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DEPARTMENT OF HUMAN SERVICES
DEPARTMENT TENURE, PROMOTION, AND REAPPOINTMENT CRITERIA

AND ANNUAL FACULTY EVALUATION GUIDELINES AND PROCEDURES

Year(s) Effective: Calendar year 2006-2007
I.  Reappointment, Promotion and Tenure

A.
Introduction 

The criteria, guidelines, and procedures contained herein are supplementary to the current Faculty Handbook and the WCU Tenure Policies and Regulations as approved by the Board of Governors, the provisions of which shall prevail on any matter not covered herein by further allowable specification or on any point wherein this departmental document is inconsistent with those provisions.

B.
Criteria and Format for Reappointment, Promotion and Tenure 


These criteria are in conformity with, and supplementary to, the criteria established by the College of Education and Allied Professions. 


*Care should be taken to avoid redundancy and duplication of the activities listed in these categories.  Department heads should review the items to be reported and work with the faculty member in determining the most appropriate single category in which each item should be listed.  If an activity is of such a nature that duplication cannot be avoided, the fact that it is listed in more than one category should be clearly stated in each place.

10.
Brief Statement (4 to 5 pages maximum) from the candidate that shows how his/her record supports the change of status requested.  The statement should present overviews with citations of evidence from the candidates curriculum vitae, resume, or other sources that are specifically related to the person's: (a) Quality and Effectiveness of Teaching; (b) Professional Development (Scholarship, Editorialships, Grants, Professional Presentations); (c) Contributions to Institutional Affairs; and (d) Potential for Sustained Performance.  See Section 4.0.2.3 of the Faculty Handbook and appropriate departmental and school statements of criteria for further elaboration of a - d.

11.
Record of Experience.  Dates, institutions, rank/title, function, and full-time/part-time in chronological sequence from earliest to the most recent.


(a) Earned Academic Degrees:  Departmental requirements are the same as those stated in the Faculty Handbook (Section II, 4.03).


(b) Professional Preparation and Experience


Years of College-level Teaching Experience

For appointment/reappointment, or promotion of rank, the minimal department requirements are the same as those stated in the Faculty Handbook (Section II, 4.02).

For tenure the maximum number of years of continuous fulltime probationary service shall be seven years except as provided by Section II, 4.00 of the Faculty Handbook and as further provided in the criteria of the College of Education and Allied Professions. 

12.
Explanation of Status of Progress Toward a Higher Degree (if the candidate holds less than the highest degree appropriate to his/her discipline).  If this item is not applicable to the candidate, so indicate but do not change the numbering system of the items listed here.

13.
Professional Preparation.  List preparations other than earned degrees and study leading to a degree, pertinent to the candidacy, if any, e.g., Post Doctoral Study Continuing Education Units.  Dates, institutions, rank/title, function, and full-time/part-time in chronological sequence from earliest to the most recent.

*14.  Record of Teaching.  The cumulative record at Western Carolina University for the last five years or since the last promotion concerning (a) teaching philosophy; (b) teaching loads (e.g., number of courses and students taught per year); (c) teaching versatility (e.g., range of preparations and levels of courses); (d) teaching currency (e.g., presentations/publications concerning pedagogy); (e) teaching quality and effectiveness (e.g., student evaluations, peer evaluations); (f) other pertinent information (e.g., number of graduate students supervised, special information more than five years old).  Candidates will include in their file, syllabi and summaries of course evaluation data from selected courses. Non-tenured candidates hired after the 1995-96 academic year will include a summary of their faculty development activities related to enhancing their teaching effectiveness.  See Section II.C.1.a for details concerning criteria for quality and effectiveness of teaching.

*15.  Professional Development.  The total cumulative record dated in chronological sequence from earliest to the most recent with regard to (a) Research and Publications; (b) Creative Works and Projects (including Professional Presentations, Grants, Consulting, Creative Activities); and (c) Professional Growth (including Professional Memberships, Continuing Education, Conferences Attended, and Training indicating evidence of further professional growth).

*16.  Role in Off-Campus Instruction and Regional Service.  The total cumulative record dated in chronological sequence from earliest to the most recent.

*17.  Record of Contribution to Academic Advisement and Work with Students.  The total cumulative record dated in chronological sequence from earliest to the most recent (e.g., open houses, student recruitment).
*18.  Professional and University Service and Contributions to Institutional Affairs and Activities at the Program, Departmental, College, and University Levels.  The total cumulative record of committee memberships, committee chairpersonships, assigned responsibilities, and other service activities dated in chronological sequence from earliest to the most recent, including (a) Professional Service; (b) University Service; (c) College Service; and (d) Department/Program Service. (Examples include committees, theses or project advising, student association advising, professional seminars, etc.).

