[bookmark: _Toc141372306][bookmark: _Toc141372305]SITE VISIT AGENDA INSTRUCTIONS & TEMPLATE:
2-Day Site Visit, UW Tacoma
(Last Revised 11/5/2025)
[image: ]
[bookmark: _Toc141372300]Overview
The site visit allows the review committee to have candid conversations with the unit’s various stakeholder groups to better understand the unit and answer the charge questions. This document contains requirements and best practices for hosting a site visit in addition to an annotated template to help departments think strategically about how to customize the agenda. Contact the Graduate School Office of Academic Affairs (OAA) (unitrev@uw.edu) with questions.

Requirements
· Submit the draft agenda in Word document format to allow for iterative revision, tracking changes, and commenting.
· Note: OAA or the review committee may request additional specific meetings on the agenda.
· Identify building and room location(s) on the agenda.
· Start meetings with stakeholder groups no earlier than 9:00 am and end no later than 5:00 pm.
· Include names and titles of all expected participants for each meeting. For students, include program of study in place of title, and year in program.  
· For the first drafts of the agenda, you may list who will be invited. The final participants listed on the agenda should be confirmed a minimum of two weeks before the site visit.
· Whenever consecutive stakeholder groups are scheduled, allow 5 minutes for transition between meetings (the sample agenda below reflects this practice). 
· Schedule periodic 15-minute breaks and a 30-minute private lunch for the review committee.
· Hold all site visit meetings with faculty and staff in-person. Virtual meetings may be used sparingly to allow accessibility to stakeholders who may be otherwise unable to participate (e.g. working students, advisory boards, alumni). If Zoom meetings will be necessary, please discuss them with OAA.

Meetings: Required vs Unit’s Discretion
See annotations on the agenda template below. Each annotation is labeled either Required or Unit’s Discretion. 

Required: 
These meetings must remain on the agenda. Note that some meetings have fixed times, while other meetings can be moved on the agenda. The following meetings are required:
· Welcome meeting with OAA the morning of Day 1
· Welcome meeting with the dean or divisional dean of the college or school at the start of the visit
· Note that OAA has asked the respective dean or divisional dean to hold time on their calendars the morning of Day 1 for this meeting
· Meeting with department leadership
· Meetings with a sample of faculty, separated at a minimum by pre-tenure, tenured, and non-tenure track faculty
· Meetings with a sample of students, separated at a minimum by undergraduate and graduate students
· Meeting with a sample of staff, including both classified and professional staff employed in the department
· Meeting with postdocs (if applicable)
· Meeting with student success team, such as academic advisor and/or admissions teams
· Meeting with the current members of the unit’s committee working to make the unit a supportive and inclusive environment for all stakeholders
· Beginning with lunch on Day 2, all meetings are required and arranged by OAA

Unit’s Discretion: These meetings are determined by department leadership. We recommend identifying stakeholder groups that may provide insight on one or more of the unit-defined questions or the future goals of the unit.  Examples from past reviews include:
· Stakeholders with specific roles, experiences, or perspectives who can provide insight into unit efforts to create a supportive and inclusive environment
· Alumni
· Advisory boards
· Facility tour with lab managers
· Select individuals or teams (e.g. IT, advancement, or finance teams)
· Representatives from partnering units at the UW


Best Practices
Meeting size and length for stakeholder meetings: 
· Limit meeting size to a maximum of 10-12 stakeholders to facilitate productive discussion.
· Schedule meetings with larger key stakeholder groups for 40-45 minutes. 
· Meetings with three or fewer people may be 25-30 minutes.

· Engaging students in the process: 
· Schedule required meetings with students at times that are convenient and accessible.
· Reach out to students early and communicate the importance of their participation in the process. 
· Consider encouraging participation with snacks or refreshments. OAA can purchase additional catering items, but the request and headcount is required at least two weeks before the site visit.
· Include a sampling of students from different levels, programs, and stage within programs. For example, a first-year master’s student will have a different perspective from a PhD candidate.



