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Educational Leadership and Foundations

Faculty Collegial Review and Evaluation Processes

Introduction

The WCU Faculty Handbook outlines the purposes and procedures to be followed as departments carry out their faculty evaluation responsibilities.  Faculty evaluation has three distinct, but overlapping processes:

· Annual Faculty Evaluation (AFE) for all faculty

· Tenure, Promotion and Reappointment (TPR) for all faculty below the rank of Professor who seek a higher rank, and/or untenured; and

· Post Tenure Review (PTR)

All processes deal with faculty effectiveness in teaching, scholarship and service.  

Part I

Definitions

Annual Faculty Evaluation (AFE) is for all full-time and phased-retirement faculty. [A separate document addresses AFE for adjuncts and model clinical faculty.] An AFE file must be submitted in the spring of each academic year.

Annual Goals are the specific goals written by each faculty member, in consultation with his/her peer review team and approved by the Department Head.
Department Head is the department level administrator responsible for disseminating a calendar of AFE/TPR/PTR activities and assigning tenured faculty to serve as peer reviewers for untenured faculty.

Faculty Handbook is the handbook of the university faculty developed by the Faculty Senate and approved by the administration. It is available to all faculty in the university.

General Documentation will be provided for AFE and TPR and PTR will include:


1. Allocation of percentage of time


2. Curriculum vitae 

            3. Approved annual goals 

4. Self Evaluation Form 

5. Annual Report of Faculty Activities 

6. Peer review report, including peer observations of teaching for non-tenured 

faculty 

7. Preliminary goals for the following year

8. Service to the P-12 Public Schools or Community Colleges document

Peer Review Team is appointed by the Department Head and will consist of two tenured faculty for each untenured faculty member.
Post Tenure Review (PTR) is for tenured faculty following the date of their last personnel action. Each tenured faculty member has to submit a PTR file once every five years after receiving tenure or promotion.

Professional Development   may include activities such as workshops, conferences, special training, etc. which are designed to improve the faculty member’s skills and/or knowledge base in teaching, scholarship and/or service as defined in the member’s approved goals.

Scholarship may result in a variety of outcomes including scholarly presentations at professional meetings, editorial and review work for journals, publications, grant applications, and other scholarly and creative products.  (Scholarly collaboration with colleagues is encouraged.)  

Service is any activity that is not scholarship or teaching that provides support, based on an individual’s expertise and/or interests that contributes to the greater good of the program area, department, college, university, or community, including public schools. Professional development activities conducted for other agencies is generally considered service.
Sources of Evidence and Documentation are defined for each of the areas of evaluation (teaching, scholarship and service) and are to be submitted in the format outlined in the TPR and AFE guidelines provided by in the Faculty Handbook.
Teaching: Teaching is defined in the Faculty Handbook as a composite of the following 7 dimensions: content expertise, instructional delivery skills, instructional design skills, and course management skills, evaluation of students, faculty/student relationships, and facilitation of student learning. In addition to the dimensions of teaching, faculty are expected to perform competently in teaching-related responsibilities that take place outside the classroom including advisement; supervising student teachers, interns, and independent studies; reviewing student portfolios; serving on master or doctoral committees and advising master or doctoral theses..

Tenure, Promotion, and Reappointment (TPR) is for tenure-track, untenured faculty.  They have to submit a TPR file each year prior to achieving tenure.  They may apply for promotion at the same time as they apply for tenure.  Tenured faculty may apply for promotion.  

TPR Committee is the constituted group, in accordance with the Faculty Handbook, Section VI A (See http://www.wcu.edu/fachandbook/empl/sectwo.htm), which shall consist of at least six tenured faculty members, elected by the department’s full-time faculty. The Department Head is an ex-officio member of this committee

Part II

Timetable
Fall semester - TPR

Faculty will submit TPR files at different times depending on their years of service.  All untenured faculty and tenured faculty who wish to be considered for promotion have to submit their TPR file by the date indicated in the calendar disseminated by the Provost for review by the department TPR committee and department head.  Note: Reappointment documents are due during the fall semester based on the calendar from the Provost. 

Spring Semester - AFE

All full-time and phased-retirement faculty have to submit their AFE file by the date determined by the department. 

Spring Semester - PTR

Tenured faculty undergo post tenure review five years following the last review.

Part III

Standards & Expectations for Teaching, Scholarship and Service
General Premise:

Our evaluative process should be one that is clearly defined, fairly conducted, and focused on the growth of each individual faculty member. To that end, the faculty have determined that our evaluative process will be based on the individual faculty member’s approved goals.