19.
 Other Pertinent Information.  Other information pertinent to the candidacy which in the judgment of the department head or departmental committee should be included in the file, or which the candidate requests to be included, may be appended, e.g., Honors and Awards.  Show item number 19 on all pages included in this section of the file.  The page numbering should be continued.  Care should be exercised not to add excessive bulk to the file.  If the information selected for inclusion cannot be briefly summarized, a descriptive note should be entered here that additional documentation is available.  One copy of the documentation itself should be labeled and forwarded with the file for consideration of the committee.

20. Secretary's Statement (Candidate will set this page up, but leave it blank).  When an elected secretary prepares separate statements reporting the committee's recommendation on each candidate individually, each of these statements should be placed in the file of the candidate concerned.  However, any composite report that may be written by an elected secretary about a committee's consideration and recommendations on more than one of the candidates may not be placed in the file of any individual candidate.  Compliance with the Privacy Act requires that any composite report must be transmitted separately to the administrator at the next higher level.

Supporting documentation (i.e., curriculum vita, selected copies of publications, presentations, grants, and awards) should be organized in a notebook binder.   Please do not place documents in plastic cover sheets and insure that each section of your binder is clearly labeled.

The approximate timeline for the TPR review is as follows:  Files are typically due in October, reviewed by the departmental committee in November and the College committee in December of the academic year. 

In its consideration of each candidate, the department shall assess and be guided by the individual's promise for sustained future professional achievement based upon the cumulative record in all the categories listed above. Recommendations for appointment/reappointment and promotion to a rank shall be consistent with the provisions of Section II, 4.02 of the Faculty Handbook. A recommendation for the conferral of permanent tenure must be based on a thorough assessment of the candidate's cumulative record and promise for sustained achievement.  In addition, all recommendations on appointment/reappointment, promotion, and tenure shall be consistent with the needs and resources of the department as related to the departmental strategic plan.

C.  Guidelines for Evaluation of Progress toward Reappointment, Tenure, and Promotion

The guidelines below are intended to provide candidates general expectations specific to the actions of reappointment, tenure, and promotion.  They should also be helpful to the departmental TPR committee as it considers actions.  Guideline indicators should not be interpreted as required or exhaustive.  That is, candidates should view indicators as possible means of demonstrating competence across teaching, service and research.  Inclusion of other indicators is encouraged.

Except for 1st year reappointment, guidelines are provided specific to teaching, service, and research.  Candidates who join the faculty with credit for time served elsewhere should include that credit when attending to the guidelines.  For example, a candidate who begins with two years credit would use the “year three” reappointment guidelines when creating their TPR file. Indicators from prior institutions could be included in candidate’s files.  All work is cumulative.  Evaluation of files should be completed with consideration for the length of a faculty member’s career.  Part time faculty should follow the guidelins for Good teaching.  Non-tenure track faculty should follow the guidelines for Good Teaching and Quality Service only, as research does not pertain to their job functions.  These areas will be reflected in their written annual AFE statement.  
The guidelines provided below are addressed in AFE statements completed by the Department Head and used each year by the departmental TPR committee.
1st Year Reappointment

Guideline 1: Good Teaching

Indicators
Peer review of teaching from WCU (1st semester)

Student reviews (may have to be completed early for use in January TPR meeting)


Guideline 2: Quality Service


Indicators

Evidence of collegiality such as letters from WCU colleagues or Program Director

Student Advisement

Off campus teaching and advisement

2nd and 3rd Year Reappointments


Guideline 1: Good Teaching

Indicators


Peer review of teaching from WCU


Student reviews


Evidence from efforts to improve teaching (seminars, activities…)


Evidence of innovation in teaching (instructional methods, activities, online options)


Guideline 2: Quality Service

Indicators


Program, Department, College, or University committees/activities 


Discipline activity (state, regional, or national participation in associations)

Evidence of collegiality such as letters from WCU colleagues or Program Director

Service as Program Director/Coordinator (if appropriate)

Student Advisement/Mentorship

Off campus teaching and advisement


Guideline 3: Initiation of Research Agenda

Indicators

Progress toward peer reviewed publication indicators for tenure and promotion to Associate Professor (see below – 4 to 5 peer reviewed articles with the presence of first authorship)

