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:
Department of XX Faculty of Science
Cyclical Program Review Site Visit 
January 1-2, 2020

Site Visit Team
External Reviewer
External Reviewer
Internal Facilitator 


Wednesday, January 1
	8:30 a.m.
	External reviewers to be picked up at the Waterfront Hotel, 277 Riverside Drive West
	[Faculty member(s) name(s)]

	8:45 – 9:30 a.m.
	Meeting with Dr. Erika Kustra
(Acting) Associate Vice-President, Academic 
	Assumption 
Meeting is scheduled by QA Office. 

	9:30 – 10:15 a.m.
	Tour of campus and relevant facilities by [Faculty member(s) name(s)]
	ABC 123

	10:15 – 10:45 a.m.
	Meet with technical/ administrative staff:
· Person 1
· Person 2
· Person 3
	  ABC 123

	10:45 – 11:00 a.m.
	Break
	

	11:00 – 12:00 p.m.
	 Meeting with [Faculty Dean, Faculty Name,
	  ABC 123

	12:00 – 1:30 p.m.
	 Lunch with Students
	ABC 123

	Various timing 
	 Meet with [Faculty Name] Subcommittees:*
 2:00-3:00 pm – [Subcommittees Name]
 3:00-4:00 pm –  [Subcommittees Name]
 4:00-5:00 pm –  [Subcommittees Name]
	ABC 123

	2:45 – 3:15 p.m.
	 Meeting with Co-op Faculty Liaison
	ABC 123

	3:15 – 3:30 p.m.
	Break
	ABC 123

	3:30 – 4:15 p.m.
	 Meeting with Dean of Graduate Studies 
	

	4:15 p.m.
	Reviewers returned to Hotel 
	Person XXX
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Department of XX Faculty of Science
Cyclical Program Review Site Visit 
January 1-2, 2020


Thursday, January 2
	8:30 – 9:00 a.m.
	Transportation from hotel to UW
	Person YYY

	9:00 – 9:30 a.m.
	Library Tour/Meeting with Academic Librarian () – meet at info desk in Leddy Library
	DEF 456

	9:30 – 10:45 a.m.
	 Meet with Faculty Members 
[Faculty member(s) name(s)]
	DEF 456

	10:45 – 11:00 a.m.
	Break 
	

	11:00 – 12:00 p.m.
	 Meeting with AAU Head 
	ABC 123

	12:00 – 1:30 p.m.
	Working Lunch for Reviewers 
	ABC 123




IMPORTANT NOTES TO CONSIDER
· This is a template. The times of the meetings (with the exception of the first meeting with the AVPA) can be arranged and moved as suits the AAU undergoing the review. The mandatory meetings have been added to the template, but additional meetings that best suit the AAU can be arranged. 

· It has been recommended by previous reviewers to have prepared questions you wish to ask in advance of your scheduled meetings. It has been helpful to consider ahead of time some of the challenges and/or areas of guidance you wish the external reviewers to consider during your meetings. 

· Any additional meetings requested while the Site Visit is going on must be arranged with the Office of Quality Assurance. There can be no unscheduled or personal meetings planned during the Site Visit. Please coordinate with the Office of Quality Assurance if there is a request for additional meetings not planned prior to the actual date of the meetings. 

· Send reminders to faculty, staff and students and to hold the site visit dates in their calendars. 

MANDATORY MEETINGS
· It is mandatory that the review team meet: (in separate meetings):
· Associate Vice-President, Academic (QA office will book this meeting for you. It will always be the first meeting of Day 1)
· Faculty Members (The Department Head is not to be in the same meeting as the faculty members. The reviewers will meet separately with the Department Head.) 
· Staff  
· Administrative Officials (Faculty Dean and AAU Head and all other relevant)
· Dean, Graduate Studies – please schedule if Graduate Programs are under review  
· Students* (ensure that there are student representatives from all programs under review. If both UG and G programs are under review then students from both are required; separate meetings are encouraged). 
· (Please Note: There are to be no faculty or staff members present during the student meetings. The reviewers must meet with the students on their own.) 
· Subcommittee Meetings** are to be program / curriculum based (Undergraduate, Graduate, Curriculum, Advising committees) 

ADDITIONAL SUGGESTIONS 
· Any other parties deemed relevant may be scheduled (Meeting with Co-op is a valid option)
· Department Head may wish to bookend meetings with the review team – such as meeting at start of site visit on first day (after AVPA meeting) and a quick wrap-up meeting at end of site visit on second day to address any issues / potential misunderstandings 

· It is up to the AAU to fill in all time slots. This is merely a sample schedule and time slots and order may be changed (other than the AVPA which must occur as the first meeting on Day 1).
·  It is the responsibility of the AAU to book all meetings with required site visit participants other than the AVPA (QA Office will book this).  
· The AAU is responsible for providing transportation for the reviewers to and from the hotel for each day of the site visit. 
· Campus tour locations are up to the AAU to determine but should provide a good overview of all important locations on campus for students of the AAU (eg. library, labs, departmental space, etc.)
· Lunch on both days should be provided by the AAU. We usually suggest the lunch on Day 1 be a lunch meeting with students (pizza lunches are a great way to incorporate the student meeting and providing lunch). 
· Lunch on Day 2 will be a working lunch where both a meal and a quiet space to work need to be provided. Lunch on Day 2 is for the Review Team only. 
· The AAU is not to pay for any other meals/accommodations for the review team other than lunch on both site visit days. 
· The second day should end around by 1pm with lunch provided and time for the reviewers to work on the reviewers’ report. 
· AAU must submit a final copy of the Site Visit Agenda to the Quality Assurance office at least 2 weeks prior to the site visit. Please submit a copy prior to this to allow time for revisions that may be required.

*Student Meetings
· Helpful tip about scheduling meetings was to block up to 2 hours for student meetings. Those 2 hours were sub-divided that into 4 x 30-minute slots, (how you wish to break down the time slots is up to you, undergraduate and graduate students. A group of students from one specific program, etc.)  
· Put a call out, asking undergrad students to RSVP for a specific slot using Microsoft/Office Forms to collect this useful to coordinate this. The students who registered received further email info about the IQAP process and their roles. 



**Subcommittee Meetings
· These are to be program/curriculum specific
· Other useful meetings were found to be broken down by program (eg. One meeting for BFA group, one separate meeting for BA programs. One with Biology BSc and a separate meeting for the BCN program, etc Same can be done with graduate programs) 
· The reviewers do not need to meet with PTR or appointment committees. Will not be making recommendations about this. 
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