their discipline or context.
[bookmark: _Toc213333825]Documentation and Data Scope
Use a four- or eight-year retrospective depending on the context: 
· Eight-year scope: Ideal for identifying long-term trends or changes in program direction.
· Four-year scope: Useful for highlighting recent developments, especially since the last Interim Report.
[bookmark: _Toc213333826]Length and Format
The narrative portion of the report should not exceed 75 pages, excluding appendices and supporting documentation.
To support future reference and archival integrity, programs are encouraged to prepare the Self-Study as a static document. Avoid relying on hyperlinks to external websites or online resources that may change or become inaccessible over time. Instead:
· Include full text or summaries of key documents within the report or as appendices.
· Use screenshots or printed versions of web-based materials when relevant.
· Reference permanent or university-managed sources (e.g., internal SharePoint, Teams folders or official university repositories).
· Avoid linking to personal drives, cloud folders or temporary web pages.
· Label and date all supplemental materials to provide context for future reviewers.
This approach ensures that the Self-Study remains a complete and reliable record, even years after submission.
[bookmark: _Toc213333827]Collaborative Writing
The self-study process should be a collective effort that engages faculty/staff and, where appropriate, students. Involving a diverse group of contributors ensures that the report reflects a broad range of perspectives, experiences, and insights. This collaborative approach fosters shared ownership of the unit’s strengths and challenges, encourages transparency, and promotes a culture of continuous improvement. The Self-Study Committee is encouraged to communicate with others in the unit regularly to review progress, share feedback, and align on key themes.
[bookmark: _Toc213333828]Referencing SACSCOC Accreditation
If units are referring to the university’s accreditation with SACSCOC, the following statement must be used exactly as it is written according to SACSCOC policy:
James Madison University is accredited by the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) to award baccalaureate, masters, educational specialist and doctorate degrees. Questions about the accreditation of James Madison University may be directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by using information available on SACSCOC’s website (www.sacscoc.org). 
[bookmark: _Toc213333829]Submission Timeline
Refer to the Instructions and Guidelines section for detailed submission instructions and timelines.
[bookmark: _Consultant_Team_Selection_1][bookmark: _Toc213333830]Consultant Team Selection
The Consultant Team plays a critical role in providing objective, informed feedback on the unit’s strengths, challenges and opportunities for growth. The team is composed of three to four external consultants and one internal JMU representative who serves as the chair.
[bookmark: _Toc213333831]JMU Chair
Each Consultant Team includes a JMU faculty or staff member from outside the administrative unit who serves as the chair. The chair plays a key role in supporting the external consultants by helping them understand JMU’s institutional context, mission and review priorities. They also facilitate interviews and team communications, compile the final External Report based on input from the full committee and serve as the primary liaison with the Office of the Provost.
To maintain the integrity of the review, the chair must remain impartial and free from any conflicts of interest. They should not have a vested interest in the unit or be influenced by the areas of focus or key questions in ways that could compromise their objectivity or recommendations.
[bookmark: _Toc213333832]External Consultants