Presentations at local, regional, national levels

Proceedings or non-peer reviewed publications

The creation of products associated with scholarship (e.g., web products)

4th and 5th Year Reappointments


Guideline 1: Good Teaching

Indicators


Peer review of teaching from WCU


Student reviews


Evidence from efforts to improve teaching (seminars, activities…)


Evidence of innovation in teaching (instructional methods, activities, online options)


Internal or external awards


Positive outcome measures – prior student performance, employment…


Guideline 2: Quality Service

Indicators


Program, Department, College, or University committees/activities 


Discipline activity (state, regional, or national participation in associations)

Evidence of collegiality such as letters from WCU colleagues or Program Director

Service as Program Director/Coordinator (if appropriate)

Student Advisement/Mentorship

Off campus teaching and advisement


Guideline 3: Research

Indicators

3 to 4 peer-reviewed articles with the presence of first authorship

Presentations at local, regional, national levels

Proceedings or non-peer reviewed publications


Chapters


Professional newsletter entries


Reviews

Funding (internal or external)

The creation of products associated with scholarship (e.g., web products)

Tenure and Promotion to Associate Professor


Guideline 1: Good Teaching

Indicators


Peer review of teaching from WCU


Student reviews


Evidence from efforts to improve teaching (seminars, activities…)


Evidence of innovation in teaching (instructional methods, activities, online options)


Internal or external awards


Positive outcome measures – prior student performance, employment…


Guideline 2: Quality Service

Indicators


Program, Department, College, or University committees/activities 


Discipline activity (state, regional, or national participation in associations)

Evidence of collegiality such as letters from WCU colleagues or Program Director

Service as Program Director/Coordinator (if appropriate)

Student Advisement/Mentorship

Off campus teaching and advisement


Guideline 3: Research

Indicators

4 to 5 peer-reviewed articles with the presence of first authorship

Presentations at local, regional, national levels

Proceedings or non-peer reviewed publications


Chapters


Professional newsletter entries


Product reviews

Editorial responsibilities

Funding (internal or external)

The creation of products associated with scholarship (e.g., web products)

Promotion to Professor


Guideline 1: Good Teaching

Indicators


Peer review of teaching from WCU


Student reviews


Evidence from efforts to improve teaching (seminars, activities…)


Evidence of innovation in teaching (instructional methods, activities, online options)


Internal or external awards


Positive outcome measures – prior student performance, employment…


Guideline 2: Quality Service

Indicators


Program, Department, College, or University committees/activities 


Discipline activity (state, regional, or national participation in associations)

Evidence of collegiality such as letters from WCU colleagues or Program Director

Service as Program Director/Coordinator (if appropriate)

Student Advisement/Mentorship

Off campus teaching and advisement


Guideline 3: Research

Indicators

Invited blind letters of review from colleagues at other institutions (addressed to Department Head or Dean)

10 to 14 peer-reviewed articles with a significant presence of first authorship

Books/Monographs

Presentations at local, regional, national levels

Proceedings or non-peer reviewed publications


Chapters


Professional newsletter entries


Product reviews

Editorial responsibilities

Funding (internal or external)

The creation of products associated with scholarship (e.g., web products)

D. Composition of the Department of Reappointment, Promotion, and Tenure Committee

The departmental advisory committee shall be constituted in a manner consistent with the provisions of Section II, 4.02 of the Faculty Handbook.

The Human Services Tenure, Promotion and Reappointment committee shall consist of six elected members and the Department Head as Chair.  The committee is composed of one tenured, elected representative from each of the four academic programs in Human Services.  In addition, two tenured members are elected to serve as at large members with no program having more than two elected representatives.  If a program does not have a tenured member, the Department Head appoints a tenured committee representative after consultation with faculty of the program in question.

The elected representatives are chosen by the departmental faculty as a whole.  Each full time faculty member has 6 votes and should vote for one representative from each of the four programs and for two at large members from any program. A sample ballot sheet is attached.  

Program representatives are expected to determine and share the views of their tenured faculty members regarding the performance of candidates pursuing various TPR actions.  

E.
Procedures

1.
Preparation of the Files of the Candidates 



Files on each candidate shall be prepared according to university guidelines.


2.
Procedures of the Departmental Advisory Committee on Reappointment, Promotion and Tenure. (See Section II, 4.02 of the Faculty Handbook.)


