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Name of Program
Quality Assurance External Review Team Site Visit
Itinerary 

This section contains instructions for completing the template, which should be deleted once the template is complete.

This itinerary is designed for Site Visits for both Cyclical Program Reviews and New Program Proposals.

Instructions for Units: 
· Most of the meeting times and sequence provided in this template are suggested only: units may adjust the schedule to reflect the program's context, size, structure, and local circumstances, provided all required participants are included.
· There are two meetings which must take place at the beginning of the visit: the initial meeting with the Faculty Dean, and the joint meeting with the Vice-Provost, Teaching and Learning, and the Vice-Provost and Dean, School of Graduate Studies and Postdoctoral Affairs.
· The itinerary should ensure that the Review Team has sufficient opportunity to meet with the key individuals and groups needed to assess the program's design, curriculum, learning outcomes, student experience, resources, administration, and supports.
· Include a brief note in the Meeting Details column describing the purpose of each meeting. This helps participants understand the focus of the discussion and supports the Review Team in managing its questions and time.
· For New Program Proposals, references to students may be interpreted as “prospective students.”
· Where one or more participants will join a meeting virtually, units should complete a brief technology check in advance.

Meeting participants that must be included:
· Faculty Dean
· Vice-Provost, Teaching and Learning
· Vice-Provost and Dean, School of Graduate Studies and Postdoctoral Affairs (where graduate programs are involved)
· Unit Head(s)
· Faculty members/instructors
· Undergraduate students from each undergraduate program under review
· Graduate students from each graduate program under review
· Staff
· Cognate units
Meetings that may be included, where relevant:
· Library and other support services
· ITS or technical support
· Postdoctoral fellows
· External community members or partners

Review Team Members:
Name, Title, Contact Info 1
Name, Title, Contact Info 2 
Name, Title, Contact Info 3

Hotel Information:
Name of Hotel
Address

Date: MM-DD-YYYY
	Time
	Location
	Meeting Details

	6:00-8:00pm
	Restaurant Address
	Review Team Organizational Working Dinner
Purpose: Private organizational meeting to review materials, identify areas for follow-up, and prepare for the formal site visit.



Date: MM-DD-YYYY
	Time
	Location
	Meeting Details

	8:00-8:45am
	Room
Building
	Welcome and Agenda Review
Participants: Faculty Dean
Purpose: To welcome the Review Team and provide faculty-level context for the visit.

	8:45-9:00am
	
	Travel

	9:00-10:00am
	Room
Building



	Overview of Quality Assurance Processes and Expectations
Participants: Vice-Provost, Teaching and Learning; Vice-Provost and Dean, School of Graduate Studies and Postdoctoral Affairs
Purpose: To review the quality assurance process and expectations.

	10:00-10:15am
	
	Break

	10:15-10:30am
	
	Travel

	10:30-11:45am
	Room
Building
	Tour of Facilities
Participants: Unit representative(s), tour guide, or other designated contact(s)
Purpose: To introduce the Review Team to relevant teaching, research, lab, studio, clinical, or other learning spaces.

	11:45am-12:00pm
	
	Travel

	12:00-1:30pm
	Room
Building
	Lunch and discussion with Undergraduate Students
Participants: Undergraduate students from program(s) under review
Purpose: To understand the undergraduate student experience, including curriculum, advising, workload, learning environment, and program strengths and challenges.

	1:30-1:45pm
	
	Travel

	1:45-2:45pm
	Room
Building
	Faculty/School Office Perspective
Participants: Faculty Dean and Associate Deans
Purpose: To discuss faculty-level oversight, resourcing, academic planning, and support for the program.

	2:45-3:45pm
	Room
Building
	Academic Unit Perspective
Participants: Department and Unit Heads
Purpose: To discuss program design, learning outcomes, curriculum, staffing, priorities, challenges, and future directions.

	3:45-4:00pm
	
	Travel

	4:00-5:45pm
	Room
Building
	Allocated Time for Discussion and Planning
Purpose: Private working time to consolidate observations and to identify any follow-up questions.

	5:45-6:00pm
	
	Travel

	6:00-8:00pm
	Restaurant
Address
	Dinner
Purpose: Informal Review Team debrief



Date: MM-DD-YYYY
	Time
	Location
	Meeting Details

	8:15-9:15am
	Room
Building
	Staff Perspective
Participants: Support Staff
Purpose: To discuss administrative processes, student support, operational issues, and implementation challenges.

	9:15-9:45am
	Room
Building
	Library Services Perspective
Participants: Librarian
Purpose: To discuss collections, instructional support, and research support relevant to the program.

	9:45-10:00am
	
	Break

	10:00-10:15am
	
	Travel

	10:15-11:45am
	Room
Building
	Instructor Perspective
Participants: Faculty members/instructors
Purpose: To discuss teaching, assessment, curriculum delivery, student learning, and program strengths and challenges.

	11:45am-12:00pm
	
	Travel

	12:00-1:30pm
	Address
	Lunch and discussion with Graduate Students
Participants: Graduate students from the program(s) under review
Purpose: To understand the graduate student experience, including supervision, scholarly environment, funding, and program support.

	1:30-1:45pm
	
	Travel

	1:45-2:45pm
	Room
Building
	Connections with Other Programs
Participants: Department Heads from cognate units
Purpose: To discuss overlap, complementarity, collaboration, and interdisciplinary relationships.

	2:45-3:00pm
	
	Travel

	3:00-4:00pm
	Room
Building
	Optional Additional Meetings
Participants: Meeting Participants
Purpose: Follow-up meetings with central support units or other relevant groups, external community partners, or postdoctoral fellows, as relevant to the program.

	4:00-4:30pm
	Room
Building
	Follow-up/Closing Meeting
Participants: Department Head and Faculty Dean or Associate Dean
Purpose: To clarify outstanding factual questions, address follow-up matters, and formally conclude the site visit.

	4:30-6:00pm
	Room
Building
	Allocated Time for Discussion and Planning
Purpose: Private working time to consolidate observations and findings.
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