
OFFICE OF ACADEMIC AFFAIRS MEMORANDUM
No. 94-1

September 21, 1994

GUIDELINES FOR REVIEW OF ACADEMIC UNITS

Senate Document SD 93-26 provides for the review of each academic unit (school/division) and
department on a recurring 3-to-6-year schedule.  According to SD 93-26, “the process shall
include review of the unit*s administrative officers (deans, department chairs, and other unit
administrative officers as deemed appropriate), curriculum, and intra- and inter-departmental
relations, among other areas of interest.”  The Office of Academic Affairs is responsible for timing
of the reviews, for reporting to the Fort Wayne Senate on the number and general nature of the
reviews, and for establishing the “general guidelines” they are to follow.  Within these guidelines,
“the administration, faculty, and staff of each academic unit shall develop written procedures for
the organization, conduct, and analysis of the review.”  It is noted that the review may be
integrated with an external review, such as that by an accreditation body, and that “feedback from
the review shall be provided to administrative, faculty, and staff participants.”

This document offers the “general guidelines” from the Office of Academic Affairs stipulated by
SD 93-26.  While the office is willing to advise units and departments in the development of their
review procedures, they have primary responsibility for this task.  The guidelines are in two parts:
(1) a series of recommendations relating to academic review and to the administrative review of
deans and department heads and (2) a series of questions relating to curriculum and intra- and
inter-departmental relations.  

The guidelines are meant to suggest a review that focuses on qualitative, evaluative concerns,
rather than one that is largely a compilation of data.  Length, from this perspective, is less
important than substance; exhaustive thoroughness, less important than attention to major issues. 
It should be stressed, too, that the questions on curriculum are not intended as an outline of the
review.  Rather, they should suggest the kind of thinking that should be undertaken if the review
is to prove useful.  Other questions may prove equally or more pertinent, depending on the unit or
department being reviewed.  It is expected that work now underway relating to student academic
achievement assessment will find a place in the review of 
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academic units.  Whenever possible, reviewers should make use of existing 
self-study instruments and avoid duplication of effort.  However, when such instruments are
designed for somewhat different purposes--as in the case of the “upward feedback” program of
administrative review--it may be appropriate to maintain their separate status.

The curricular review of a school or unit is not the sum of the reviews of departments within the
school or unit.

Review of Curriculum and Intra- and Inter-Departmental Relations

School Reviews

1. The Vice Chancellor for Academic Affairs, Dean, and representatives from the faculty
should meet to discuss the nature and process of the review.

2. The review should be conducted by a school committee.  This committee may include
members from outside the school; however, the majority of its members should be school
faculty.

3. In preparing its report, the committee should consult both with school faculty and
administrators and with other faculty and administrators affected by the school*s programs.

4. The committee should discuss its findings with the Vice Chancellor for Academic Affairs
and the Dean prior to finalizing its report.

5. The committee should submit a written report to the Vice Chancellor for Academic Affairs
and the Dean describing the review process and the committee*s findings.  The Vice
Chancellor should discuss this report with the Dean.  The Dean should discuss this report
with the department Chairs and appropriate faculty bodies.
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Departmental Reviews

1. The Dean, department Chair, and representatives from the faculty should meet to discuss the
nature and process of the review.

2. The reviews should be conducted by a department committee.  This committee may include
members from outside the department; however, the majority of its members should be
departmental faculty.

3. In preparing its report, the committee should consult both with departmental faculty and
with other faculty affected by the department*s programs.

4. The committee should discuss its findings with the Dean and the department Chair prior to
finalizing its report.

5. The committee should submit a written report to the Dean and the Chair describing the
evaluation process and the committee*s findings.  The Dean should discuss this report with
the Chair and the Vice Chancellor for Academic Affairs.  The Chair should discuss this
report with the faculty of the department.

Review of Deans

1. The Vice Chancellor for Academic Affairs, Dean, and representatives from the faculty
should meet to discuss the nature and process of the leadership review.

