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ACADEMIC PROGRAM REVIEW SITE-VISIT SCHEDULE TEMPLATE

RESPONSIBLE PARTIES (PRT Chair/Program)

NOTE:  This schedule is intended as a guide and it may be modified to accommodate the program, PRT, deans, and provost, except for the initial meeting with the provost and the two exit interviews, planners can make final decisions regarding scheduling of meetings, including order, duration and attendees. 

It is critical that the broadest possible input be provided to the PRT during the site visit. Input from administrators, faculty, staff, and students (both undergraduate and graduate students) must be obtained. Other stakeholders, such as alumni or advisory board members, may also be included in the site visit plan if the program or PRT feel their input will be useful. 

It sometimes happens that over the course of the site visit, the PRT finds it needs to meet with groups who were not initially scheduled or have a follow-up meeting with persons who were interviewed earlier. Every effort should be made to adjust the schedule to accommodate their wishes.

PROGRAM			Click or tap here to enter text.

DATES OF SITE VISIT		Click or tap here to enter text.


PROGRAM REVIEW TEAM
UTA Team Members
PRT Chair
Name				Click or tap here to enter text.
Department			Click or tap here to enter text.
Email				Click or tap here to enter text.
Cell Number			Click or tap here to enter text.

UTA PRT Member 
Name				Click or tap here to enter text.
Department			Click or tap here to enter text.
Email				Click or tap here to enter text.
Cell Number			Click or tap here to enter text.

External PRT Members

Name				Click or tap here to enter text.
University			Click or tap here to enter text.
Department			Click or tap here to enter text.
Email				Click or tap here to enter text.
Cell Number			Click or tap here to enter text.

Name				Click or tap here to enter text.
University			Click or tap here to enter text.
Department			Click or tap here to enter text.
Email				Click or tap here to enter text.
Cell Number			Click or tap here to enter text.

DAY 1
EXTERNAL REVIEWER ARRIVAL AND AIRPORT PICK UP

External reviewers arrive at DFW airport and are picked up by a program faculty member or PRT member and taken to hotel and out to eat, if appropriate. 

EXTERNAL REVIEWER 1 (name)		Click or tap here to enter text. 

Pick-up Person at DFW (name)		Click or tap here to enter text.
Airline					Click or tap here to enter text.
Flight Number				Click or tap here to enter text.
Terminal				Click or tap here to enter text.
Arrival Time				Click or tap here to enter text.
Hotel					Click or tap here to enter text.
Dinner Host, if needed (name)		Click or tap here to enter text.

EXTERNAL REVIEWER 2 (name)		Click or tap here to enter text. 

Pick-up Person at DFW (name)		Click or tap here to enter text.
Airline					Click or tap here to enter text.
Flight Number				Click or tap here to enter text.
Terminal				Click or tap here to enter text.
Arrival Time				Click or tap here to enter text.
Hotel					Click or tap here to enter text.
Dinner Host, if needed (name)		Click or tap here to enter text.


DAY 2 

8:15 – 9:00 	Pick up both external reviewers from hotel and take to 9:00 meeting.

Host (name)				Click or tap here to enter text.

9:00 – 9:45 	PRT meeting with provost or provost’s designee and PRC Chair to receive formal charge and discuss the review process and site visit. This meeting will only include the provost and/or provost designee and the PRC Chair. PRC Chair does initial scout of potential site visit dates and has hold put on provost and chair’s calendars. IER AVP contacts provost office to schedule the site visit date when dates are finalized. 
Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

9:45 – 10:00	Visit program’s administrative assistant for signing any necessary paperwork.

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

10:10 – 11:00	PRT meeting with academic dean of the program. PRC Chair contacts academic dean as early as possible to schedule this appointment.

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

11:00 – 12:00	PRT meeting with program chair. 

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

12:00 -1:30 	Lunch and break (lunch is usually attended by PRT, department chair, and/or 1 program faculty member)                     

Location				Click or tap here to enter text.		
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

1:30 – 5:00	PRT meetings with program faculty, students, staff, or others (the details below can be duplicated as much as needed using copy and paste).

Time					Click or tap here to enter text.
Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.
                       
5:00 – 5:15	If necessary, PRT meetings to continue discussions of site-visit issues, request additional information from academic leadership, discuss upcoming meeting schedule, etc. the following day.

Location				Click or tap here to enter text.
Time					Click or tap here to enter text.			
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

6:00-7:30	Dinner with program leadership (A small number of program faculty and the UTA PRT members are encouraged to attend.)

Location				Click or tap here to enter text.	
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

7:30		Return to hotel

Host - UTA PRT Member (name(s))	Click or tap here to enter text.

DAY 3

8:15 - 8:45	Pick up external reviewers from hotel and take to 8:45 meeting.

Hotel					Click or tap here to enter text.
Time					Click or tap here to enter text.			
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

8:45 – 10:30	PRT meetings with program faculty, students, staff, or others.

Time					Click or tap here to enter text.
Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

10:30 – 11:15	External reviewers tour of teaching/research facilities by PRT.

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host – Program faculty/administrator	Click or tap here to enter text.

11:15 – 12:00	PRT meetings with program faculty, staff, or others.

Time					Click or tap here to enter text.
Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT Member (name(s))	Click or tap here to enter text.

12:00 – 1:30	Lunch (often a working lunch attended by external PRT, 1-2 local PRT, and 1 program faculty)

Location				Click or tap here to enter text.
Host – Department/program		Click or tap here to enter text.
	
1:30 – 2:30	PRT prepares initial assessment of program, its strengths, challenges, and opportunities and recommended future actions (in order of importance) for exit interviews.

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT				Click or tap here to enter text.

2:30 – 3:30	Exit Interview 1 – Department/program 
Attendance: PRT, academic dean (who may wish to attend), department chair, and faculty, (Students may be included in this exit interview, if desired, by chair and dean). IER AVP schedules meeting when site visit dates are determined.  

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT				Click or tap here to enter text.

3:40 – 4:30	Exit Interview 2 – University-level representatives
Attendance: PRT, provost or designee/representative, academic dean, Graduate School dean, and PRC Chair only. IER AVP schedules meeting when site visit dates are determined. 

Building				Click or tap here to enter text.
Room					Click or tap here to enter text.
Host - UTA PRT				Click or tap here to enter text.
 
4:30 		PRT meets, if necessary, to discuss the final report related issues.

Host and location TBD.

RETURN REVIEWERS TO AIRPORT

EXTERNAL REVIEWER 1 (name)		Click or tap here to enter text. 

Drop-off Person to DFW (name)		Click or tap here to enter text.
Airline					Click or tap here to enter text.
Flight Number				Click or tap here to enter text.
Terminal				Click or tap here to enter text.
Arrival Time				Click or tap here to enter text.
Hotel					Click or tap here to enter text.
Dinner Host, if needed (name)		Click or tap here to enter text.

EXTERNAL REVIEWER 2 (name)		Click or tap here to enter text. 

Drop-off Person to DFW (name)		Click or tap here to enter text.
Airline					Click or tap here to enter text.
Flight Number				Click or tap here to enter text.
Terminal				Click or tap here to enter text.
Arrival Time				Click or tap here to enter text.
Hotel					Click or tap here to enter text.
Dinner Host, if needed (name)		Click or tap here to enter text.
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