Checklist for Departments/Programs under External Review
	Part One: Preparation

	Step
	Due Date
	Completed?

	· Selection of dates for site visit
	Spring  2017
	

	· Send recommendations for the external review committee

· 4 recommendations for each external committee member (ex: 3 external reviewers = 12 recommendations)

· 4 recommendations for the internal reviewer committee member (ex: 1 internal reviewer = 4 recommendations) 
	Spring

2017
	

	· Associate Dean attends department/program faculty meeting
	Spring 2017
	

	· Chair/director works with faculty to prepare self study components:

· Self-study module at http://ku.compliance-assist.com  
· CVs by Provost’s office/OIRP
· Additional materials (as director/chair feels is appropriate) included in self-study module
· No binders, all information is given to the reviewers in an online format 
	Spring/

Summer 2017 (will be due about a month before visit)
	

	Part Two: Site Visit Preparation

	· Receive flight and hotel confirmations from the Dean’s Office and department/unit arranges for faculty/grad students to pick up/drop off external reviewers from the airport 
	6-8 wks prior to visit
	

	· Consult with the Dean’s Office regarding particular events during the 3-day external review:

· Breakfast Monday morning
· Lunch Tuesday afternoon
	4-6 weeks prior to visits
	

	· Reach out to your faculty, graduate, and undergraduate students to set meetings for the 3-day external review
	4-6 weeks
	

	· Reserve meeting space for meetings with your faculty, graduate, and undergraduate students
	4-6 weeks 
	

	· Plan (if you choose to do so) a reception/dinner for the external reviewers for Monday evening
	4-6 weeks
	

	· E-mail detailed schedule for the 3-day external review to Amanda Burghart at amccoy@ku.edu
	1 wk before visit
	

	Part Three: Report and Response(s)

	· Chair/Director distributes the committee’s report to faculty
	4-6 wks after visit
	

	· Department/Program meets to discuss the review and report
	7 wks after visit
	

	· Chair/Director prepares department/program response to the report and sends to the Associate Dean
	8-9 wks after visit
	

	· The Dean, Associate Dean, and Executive Assistant Dean visit the department/program to debrief the review, report, and response
	10-11 wks after visit
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