3.
Other Procedures During and At the End of the Annual Consideration Process. 

a. Members of the Human Services faculty are requested to indicate to the Department Head if they are eligible for reappointment, promotion, and/or tenure and if they desire consideration (Attachment A). Upon confirmation of their eligibility those faculty members who wish to be considered for reappointment, promotion, and/or tenure are reminded of the criteria by which recommendations will be made.

b.  For the purpose of self advocacy and to provide additional information for decision-making, the faculty may include material that provides evidence of productivity, such as the following: 


(1)
Evidence of presentations (oral/written) 


(2)
All syllabi, or selected syllabi 


(3)
Responses received from other professionals/ faculty


(4)
Artifacts of teaching, service and research that represent one's best 
work


(5)
Educational material such as case studies, simulation/games, modules, training guides, etc.


(6)
Advertisement or agendas of workshops attended


(7)
Documentation of consultation


(8)
Outline of speeches delivered


(9)
Committee reports


(10)
When appropriate, evidence of involvement in faculty development activities related to teaching effectiveness

c.
An appeal for a negative decision (request for reconsideration) may be initiated at the conclusion of the consideration process as provided in Section II, 4.02 of the WCU Tenure Policies and Regulations.

F.  Post Tenure Review

Procedures for post tenure review will follow those defined by the University which can be found at www.wcu.edu/fachandbook/empl/secsix.htm.

a) The purpose of post tenure review is to ensure the productivity of tenured professors and to provide suggestions and guidance as needed.

b) Post tenure review is eligible to all tenured faculty upon request, but is required of tenured faculty for whom it has been five years since their last TP review.

c) Included in the review process are the last five AFE statements and a current curriculum vita.

d) The Post Tenure Review (PTR) committee will be comprised of three elected tenured faculty within the Human Services Department selected via anonymous ballots tallied by the human services office assistant, Kerri Rayburn.  The PTR committee will be responsible for conducting the reviews and making appropriate recommendations to the department head, Dr. Lisa Bloom.  

e) In the case of an unsatisfactory post tenure review, the Department Head, and PTR committee will meet with the faculty member to create a plan to best meet the department’s standards for tenured professors.

II. Annual Faculty Evaluation
A.
Purposes

1.
To assist faculty members to know how their work is being evaluated.

2.
To assist faculty members to bring their work to a high level of professional quality.

3.
To promote the continuing professional development of faculty members.

4.
To provide a professional basis for assessments when decisions regarding the status of the faculty members are being made.

B.
General Guidelines


1.
Supplemental to the annual appointment/reappointment, promotion, and tenure process, the department shall complete an evaluation of all of its faculty members, including part time faculty, each spring semester based on those evaluations conducted during the previous calendar year.


2.
As a minimal condition each faculty member in the department shall be evaluated on the same criteria and by the same processes with the exception that all faculty will have opportunity for peer review of classroom teaching. (See Section II, 4.05 of the Faculty Handbook.)

C.
Criteria for the Evaluation

1.
The criteria by which all faculty members will be evaluated are:

a.
Effectiveness as a teacher. 


Criteria for teaching effectiveness can be demonstrated through submission of course evaluation and course content materials that have been reviewed by a combination of peers, self and students.  Data submitted should reflect content expertise, instructional delivery methods, instructional design, course management, student evaluation, faculty/student relationship, and facilitation of student learning.  (See Attachment I for description of each area.)

b.
Service to the university at several levels and to students. 

c.
Effectiveness as a creative artist, performer, researcher, and/or producer of scholarly works. 

d.
Service to the community and region. 

e.
Other skills, abilities, contributions, or roles that are highly valued by the Department.


2.
Criteria Emphases 



The AFE shall focus on the domain of faculty performance including teaching, service and research.

D.
Methods or approaches to be used for evaluation of faculty members on each of the criteria


1.  Faculty Activities Report (see Attachment J) and Design of the Evaluation Plan

The basis on which teaching, service and research will be evaluated includes the following:

Teaching

a.
Student ratings and comments using appropriate departmental forms 
b.
Self-appraisal of overall role performance using departmental form

c.
Courseware development (syllabi, readings, multi-media, etc.).

d.
Peer review of teaching of any faculty directed to such review by the department head or tenured faculty desiring such review using departmental protocol. (See Section II, 4.05 of the Faculty Handbook.)

e. Self-appraisal of growth in the area of teaching effectiveness.

