CreatingaReview Committee & Selecting External Reviewersfor Non-Accredited Programs
WKU Academic Program Review (9/15/2023)

An important part of the APR process is review by a committee comprised of
a) twoexternalreviewerswhoareexpertsinthediscipline ofthe programunderreview
and have no affiliation with WKU; and
b) atleasttwointernal WKU faculty memberswho are notaffiliated withthe department
in which the program is housed.
The college dean appoints all review committee members in consultation with the department
chair. Deansshould considerdiversity ofthe group astheyfinalize committee selections.

Note: Forming committees has been a somewhat challenging part of the process. Please start
early and consider calendars/availability when inviting reviewers for the site visit.

Selection of Committee Members External to WKU/Disciplinary Experts
By October 15 ofaprogram’sreview year, the department chair will submitfive nomineesto
the dean with each nominee’s
1. Name and Title
University Affiliation
Email address
Work telephone
Briefacademicbiography (severalsentences)articulating theirqualificationstoserve
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Nominees should meet the following criteria:
1. Mustnothave orhave had an affiliationwith WKU (i.e., no alumniorformeremployees)
2. Must not have a personal/professional relationship with program or departmental
faculty (in cases with questions, department chair should disclose concerns to the dean)
3. Must have appropriate academic qualifications relevant to the program under review
and be from a regionally accredited program
4. Musthave experience as a program coordinator or department chair
May be from a peer institution/program or from an aspirational program
6. Be available to come to WKU in person to participate in the process (eyeball
potential dates for campus visits in advance)
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Note: Departmentchairs should make every effortto select qualified reviewers within
driving distance or, in some cases, a direct flightto help contain travel costs. In some cases,
based on reviewer qualifications, exceptions may need to be made. Chairs should always
make the diversity of the nominee pool an important consideration.

 ByNovember7,deanswillconferwithdepartmentchairstorankthecandidates1-5.1
and 2 will be the first to ask, and the highest ranked candidate will be firstasked to
serve as chair, but all candidates are eligible to be chair.

= ByNovember21,departmentchairswillcontactnomineesinrankedordertocheck
theiravailabilityforacampusvisitand participationinthe processuntilthey have two
willing to serve and have identified a chair.



» Afterdepartmentchairs confirmexternal reviewers’willingnessto serve andwhich
personiswillingtoserve ascommittee chair, the departmentchairwill notifythe dean.

Selection of Committee Members Internal to WKU
In consultation with the department chair, deans will select at least two WKU faculty members
whoarenotinthe samedepartmentthathousestheacademicprogramunderreviewandare
notactively involved inthe program. Most of the review committee should be tenure-track
faculty. Academicstaff,includingresearchand pedagogicalfaculty,maybe membersofa
review committee but should not comprise the majority of a committee. Appointees
1. Should neither teach nor provide service for the department housing the program under
review;
2. Must not have a close personal relationship with program or departmental faculty
(appointees should disclose concerns to the dean)
3. Musthave experience as a program coordinator or department chair
4. Mustbe completely available for the site visit, having classes covered as needed.

Note: For programs undergoing two or more program reviews in the same year, department
chairsanddeansmay collaborate to create multiple committeeswiththe same committee
membership. Forexample,ifundergraduate and graduate programsinClassicsaretobe
reviewedinthe sameyear, one external reviewer mightchairthe undergraduate review
committee andthe otherwould chairthe graduate review committee, butotherwise the two
committees could have the same membership. External reviewers’ compensation would be
increased insuchanarrangement. See Payment Process for External Reviewers (TBA).

Finalizing and Organizing the Committee

By November 30, deans will send charge memo (see Template) to Review Committee and
department chair finalizing committee membership. Department chairs will coordinate the
campus visit--communicating with Review Committee members, the dean’s office, and the
Provost’s Office, making arrangementsforexternalreviewers, managinglogistics,and
arranging/scheduling meetings and finalizing the schedule by early February.

Department Chair’s Steps for Coordinating the Campus Visit Itinerary

1. Consider any departmental or university scheduled events that would conflict.

2. Check availability of review committee members, for February or March visit—have as
many options aspossible.

Check availability of dean and provost.

Consult academic affairs calendar with Toni Burnham for any conflicts.

Gradually schedule in all relevant constituencies, using campus visit template for guidance.
Confirmtentative itinerary with all parties (reviewers, program faculty, dean’s office,
provost’s office, student and alumni participants) before finalizing.

7. Share final schedule with all parties with as much advance notice as possible.
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https://www.wku.edu/academicaffairs/apr/documents/review-committee-initial-charge-letter-from-dean-template.docx
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