External consultants provide an objective, expert perspective on the unit’s strengths, challenges and opportunities for improvement. These individuals should have expertise that aligns with the unit’s identified areas for review. When selecting consultants from academic institutions, units should consider representatives from an aspirant institution, a national peer institution (such as an R2 university) and a regional peer institution.
Eligibility Criteria
Consultants must not:
· Have been employed by or applied to JMU in the past five years.
· Have close personal or professional ties to JMU personnel.
· Be affiliated with organizations that could compromise objectivity.
[bookmark: _Toc213333833]Submission and Approval Process
After the Self-Study has been approved, the unit should submit the completed Consultant Team Nomination Form, including two proposed JMU chair nominees and six to ten external consultant nominees, to the Administrative Unit Supervisor and the Office of the Provost. Each recommendation must include a rationale and confirmation of eligibility. The Office of the Provost will review the submitted materials and approve the final team. Units should not contact nominees until formal approval has been granted.
[bookmark: _Site_Visit_Itinerary_1][bookmark: _Toc213333834]Site Visit Itinerary Outline
Administrative Unit APR site visits take place over at least 3 days, typically Sunday through Tuesday. Larger, university-wide units are encouraged to extend the review to 4 days to allow the Consultant Team sufficient time for interviews. The site visit itinerary is collaboratively developed by the AUH, the Self-Study Committee chair and the APR Coordinator.
[bookmark: _Day_1:_Consultant_1][bookmark: _Toc213333835]Day 1: Consultant Orientation and Program Overview
The site visit begins with an orientation to APR at JMU and a closed meeting for the consultants to review the Self-Study materials, discuss initial impressions and plan their approach to interviews.
In the evening, unit leadership, academic affairs administrators and the consultants have dinner on campus. The unit may also invite faculty, staff, students, alumni or other key collaborators.
After dinner, the AUH or a designee presents a 15 to 20-minute overview of the program. 
· Summarize the unit’s history and current context
· Highlight the goals and expectations for the review
· Explain the context behind the areas for review and key questions
Following the presentation, the consultants will have about 30 minutes to ask questions.
[bookmark: _Toc213333836]Day 2: Interviews
The second day of the site visit is dedicated to structured interviews with unit constituents. The following timeslots are standard for every administrative unit site visit itinerary:
· The Provost (or Designee) (45 minutes)
· Administrative Unit Head (30-50 minutes)
· Administrative Unit Supervisor (50 minutes)
Units are encouraged to schedule the remaining timeslots based on their unique structure, priorities and review goals. Unit Faculty/Staff should be included in the site visit to ensure their perspectives are represented. Additional meeting opportunities may include:
· Representatives from the Colleges
· Frequent Unit Collaborators
· Current Students
· Faculty/Staff Service Users
· Facilities Tour
· Advisory Board
· Industry or Community Partners
· The Center for Assessment and Research Studies (CARS)
· Research, Economic Development, and Innovation (REDI)
· General Education
· Admissions
· University Advising
· The Honors College
· The Center for Global Engagement
The second day concludes with a private dinner for the consultant team off campus.
[bookmark: _Toc213333837]Day 3: Consultant Deliberation and Preliminary Findings Presentation
Consultants use the final day to synthesize what they’ve learned and present their initial findings. This presentation highlights initial observations, including program strengths, challenges and recommendations in response to the key questions. While clarifying questions are welcome, this session is not designed for detailed discussion of the consultants’ recommendations. The forthcoming External Report will offer a more comprehensive analysis and rationale.
[bookmark: _Toc213333838]Sample Itinerary