Service

a.
Student advisement

b.
Intra-university service (Administration, committees, etc.)

c.
Consulting activities

d.
Workshops and Presentations

e.
Activities in professional organizations including offices held

f. Journal editing or reviewing

Research

a.
Publications

b.
Papers presented at professional meetings

c.
Unpublished research and research activities

d.
Grants (applied for and/or funded)

e.
Creative projects

2.  Instruments to be used in the following AFE process:

a.
Department of Human Services Standard and Online Teacher Evaluation Forms or other form approved  by the department head and Practicum/Internship Supervisor Evaluation form (Attachments B1, B2, C)  These instruments consist of objective and open-ended items. Faculty members may obtain evaluations from students in any courses after midterm, prior to the date of any final examination with guaranteed confidentiality. A minimum of fifty percent of an instructor’s courses/semester clinical supervisory responsibilities is required for evaluation. There is no limit on the number of courses from which student evaluations may be gathered. Courses must be selected from both semesters. The Department Head will review the courses selected by each faculty member to verify they are representative of the work of the faculty member and that the data will be valid for comparisons across the Department. Evaluations of faculty by students are conducted in a manner appropriate to the format of the course.  For standard courses, faculty members inform students of the evaluation activity, select a student to disburse and collect the appropriate form (Attachment B1), and leave the classroom.  The designated student seals the completed forms in an envelope and takes them to the departmental secretary who will tabulate and summarize the results for the objective portion of the forms. Faculty may also opt to have students complete evaluations on line and have students submit the evaluations electronically through respondus, or by emailing the evaluations to the departmental secretary.  For online courses, the departmental* online teacher evaluation (Attachment B2) or another form approved by the department will be used.  Online evaluations will be completed anonymously by students within the online course software and then forwarded electronically to the faculty member and department head.

b.
Departmental Faculty Performance Scale and Growth Plan (Attachment D)


This instrument is used by faculty members to rate themselves in the areas of teaching, service and research. Under each item space is provided for the faculty member to indicate specific areas for professional development for the coming year. The Department Head completes the same instrument to rate faculty performance from his perspective.

c.
Department of Human Services Classroom Teaching Protocol (Attachment H) 


This protocol is designed to provide peer review of the classroom teaching for new and non-tenure faculty who are directed to peer review by the Department Head or tenure faculty who choose to be reviewed. (See Section II, 4.05 of the Faculty Handbook.) The protocol consists of eight open-ended categories to be used as a non-restrictive guide for peer review.

d.
For the purpose of self advocacy and to provide additional information for decision-making, the faculty may include material that provides evidence of productivity, such as the following: 

(1)  Evidence of presentations (oral/written) 

(2)  All syllabi, or selected syllabi 

(3)  Responses received from other professionals/faculty 

(4)  Artifacts of research, service and teaching that represent one's best work

(5)  Educational material such as case studies, simulation/games, modules, training guides, etc. 

(6)  Advertisement or agendas of workshops attended

(7)  Documentation of consultation 

(8)  Outline of speeches delivered 

(9)  Committee reports 

(10)Other

e.
A narrative report based on all data and the evaluation conference is developed by the Department Head for each faculty member. 

E.
Procedures


1.
A Departmental TPR Committee consisting of one representative from each academic area in the Department is elected annually by the Department. The committee annually reviews the evaluation process including all instruments involved. Faculty in the department are asked to approve any recommendations of the committee and adopt the evaluation process for the year. From that point on it is the responsibility of the Department Head to maintain the schedule for the AFE process.


2.
For standard courses, the Departmental Secretary prepares the student evaluation form along with instructions for faculty members as to the procedures involved (Attachment E).  Attached to the outside of the envelope is a form requesting information regarding the class (Attachment F).  This information is provided by the faculty member and is used by the Department Head when reviewing the results of student evaluations.  Evaluations are completed and returned to the departmental secretary.  The secretary tabulates the results and passes the information to the Department Head.  


For online courses, the faculty member arranges for the online teacher evaluation to be posted to the online course.  The faculty member sets the student procedures for anonymously completing the online teacher evaluation. Evaluations are completed and returned electronically to the faculty member and department head.  

3.
The Department of Human Services has established the following procedure for peer review of the classroom teaching of faculty seeking such review and those new and non-tenure faculty required to be reviewed by the Department Head. The classroom teaching of graduate teaching assistants will be evaluated annually by the Department Head. 


4.  Peer review can be conducted by the Faculty Center, faculty peers or Department Head. If peer review is required per Department Head, Department Head will determine procedure for that review. Attachment H may be used for review.