Site Visit Agenda Template

UNIVERSITY OF WASHINGTON TACOMA
Name of Unit Under Review
Meeting Location (address)
Dates
DAY ZERO 
Night before site visit starts

6:30 p.m. 		Review Committee working dinner	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
Review committee dinners are private meetings just for the committee.  They are pre-arranged by OAA. Please do not modify this item.
Indochine Asian Dining Lounge
1924 Pacific Avenue, Tacoma WA 98402
(253) 272-8200

DAY ONE 									Zoom meeting link		Comment by UW Academic Unit Review: [Required]
The Graduate School will provide the Zoom meeting link for all remote meetings.
[Meeting Location] 
 
8:30 am		Coffee, tea and light breakfast available in meeting room	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
Food and drink deliveries are pre-arranged by OAA. Unit 'site visit liaison' will need to be on-site 30-45 minutes earlier to accept deliveries.

8:30 – 8:55 am	Welcome meeting between Review Committee and Graduate School Academic Affairs (Zoom Meeting)	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
This is a required welcome meeting between the Graduate School OAA and the review committee. Please do not modify this item.
  
9:00 – 9:15 am 	Welcome Meeting with the Executive Vice Chancellor for Academic Affairs	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
A brief welcome meeting between the Executive Vice Chancellor for Academic Affairs and the review committee is required at the start of the visit. The OAA schedules this meeting with your EVCAA.
Name, Title

9:20 – 9:45 am	Meeting with Unit Leader	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled]
This is a meeting between the review committee and the leader of the unit under review. For most schools at UW Tacoma, that is the school dean. For departmentalized schools, it is the department chair. Additional representatives from the unit can be added at the unit leader's discretion.
Name, Title

9:50 – 10:30 am	Meeting with Unit Leadership Group 	Comment by UW Academic Unit Review: [Unit's Discretion]
May schedule an additional meeting with the unit's leadership group.  For example, an executive committee, faculty program directors, or other leaders within the unit that advise the unit leader.
List all attendees by name and title

10:30 – 10:45 am 	Break

10:45 – 11:25 am 	Meeting with Inclusive Excellence Committee	Comment by UW Academic Unit Review: [Required]
[Timing flexible]
The purpose of this meeting is to allow review committees to learn about the unit's efforts to create a supportive, welcoming, and inclusive environment for all stakeholders. If the unit has a committee overseeing this work, it should be scheduled here. Note: language and terminology around these efforts vary and units should title this meeting using their preferred terminology. This meeting can take place anytime during the site visit, but is suggested to be early on Day 1.
List all attendees by name and title

11:30 – 12:15 pm	Meeting with Associate and Full Professors	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
At minimum, separate meetings for pre-tenure faculty, tenured faculty, and non-tenure-track faculty. Further separation is the discretion of the unit and may take the place of the discretionary 'additional stakeholder group' slots; For example, some units separate associate and full professors, some separate teaching professors from adjunct faculty, etc.
List all attendees by name and title

 
12:15 – 12:45 pm	Review Committee Lunch	Comment by UW Academic Unit Review: [Required]
[Timing flexible by 30 minutes]
Food and drink deliveries are pre-arranged by OAA. Unit 'site visit liaison' will need to be on-site 30-45 minutes earlier to accept deliveries.
(boxed lunches delivered to meeting location)

12:45 – 1:25 pm	Meeting with Assistant Professors  	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
At minimum, separate meetings for pre-tenure faculty, tenured faculty, and non-tenure-track faculty. Further separation is the discretion of the unit and may take the place of the discretionary 'additional stakeholder group' slots; For example, some units separate associate and full professors, some separate teaching professors from adjunct faculty, etc.
List all attendees by name and title

1:30 – 2:10 pm	Meeting with Non-Tenure-Track Faculty	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
At minimum, separate meetings for pre-tenure faculty, tenured faculty, and non-tenure-track faculty. Further separation is the discretion of the unit and may take the place of the discretionary 'additional stakeholder group' slots; For example, some units separate associate and full professors, some separate teaching professors from adjunct faculty, etc.
List all attendees by name and title

