DEPARTMENTAL SELF-STUDY PREPARATION GUIDE for SERC
2022-2023

To aid the Six-Year External Review Committee (SERC) in preparing for its visit, an electronic copy of the self-study should be provided to all members of the Committee, the Associate Provost Joanne Coté-Bonanno for Provost’s review, the Associate Director of Assessment and Accreditation Irina Koroleva, the College/School Dean, the Graduate School Dean, and the Dean of the Library, at least four weeks prior to the scheduled remote visit.  A suggested outline for the content of the document is given below. Department Chairs might organize this task by assigning specific sections to individual faculty members. Please note:  The self-study and all supporting materials should be sent electronically; no hard copies should be sent to the Provost’s Office.
Materials presented to the Committee should reflect as much of the following as may be relevant for the particular program:

A.   PROGRAM OBJECTIVES AND STRATEGIC PLANNING
· What are the objectives of the major, service, and general education programs of the unit?
· What are the objectives of any graduate programs offered by the unit?
· Institutional, college/school, and departmental mission statements as well as the departmental strategic plan should be included.

· Elaborate on the short-term and long-range plans of your department’s strategic plan and how the department’s plan is tied to the University’s mission and Strategic Plan.  Discuss the objectives the department has for the future of the program, its specific strategies for achieving that vision and its specific measures of success in achieving the objectives.  Outline any possibilities for interdisciplinary program opportunities and the strategies for implementing them, if appropriate.

B.   PROGRAM

1.   Curriculum – The sequence of courses offered for the graduate and undergraduate programs should be described in sufficient detail to give the visitors an understanding of the pattern of courses offered and how they provide for an integrated, progressive, intellectual development. Concentrations within the major should be described, as should minor programs if they exist.  (Concentrations and minors do not require separate learning goals.) Additionally, the following should be included:

· Curriculum Guides and Work Programs
· Syllabi used in departmental classes during the previous three years. (provide these electronically, on CD, if possible)
2.   Advising – The department’s student advisement program for both undergraduate and graduate students should be described, including any special characteristics or needs of the program. How do they collaborate with professional advisors? 


3.   Co-curricular Activities – Describe any student co-curricular activities associated with the program(s).


4.  Special Student Opportunities – Describe such activities as internships, CO-OP, service learning, senior research projects, honors programs, seminars, thesis, and other research activities available to undergraduate and graduate students.

5.  Please identify 3 – 5 benchmark institutions for your programs. (Please note: This is a new 
 requirement).

C.    OUTCOMES: PROGRAMS AND STUDENT LEARNING
1.   Testing, Evaluation, and Assessments – (N.B.: The Assessment Plan described here is identical to the Assessment Plan now required for each undergraduate and graduate major in response to our Middle States accreditation report. Plans should be entered into the Assessment Database located at:
https://midstates-assessment.montclair.edu/programAssessment/Security/SignIn.aspx
 
Assessment of learning will continue to be incorporated into the Six-Year External Review Committee (SERC) process. Departments scheduled for Six-Year External Reviews in 2022-23 will need to include the following: 

(a) Assessment plan (Once the plan and data are entered into the Assessment Database, the assessment plan report may simply be inserted into the Review Committee Self Study.)
(b) Instruments and data for all program learning goals.
(c) Evidence of departmental data analysis.
(d) Evidence of how the department is using assessment data for departmental planning, in such areas as faculty needs, curriculum modification, and program improvement. 
2.  Activities of Alumni (both undergraduate and graduate students) – Describe and evaluate the record of the department in placing graduates in employment or graduate school within the last five years. List firms which employ our students, types of employment, and the graduate or professional schools which have accepted them.

D.   FACULTY
Vitae should be provided electronically. Vitae should be no longer than one-page for each faculty member, (full and part-time). The outline should include a synopsis of publications, a description of current research activity, University and community services, professional development activities, academic training, the role of the individual in the program, and any released time associated with these activities.

E.   FACILITIES
Describe and evaluate the facilities available for the program.

F.   LIBRARY AND TECHNOLOGY RESOURCES
Evaluate the resources and services provided by the library and technology services in support of the undergraduate and graduate programs. Information Technology will provide information regarding hardware, software and training available to the department. The Library will provide information regarding resources (monograph, journal and media collections, electronic and Internet resources), services (library instruction, interlibrary resource sharing), and expenditures. Departments should consult with the Dean of Library Services and their Library Liaison for the preparation of this section of the report.

G.   SUPPORT SERVICES
Describe and evaluate any administrative support services, such as budget, purchasing, and other units of the University as they relate to the program.

H.   RELATED DEPARTMENTS
Describe the services offered or received from the other departments of the University, including any interdisciplinary programs or plans.
I.   ACCREDITATION

Describe the results of efforts to obtain/maintain/renew accreditation by professional associations, if relevant.

J.   ENROLLMENT
Comment on the department’s history of retention of students.  Please note any trends that have been found and strategies to build or maintain student retention in the program(s).

After the fall census data, the Office of Institutional Research will provide to departments (at the request of the Provost’s Office) a Five-Year Trends report and current profile of enrollments, including numbers of majors in each undergraduate and graduate program and student semester hours. Additional information regarding graduation and retention information, grade reports, faculty information, and survey information is available at: http://www.montclair.edu/oit/institutional-research/ .

NOTE: The Five-Year Trends Report and the link above should be included in the self-study for review by committee members. 
K.   MATERIALS FOR THE VISIT
In summary, at a minimum, the Self-Study should include the following materials for the committee’s review 

1. Link to University Catalog
2. Link to the University Strategic Plan

3. Copy of the College Strategic Plan

4. Copy of the Departmental Strategic Plan

5. Curriculum Guides and Work Programs

6. Syllabi (provided electronically)

7. Assessment Plans 

8. Faculty Vitae (provided electronically)

9. Link to OIR and Five-Year Trends reports

10. Samples of undergraduate and graduate student work.

11. Statement of accreditation standards from professional associations, if they exist.
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