F.
Consultation with the faculty member about AFE 


At the conclusion of the spring semester each year the Department Head has a conference with each member of the faculty to review the results of his/her evaluation of the previous calendar year and discuss ways to improve performance. At this point the information generated from the course evaluations, the Faculty Performance Scale and Growth Plan (Attachment D) and the previous year's growth plan is reviewed. A written summary of this conference shall be prepared by the department head and shared with the faculty member. As a minimal requirement the faculty member should sign the summary to indicate the receipt of it, but should be provided the added opportunity of replying to indicate acceptance of it or of providing a rebuttal to be attached to the Department Head's summary.

G.
A summary of the AFE results in the Department shall be prepared and submitted to the Dean by the end of the Spring Semester.

H.
Preparation and Approval 

1.
Departmental guidelines shall be prepared or reviewed and revised each spring semester for the next academic year. 

2.
On the timetable announced by the Dean, the departmental document shall be submitted to the Dean for review. The Dean shall endorse the document or recommend revisions. The Dean should forward the approved documents to the Provost for review, only when the Dean is satisfied as to the quality and completeness of the document. The Provost will approve the document or recommend revisions and return it to the Dean and Department Head. When revisions are needed, the Department Head will resubmit the revised document for approval through channels as before.

I.
Implementation 


1.
This document becomes effective for 2004-2005 calendar year immediately following its preparation or revisions upon endorsement by the Dean and approval by the VCAA.


2.
This document shall guide the department's consideration of candidates during the year within the framework of the timetable announced by the Provost.

ATTACHMENT A1
Department of Human Services

To:
Lisa Bloom
I have reviewed the Tenure and Promotion Guidelines of the College of Education and Allied Professions and have determined that:

_______
I am not eligible for consideration according to the guidelines stated.

_______
I wish to be considered for reappointment.

_______
I wish to be considered for tenure.

_______
I wish to be considered for promotion.

_______
I do not wish to be considered this year.

_______
Not applicable.

_____________________________________

Signed

_____________________________________

Date

Within 5 days, please return to: 
Lisa Bloom
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Attachment A2

Department of Human Services

Reappointment, Promotion, and Tenure Committee

Election Ballot

Chair:


Lisa Bloom, Department Head

Choose one representative from each of the four Human Services programs

Counseling

Dale Brotherton
_______

Mary Deck
_______

Lisen Roberts
_______

Valerie Schwiebert
_______

Communication Sciences and Disorders

Ruby Drew
_______

Martin Fischer
_______

Bill Ogletree
_______

David Shapiro
_______

Human Resources

Jim Kirk
_______

Special Education

Karena Cooper-Duffy
_______

Tom Oren
_______

David Westling
_______

Choose two at large members (You may vote for individuals you have already selected above)

At Large Members

Dale Brotherton
_______

Karena Cooper-Duffy
_______

Mary Deck
_______

Ruby Drew
_______

Martin Fischer
_______

Jim Kirk
_______

Bill Ogletree
_______

Tom Oren
_______

Lisen Roberts
_______

Valerie Schwiebert
_______

David Shapiro
_______

David Westling
_______
Attachment B1
TEACHING EVALUATION FORM

DEPARTMENT OF HUMAN SERVICES

M E M O R A N D U M

TO:

Students in Human Services Class

FROM:
Lisa Bloom, Department Head



Department of Human Services

Each year the Department of Human Services asks students to provide feedback concerning the quality of instruction in our classes.  Because the data will become part of each faculty member's annual evaluation which is used for tenure, promotion, reappointment, and merit raise purposes, your most serious consideration is essential.  Please complete this form anonymously and without discussion.  The information provided by students will be shared with each faculty member.  Thank you for your assistance in the very important matter of evaluation of teaching.

The evaluation has two parts:

Part I is to be completed on the computer sheet provided.  Before answering the questions, please indicate the course number and section number on the computer sheet labeled "IDENTIFICATION NUMBER" in the bottom left of the computer sheet.  Put these numbers in columns A through E and shade the corresponding bubble below the letters.  The other information on the left half of the computer sheet should not be filled out.  Please use No. 2 lead pencils, which are provided, on all notations of the General Purpose Answer Sheet.

Part II provides open-ended questions for which you are to list the instructor's strengths and weaknesses and other comments on the course.  After you have completed Part I, go on to Part II.

Part I 

Indicate the degree of your agreement with the statements in the remainder of the questionnaire. Mark your responses on the answer sheet using the following scale. Not applicable (E) should be marked for any statement not appropriate for the course content or structure.


