
Responsibilities of the Dean’s Office 
 
 

 Send letter to Department Chairs notifying them that a Quality Assurance Review 
is being done of their department and/or programs and requesting them to 
complete a self evaluation study (this should be done 3-4 months prior to 
external reviewers’ meetings). 

 
 Identify 3-5 external reviewers (the number and identity will be determined in 

consultation with the chairs).  Send this list to the Vice President, Academic as 
well as your rationale for recommending these reviewers. 

 
 Send out initial letter of invitation for department reviews to each reviewer 

identified.  This letter will include the basic terms of the reference of the appraisal 
with regard to both program reviews (undergraduate and graduate). It will include 
specific structures as to the disclosure of any real or perceived conflicts of 
interest relating from association with the Faculty/Department or its members and 
will outline the confidentiality of the review process. 

   
 Once the reviewers have accepted, send them the self study reports prepared by 

the Department asking them to review the material prior to the review process 
(should give them 3-4 weeks to review these reports).  Note – these are sent 
from the VP Academic Office. 

 
 Further communicate and arrange with the external reviewers the logistics of the 

reviews in cooperation with the departments (ie.  Dates, travel arrangements, 
etc.). 

 
 Communicate to Chairs confirming the dates of the reviews and requesting them 

to set up the itinerary for these reviews and identify the confirmed reviewers at 
this time.  It is up to the chair/director of the unit to schedule the times and places 
for the interviewees.   
 

 Meet with external reviewers. 
 

 Distribute the external reviewer’s reports to the departments for their response. 
 

 Send a copy of the external reviewer’s reports and the chair’s response reports 
to the Vice President Academic’s office to be taken to the Program Review 
Committee. 

 