Teaching 

Standards for judging competence in classroom instruction. Competence in teaching is defined as a consistent pattern of effective or improving course evaluations, constructive use of feedback, and making efforts to resolve teaching problems. 

Standards for judging competence in non-classroom aspects of teaching.  Faculty are expected to perform competently in the non-classroom aspects of teaching. This includes being available and approachable for advisement and being effective in the areas of supervising student teachers, interns, and independent studies, reviewing student portfolios, serving on masters or doctoral committees and advising doctoral dissertations. This area includes the work done as program director. 

Faculty are encouraged to go beyond minimal competence and engage in such activities as collaborating with colleagues, teaching new courses periodically, using experimental or innovative methods, and revamping courses taught regularly. 

Sources of Evidence and Documentation of Teaching

Teaching Evidence includes, but is not limited to:

1. Teaching load reports

2. Self-reflection on teaching

3. Course evaluation printouts and comment sheets

4. Course materials (e.g., syllabi, tests, class exercises, bibliographies, etc.)

5. Statement on availability to students and advisement

6. Professional development activities in which the faculty member has engaged

7. Other evidence that addresses effectiveness in supervision of student work 

such as student teacher/interns, independent studies, master’s theses, doctoral dissertations, portfolios and comprehensive exams
Scholarship

Standards for judging competence in scholarship: The scholarship expectation is that each faculty member be consistently engaged in scholarship and that there will be at least one piece of evidence annually of significant scholarly work, unless the approved goals written by the individual specifically indicate that the scholarly work is of such a nature that it will not have a product in a given year (e.g. a three year grant). In this case it is expected that there will be evidence of progress toward the end product.

Sources of Evidence and Documentation of Scholarship

Scholarship Evidence includes, but is not limited to; examples of scholarly work during the year, based on the faculty member’s approved goals, which may include:

(1) Articles published, accepted, submitted or in progress

(2) Presentations presented, accepted or submitted

(3) Other scholarly work as defined in the faculty member’s approved goals
Service

Standards for judging competence in service: The service expectation is that all faculty will engage in service activities as evidenced by their approved goals. In general, faculty in their first three years as an untenured faculty member will engage in service at the departmental level, expanding to the college or university in the fourth to sixth years. Faculty are expected to actively represent the departmental faculty on committees where they are the departmental representative based on solicited input from the faculty. On such committees, a faculty member who can not attend a given meeting is expected to ask another faculty member to stand-in, when appropriate. Some committees are not “faculty representatives” and it is expected that service in this area will ensure that there is a voice for the faculty on such committees.

Sources of Evidence and Documentation of Service

Service Evidence includes, but is not limited to evidence of participation and/or contributions in campus and off-campus service activities as defined in the faculty member’s approved goals:

(1) Service to the Department

(2) Service to the College

(3) Service to the University

(4) Service to the P-12 public schools or Community Colleges

(5) Other service as defined in a faculty member’s approved goals

Part IV

Procedures for TPR conducted in the Fall of each year

Tenure, Promotion and Reappointment procedures occur in the Fall of each academic year. This is a cumulative process that incorporates the feedback (after the first year of appointment) from the Annual Faculty Evaluation conducted in the spring.

Annual Goals, which are developed by the candidate in conjunction with his/her peer review team and approved by the Department Head, will form the basis for the faculty member’s documentation.

Roles and Responsibilities 

Faculty Member: It is the responsibility of the faculty member to collect artifacts and maintain such records as will sufficiently allow him/her to present a case for tenure, promotion or reappointment. It is the responsibility of the faculty member to submit goals, TPR documentation, and any other requested information on (or before) the date provided by the Department Head.

1. Each candidate’s files will be made available to the TPR committee one week prior to the meeting of the TPR committee. 

2. An appeal of a negative decision may be initiated at the conclusion of the process as provided in the Faculty Handbook. 

Department Head: It is the responsibility of the Department Head to ensure that all faculty are duly informed, in a timely manner, of due dates for all aspects of the TPR process. It is also the responsibility of the Department Head to discuss the AFE/TPR process with all candidates brought to campus to interview and provide them a copy of the current, approved documents related to AFE/TPR.
1. The Department Head shall convene TPR committee meetings, on the             University timetable, to discuss and vote on each candidate who is up for tenure, promotion or reappointment. 

2. The department head serves as an ex-officio, non-voting member of the committee. 

3. The Department Head vote is separate from the committee vote and the department head must prepare a separate summary statement for the transmittal form. The candidate will receive a copy of the Department Head’s summary statement. 