	Day 1
	

	3:00 p.m. - 5:30 p.m.
	Orientation and Review of Program Documents

	5:30 p.m. - 6:00 p.m.
	Break, Travel to Dinner Location

	6:00 p.m. - 8:00 p.m.
	Dinner and Program Overview

	Day 2
	

	8:00 a.m. - 8:50 a.m.
	Consultant Meeting

	9:00 a.m. - 9:50 a.m.
	Administrative Unit Head & Consultants Meet

	10:00 a.m. - 10:50 a.m.
	Administrative Unit Supervisor & Consultants Meet

	11:00 a.m. - 11:50 a.m.
	Constituent Invited by Unit

	12:00 p.m. - 12:50 p.m.
	Constituent Invited by Unit

	1:00 p.m. - 1:50 p.m.
	Consultant Lunch

	2:00 p.m. - 2:30 p.m.
	Center for Assessment & Research Studies (CARS) & Consultants Meet (if applicable; otherwise, Constituent Invited by Unit)

	2:30 p.m. - 3:00 p.m.
	Research, Economic Development and Innovation & Consultants Meet (if applicable; otherwise, Constituent Invited by Unit)

	3:00 p.m. - 3:50 p.m.
	Constituent Invited by Unit

	3:50 p.m. - 4:15 p.m.
	Break

	4:15 p.m. - 5:00 p.m.
	Provost & Consultants Meet

	5:00 p.m. - 5:50 p.m.
	Constituent Invited by Unit

	6:00 p.m. - 6:30 p.m.
	Consultant Meeting

	6:30 p.m. - 8:00 p.m.
	Consultant Dinner

	Day 3
	

	8:00 a.m. - 10:50 a.m.
	Consultants compile Preliminary Findings

	11:00 a.m. - 11:45 a.m.
	Consultants present Preliminary Findings



[bookmark: _External_Report_Guidance_1][bookmark: _Toc213333839]External Report Guidance
The Consultant Team submits the External Report two weeks after the conclusion of the site visit. Content includes the unit strengths, challenges and recommendations in response to areas for review and key questions. At the beginning of the site visit, the Consultant Team is given this guidance:
· The Consultant Team is not expected to respond to all sections/subsections of the Self-Study.
· The focus of the report should be on the areas for review and key questions.
· The Consultant Team may bring up concerns they identify that are not addressed in the Self-Study at their discretion, but these should not take precedence over the areas for review and key questions.
The suggested format of the report is as follows:
· Introduction, Dates of Site Visit, Consultant Team Members
· Summary of Unit Strengths and Challenges
· Recommendations in Response to Areas of Review and Key Questions
The length should be no more than 10 pages; double-spaced, 12-point font. The consultants should share in the responsibility of writing sections of the report. The chair should coalesce the sections into one coherent document and submit the External Report to the APR Coordinator according to the instructions and timeline.
[bookmark: _External_Report_Response_1][bookmark: _Toc213333840]External Report Response Guidance
Following receipt of the External Report, the administrative unit must prepare and submit a formal response within four weeks. This response explains how the unit will engage with the Consultant Team’s recommendations to support program improvement.
The plan should include specific objectives, a timeline for implementation and the individual(s) or group(s) responsible for each action item. Address each recommendation from the Consultant Team. Provide a brief rationale for any recommendation that will not be pursued.
To ensure consistency and facilitate future planning, units should use the provided response template, which is designed to align with the JMU STAR Tool for strategic tracking and reporting.
Units are encouraged to approach this task collaboratively, engaging relevant constituents to ensure the response is well-informed and broadly supported.
	External Report Recommendation

	Program Response 
(formatted for inclusion in the JMU STAR Tool)

	
	Objective Short Description
Objective Long Description (who, what, when, why, how, how much)
Resources Needed (time, people, money, space, etc.) 
Person/People Responsible for Implementation
Projected Timeline for Action
Steps to Meet the Objective
Link to Strategic Plan (identify which University Goals this objective supports)
Evaluation Methods (what will you use to measure the progress of the objective? How will you know the objective has been met?)


[bookmark: _Interim_Report_Guidance_1][bookmark: _Toc213333841]Interim Report Guidance
The Interim Report provides a concise update on progress made since the last APR site visit and outlines any significant developments, challenges, or changes within the unit.
· Format: Units should follow the standard outline provided.
· Length: The Interim Report should be brief and focused, not exceeding five pages.
· Submission: The report is due alongside the Annual Report. After approval by the Administrative Unit Supervisor, the report should be submitted via email to apr@jmu.edu.
· Responsibility: The Administrative Unit Head and Administrative Unit Supervisor are accountable for ensuring that all required Interim Reports are submitted. If a program fails to submit its report, the Administrative Unit Head and Administrative Unit Supervisor are responsible for addressing the omission.
[bookmark: _Interim_Report_Outline_1][bookmark: _Toc213333842]Interim Report Outline
I. Status of Unit
a. Enrollment Trends If Applicable)
Provide a narrative summary of enrollment trends since the last APR. Include observations on majors, minors and service courses, referencing data from annual reports. Describe whether enrollment has increased, decreased or remained stable. Do not include charts or tables.
b. Review of Recommendations
Evaluate progress on the objectives outlined in the action plan from the previous APR. Discuss the extent to which each recommendation has been addressed and the outcomes achieved.
II. Strategic Planning
a. Current Challenges
Identify and describe the key challenges currently affecting the unit.
b. Future Considerations
Identify potential challenges or significant changes the unit may face before the next scheduled APR.
III. Need for External Site Visit or Internal Program Review
An interim review may be warranted if significant concerns are identified. This should be considered an exception rather than standard practice. After consultation with the Administrative Unit Supervisor, indicate one of the following:
· An external site visit or internal program review is needed at this time. Indicate which type of review is desired.
· There is no need for an external review at this time.
If a need for review is identified, specify the areas of concern and provide a clear justification for each.
IV. Review of Additional Areas (If Requested)
At the request of the Office of the Provost and/or the Administrative Unit Supervisor, the program should address additional identified areas.
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