2. The reviews should be conducted by a school committee.

3. Each Dean should be evaluated on the basis of his/her effectiveness in performing assigned
responsibilities.

4. Information should be gathered from many sources and in whatever manner seems best, as
long as the opportunity for significant faculty participation in the review process is ensured.

5. Anonymous responses should be disregarded, but the confidentiality of the respondents
should be protected by the committee.
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6. The committee should discuss its findings with the Dean prior to finalizing its report.

7. The committee should submit a written report to the Vice Chancellor for Academic Affairs
and the Dean describing the evaluation process and the committee*s findings.  The Vice
Chancellor should discuss the report with the Dean.

8. Upon request of the school review committee, the Vice Chancellor for Academic Affairs
should meet with the school faculty to discuss the results of the evaluation.

Review of Department Chairs

1. The Dean, Chair, and representatives from departmental faculty should meet to discuss the
nature and process of the leadership review.

2. The reviews should be conducted by a school or a departmental committee.

3. Each Chair should be evaluated on the basis of his/her effectiveness in performing assigned
responsibilities.

4. Information should be gathered from many sources and in whatever manner seems best, as
long as the opportunity for significant faculty participation in the process is ensured.

5. Anonymous responses should be disregarded, but the confidentiality of the respondents
should be protected by the committee.

6. The committee should discuss its findings with the Chair prior to finalizing its report.

7. The committee should submit a written report to the Dean and the Chair describing the
evaluation process and the committee*s findings.  The Dean should discuss the report with
the Chair and the Vice Chancellor for Academic Affairs.

8. Upon request of the review committee, the Dean should meet with departmental faculty to
discuss the results of the evaluation.
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Questions for Review of Curriculum and Intra- and Inter-Departmental Relations

(For simplicity*s sake, the term “unit” refers to both schools/divisions and departments in the
following questions.)

1. What is the unit*s role in fulfilling the overall mission of IPFW?  Do its programs reflect that
role?

2. What services does the unit provide other units?  (Does it have a role in basic skills
education or in general education?  Does it teach courses required in degree programs
administered by other units?)  What are the goals of these services?  Are they being met? 
How do you know?

3. What are the goals of programs administered by the units?  How does the curriculum reflect
these goals?  Is faculty expertise appropriate for implementing the curriculum effectively? 
Are the goals being met?  How do you know?

Do the unit*s programs reflect the best thinking in the relevant disciplines?  (Do they
meet accreditation standards?  Do they embody current research both in the
discipline and in pedagogical methods?)  How does the quality of the unit*s
programs compare with that of programs at other institutions?

If the unit*s programs are intended to meet community needs or prepare students for
employment or advanced study, are these needs being met?

4. Is the number of students enrolled in and/or completing from the unit*s programs
proportionate to the resources (money, faculty time, facilities) they entail?  Should resources
be reallocated, either to or from the programs?

5. What measures has the unit taken to improve the retention of students?  (Measures might
include sponsoring student organizations, attention to diversity, student internships,
counseling, surveys of student opinion, et al.)

6. How does faculty research contribute to the unit*s programs?  How does it contribute to the
campus as a whole?  If faculty receive release time for research, is this university support
justified by their research productivity?
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7. How successful has the unit been in hiring and retaining qualified faculty?  In achieving
faculty diversity?  How have the unit*s faculty fared in recent promotion and tenure
decisions?  If they have been unsuccessful, what measures have been taken to improve the
results?

8. What service contributions do the unit and its faculty make to the institution?  to the
community?  to the profession?  Is this service integrated to the teaching and research
mission of the unit?  What activities of the unit enhance IPFW*s image in the community?

9. What are the chief weaknesses (if any) of the unit?  What is being done to correct them? 
What are the strengths of the unit?  What is being done to enhance them?

10. What are the short- and long-range goals of the unit?  What challenges does the unit expect
and how does it intend to meet them?  What will the department look like in five years?  In
ten years?