A = Strongly agree 

C = Disagree 


E = Not applicable


B = Agree 


D = Strongly disagree

1. My instructor seems well prepared for class.

2. My instructor makes good use of examples and illustrations.

3. My instructor is helpful when I or other students have course related problems.

4. Students' questions and comments are respected.

5. Course expectations and requirements are clearly stated.

6. The grading system is fair.

7. Teaching methods are effective for this size and type of course.

8. My instructor exhibits enthusiasm for the course content.

9. My understanding has increased with regard to this subject.

Part II

Course

Instructor 








Location

1. Please list this teacher's major strengths as an instructor.

2. Please list any weaknesses associated with this teacher's instruction.

3. List any additional comments or observations you have concerning this course that have not been mentioned above.

Rev .4/05
Attachment B2

ONLINE TEACHER EVALUATION FORM

DEPARTMENT OF HUMAN SERVICES

MEMORANDUM

To: 
Students in Human Services Class

From:
Lisa Bloom, Head


Department of Human Services

Each year the Department of Human Services asks students to provide feedback concerning the quality of instruction in our courses.  Because the data will become part of each faculty member’s annual evaluation which is used for tenure, promotion, reappointment and merit raise purposes, your most serious consideration is essential.  Please complete this form anonymously and without discussion.  The information provided by students will be shared with each faculty member.  Thank you for your assistance in the very important matter of evaluation of teaching.

The evaluation has two parts:

· Part I is to be composed of 5 major categories with 4 scaled questions related to each category.  Use the scaled key to answer this set of 20 questions.

· Part II provides 4 open-ended questions.  You are strongly encouraged to supplement your scaled responses in Part I with open-ended comments requested in this part of the form.

Instructor’s Last Name, First Initial____________________ , ___   Course Prefix - Number  _______-______

	Part I. 

Indicate the degree of your agreement with the statements in this portion of the questionnaire. Mark your responses by selecting the box marked with the letter that corresponds with your degree of agreement.  Not Applicable (E) should be marked for any statement not appropriate for the course content or structure.  
	Key:

A-  Strongly Agree

B-  Agree

C-  Disagree

D-  Strongly Disagree

E-  Not Applicable


	Organization and clarity
	A
	B
	C
	D
	E

	My instructor provides clear guidelines for the work required in this course.
	
	
	
	
	

	My instructor spaces assignments so they are due at reasonable intervals.
	
	
	
	
	

	My instructor arranges assignments so they build on previous learning.
	
	
	
	
	

	My instructor is flexible when there are disruptions in online access.
	
	
	
	
	

	Enthusiasm and intellectual stimulation
	A
	B
	C
	D
	E

	My instructor stimulates my thinking.
	
	
	
	
	

	My instructor helps me push my learning to new levels.
	
	
	
	
	

	My instructor encourages open discussions.
	
	
	
	
	

	My instructor helps keep me engaged in this course.
	
	
	
	
	

	Rapport and respect
	A
	B
	C
	D
	E

	My instructor fosters mutual respect among students.
	
	
	
	
	

	My instructor provides a safe environment for communication.
	
	
	
	
	

	I am learning to value new viewpoints in this course.
	
	
	
	
	

	My instructor fosters collaboration effectively.
	
	
	
	
	

	Feedback and accessibility
	A
	B
	C
	D
	E

	My instructor gives feedback promptly enough to benefit me.
	
	
	
	
	

	My instructor is clear about when she or he is accessible online.
	
	
	
	
	

	Grades are assigned fairly.
	
	
	
	
	

	Grading methods accurately measure what I am learning in this course.
	
	
	
	
	

	Student perceptions of learning
	A
	B
	C
	D
	E

	My instructor promotes my understanding of important conceptual themes.
	
	
	
	
	

	My instructor encourages students to learn from each other.
	
	
	
	
	

	My instructor provides varied learning opportunities.
	
	
	
	
	

	My instructor enhances my ability to communicate effectively about course subjects.
	
	
	
	
	

	Totals by degree of agreement
	
	
	
	
	


ATTACHMENT C

DEPARTMENT OF HUMAN SERVICES

Practicum/Internship Supervisor Evaluation Form

Course (Practicum/Internship Number and Title:_______________________________________
Term: ___________________________
Supervisor: ________________________________

The purpose of this evaluation is to assist in your supervisor's professional growth. This form will be placed in the Department of Human Services Office and released to the faculty member after the term ends.

Circle the appropriate number in the following rating scale: 

	
	
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree
	No Opinion
	Not Applicable

	1.
	The supervisor communicated the expectations regarding practicum/internship responsibilities to me.


	1
	2
	3
	4
	5
	6

	2.
	The supervisor held regularly scheduled conferences with me.


	1
	2
	3
	4
	5
	6

	3.
	The supervisor observed/critiqued/evaluated my practicum/internship experiences ___
times, and I feel this number was sufficient.