4. Following each decision at the department, college, and university levels, the Department Head must meet with the candidate and, in accordance with the policies in the Faculty Handbook, will provide an unelaborated report of the TPR decisions. 
Peer Review Team: It is the responsibility of the of the peer review team to provide support and constructive feedback to the faculty member through:


1. Collaboration in the development of annual goals

TPR committee: It is the responsibility of the TPR committee to conduct a summative evaluation based on the documentation presented by the faculty member. 
1. Committee members are expected to review all TPR files prior to the TPR meeting.

2. The TPR secretary is an alphabetically ordered (by last name), rotating position which lasts for the entire academic year. 
3. The TPR secretary must convey the results of the vote to the department secretary who must prepare the transmittal form. 
4. Members may vote to recommend, not recommend or abstain. Abstentions are strongly discouraged. 
5. The secretary of the TPR committee will prepare a summary statement to be included with the file as it is forwarded to the college and university committees.

Part V

Procedures for AFE conducted in the spring of each year

Roles and Responsibilities

Faculty Member: It is the responsibility of the faculty member to collect artifacts and maintain such records as will sufficiently allow him/her to present evidence of his/her progress towards his/her approved goals. It is the responsibility of the faculty member to submit goals, AFE documentation, and any other requested information on (or before) the date provided by the Department Head.

1. Each candidate’s files will be made available to the Peer Review Team one week prior to the meeting of the TPR committee. 

2. By April 1 of each academic year, each faculty member compiles the AFE file, based on his/her approved goals, which documents the extent to which the department standards have been met during that year.  

Peer Review Team: It is the responsibility of the of the peer review team to provide support and constructive feedback to the faculty member to help the faculty member in his/her efforts to demonstrate competence in teaching, scholarship and service through:

1. Observation of teaching, preferably in the Fall semester, with written feedback within two weeks of observation

2.  Review of faculty members TPR documentation, followed by written feedback developed collaboratively by the team, shared with the faculty member, and provided to the Department Head as a summary report.

Department Head: The Department Head is responsible for conducting a summative evaluation of each faculty member during the AFE process. In addition, the Department Head does the following tasks:
1. By August 30, distributes the following items: (1) list of observers for untenured faculty; (2) list of peer review teams; (3) AFE Timeline.

2. Observes a class taught by each untenured faculty member, discusses the observation with that person, and writes a report to be included in the AFE File. 

2. By January 30, distributes a schedule for Annual Faculty Evaluation meetings which will be scheduled for April. AFE files must be completed by April 1. 

3. Prepares a preliminary written report, entitled Preliminary Annual Faculty Evaluation, for each faculty member prior to the AFE meeting. The faculty member must review it and may make suggestions for changes prior to the final AFE report.

4. Prepares the final AFE report. Each faculty member has the right to submit an addendum or retraction to be attached to the department head’s final AFE report.

5. Sends each faculty member’s AFE file to the dean. The department head’s recommendations must be based on the department AFE standards and expectations in conjunction with the individual’s goals and achievements. 

6. Reviews the faculty salaries annually and recommends adjustments to bring faculty in line in terms of equity. Adjunct faculty will be evaluated by the department head or designee using department course evaluations and a peer review of at least one class.
Part VI

Procedures for PTR conducted in the spring of each year

Roles and Responsibilities

Faculty Member: In the spring of the fifth year after the last personnel action (tenure and/or promotion), it is the responsibility of the faculty member to submit such evidence as will support his/her work in teaching, scholarship, and service since the last personnel action. The faculty member under PTR will submit:


1.  Copies of his/her last five AFE documents

2.  AFE documentation for the current year consistent with the guidelines for all faculty.

Department Head:  It is the responsibility of the Department Head to review the documentation submitted by the tenured faculty member, and to:

1.  Write a summative evaluation of that evidence and the faculty member’s performance and meet with the faculty member to review the file.

2.   Submit the evaluation to the Dean of the College. 

3.   The faculty member can appeal a negative evaluation in accordance with the guidelines in the Faculty Handbook.
Part VII

Procedures for reviewing non-tenure-track faculty

Adjunct faculty and instructors – Adjunct faculty and instructors will conduct student course evaluations in all courses each semester.  Each adjunct faculty and instructor will be assigned a tenured or tenure-track faculty member who will be responsible for providing a written review of the adjunct/instructor’s contributions to the department head during the year and no later than the end of the semester in which observed.  This review may be based on any combination of the following as deemed appropriate by the faculty member or as directed by the department head.

· Course evaluations (required)
· Syllabi and course materials (required)
· Student products
· Personal conferences and communications
· Peer evaluations 
Model clinical faculty – It will be the responsibility of the department head to review the contributions of model clinical faculty the department based on the evaluations conducted by Teaching Fellows/Model Clinical director.
Reviewed and discussed: by e-mail and in a meeting 4/24/06
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