2:15 – 3:00 pm	Facility Tour	Comment by UW Academic Unit Review: [Unit’s Discretion]
A facility tour is suggested, but not required. Anytime in the site visit can work, but it can be a helpful way to break up the afternoon meetings and give the committee a walking break.
Participant Name, Title

3:00 – 3:15 pm	Break

3:15 – 3:55 pm	Meeting with Undergraduate or Graduate Students	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
At minimum, separate meetings required for undergraduate and graduate students. Ideally, separate meetings by level or program type. OAA can order refreshments such as snacks and coffee to encourage student participation. Please contact unitrev@uw.edu to request.
List all attendees by name and level/program/major	 

4:00 – 4:45 pm	Meeting with Undergraduate or Graduate Students	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
At minimum, separate meetings required for undergraduate and graduate students. Ideally, separate meetings by level or program type. OAA can order refreshments such as snacks and coffee to encourage student participation. Please contact unitrev@uw.edu to request.
List all attendees by name and level/program/major

6:30 pm		Review Committee working dinner 
Wildfin American Grill
5115 Grand Loop, Tacoma, WA 98407
(253) 267-1772

 
DAY TWO	 
[Meeting Location] 
 
8:30 – 9:00 am	Coffee, tea and light breakfast available in meeting room	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
Food and drink deliveries are pre-arranged by OAA. Unit 'site visit liaison' will need to be on-site 30-45 minutes earlier to accept deliveries.

9:00 – 9:25 am	Meeting with Student Success Team	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
This meeting is intended for those whose primary role is to support student success. This meeting can include a mix of faculty and staff (e.g. academic advisors, admissions teams, etc.)
Participant Name, Administrator
 
9:30 – 10:15 am 	Meeting with Staff	Comment by UW Academic Unit Review: [Required] 
[Timing flexible]
A meeting with staff of the unit is required. Please note: the required meeting with staff is intended for staff of any/all areas within the unit and is not intended to be limited to a specific functional area. If there are too many staff to fit in one meeting, sample staff from different functional areas. Do not include faculty with administrative positions.
List all attendees by name and title

10:15 – 10:30 am      Break

10:30 – 11:10 am 	Additional Stakeholder Group	Comment by UW Academic Unit Review: [Unit’s Discretion]
The unit may determine which additional stakeholder group to schedule here. See guidance on page 1 of this document for examples.
List all attendees by name and title

11:15 – 12:00 pm	Additional Stakeholder Group	Comment by UW Academic Unit Review: [Unit’s Discretion]
The unit may determine which additional stakeholder group to schedule here. See guidance on page 1 of this document for examples.
List all attendees by name, title 

12:00 – 2:15 pm	Review Committee Lunch & Executive Session 	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
No stakeholder meetings may be scheduled after 12:00 pm; this time is protected for the review committee to prepare for the exit discussion.  
(Boxed lunches catered)
 
2:15 – 2:45 pm	Review Committee meeting with Graduate School Office of Academic Affairs (OAA) representative to discuss preliminary recommendations		Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
These are standard at every site visit. Please do not modify these items.
 
2:45 – 3:00 pm	Break

3:00 – 4:30 pm	Exit Discussion	Comment by UW Academic Unit Review: [Required]
[May not be rescheduled] 
This is the final meeting of the site visit and is pre-arranged by OAA.  Please do not modify this item.

Unit Representative(s) (exit at 3:30 pm)
Participant Name, Unit Leader	Comment by UW Academic Unit Review: [Unit's Discretion]
The unit leader is the only required attendee at this meeting, but 1-3 additional representatives may attend. Typically these additional representatives are associate chairs/deans and/or the lead administrative staff.  Unit representatives will be dismissed from the meeting at approximately 3:45 pm.
List any additional attendees by name and title

University Administrators
Participant Name, Executive Vice Chancellor for Academic Affairs, UW Tacoma
Participant Name, Associate Dean for Academic Affairs, Graduate School
Participant Name, Associate Dean, Undergraduate Academic Affairs
Participant Name, Director of Academic Affairs and Policy, Graduate School
Participant Name, Director of Academic Unit Review, Graduate School
Participant Name, Academic Unit Review Specialist, Graduate School
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