	1
	2
	3
	4
	5
	6

	4.
	The supervisor served as a resource person in supplementing theoretical information with practical suggestions regarding my practicum/internship activities.


	1
	2
	3
	4
	5
	6

	5.
	The supervisor encouraged me to become more independent as the term progressed.


	1
	2
	3
	4
	5
	6

	6.
	My supervisor encouraged me to participate actively during our scheduled conferences.


	1
	2
	3
	4
	5
	6

	7.
	Areas of weakness were communicated to me with suggestions for improvement.


	1
	2
	3
	4
	5
	6

	8.
	Areas of strength were communicated to me.


	1
	2
	3
	4
	5
	6

	9.
	Feedback and evaluations of my in-session performance were fair and objectively based.


	1
	2
	3
	4
	5
	6

	10.
	My supervisor's suggestions were helpful and constructive.


	1
	2
	3
	4
	5
	6

	11.
	Overall, I feel my supervisor was effective in promoting my professional growth.


	1
	2
	3
	4
	5
	6


1.
Please list this teacher's major strengths as a supervisor.

2.
Please list any weaknesses associated with this teacher's supervision.

3.
What comments do you have, if any, concerning the evaluative methods used in this 
practicum/internship experience?

4.
Please comment regarding the overall effectiveness of this supervisor.

ATTACHMENT D

FACULTY PERFORMANCE SCALE AND GROWTH PLAN

Ten role descriptors for faculty are given below. Judge the degree to which the faculty member has set the minimum role expectations of the presently occupied position, in terms of the given descriptors. To indicate your judgment, circle the response of your choice for each descriptor on the following scale:





E - Excellent





G - Good





S - Satisfactory





N - Needs Improvement

Evaluator (check only one): 
___ self

___ peer 
___ Department Head

Under each item, include plan for growth in that area if needed. If additional space is needed, attach on separate sheet.

1.0 TEACHING

1.1
Effective Teaching


E

G

S

N


(Instructional dynamics, student


interactions, creative facilitation)

1.2
Courseware Development

E

G

S

N


(Syllabi, readings, multimedia, etc.)

2.0
SERVICE



E

G

S

N

2.1
Effective Advisement

2.2
Intra-University Service

E

G

S

N


(Administration, Committees, etc.)

2.3
Extra-University Service

E

G

S

N


(Workshops, presentations, etc.)

2.4
Professional Development

E

G

S

N

3.0
RESEARCH

3.1
Investigations



E

G

S

N


(Empirical studies, theoretical


models etc.)

3.2
Expressive Scholarship

E

G

S

N

3.3
Grantsmanship


E

G

S

N


(Proposals, grants, funding, etc.)

4.0
SPECIAL



E

G

S

N

4.1
Special Expectation


Specify ______________________


_____________________________

Remarks by the Evaluator:

Evaluator: _____________________________________________
Date: _____________

Remarks by Faculty Member:

Faculty Member: _____________________________________________
Date: _____________

ATTACHMENT E

TO:

Faculty, Department of Human Services

FROM:
Lisa Bloom
RE:

Method of conducting student evaluation of teaching

These are the procedures to be followed in completion of the evaluation process.

A.
Faculty members are to be evaluated by minimum of fifty percent of courses per semester. A maximum of two classes may be selected in one semester. 

B.
Inform the students that you will not be given the individual evaluations they are marking, but will be given a summary after the end of the semester. Totals on the first nine items and typed responses from the final items will be given to the faculty member by the department head during the following semester.
C.
Identify a student to collect the completed evaluations and seal them in the envelope provided. The envelope should be taken to the department head's office by that student. If the course is off campus or on-line, the faculty member will arrange to have evaluation returned to the Department.

D.
After you have given instructions to the class, please leave the room during the time the evaluations are being marked.

E.
The departmental secretary will record the responses and give the totals along with the evaluation forms to the department head.

F.
The department head will share with the individual faculty member the information gathered from the evaluation with the faculty member during the AFE conference. A copy of the summaries of the evaluations will be provided to the faculty member during the following semester.
ATTACHMENT F

TO:

Members, Department of Human Services

FROM:
Lisa Bloom
RE:

Evaluation of Classes

It is course evaluation time again.  Please remember that according to our Departmental Evaluation Plan, you are to have a minimum of fifty percent of your classes per semester evaluated.  There is no limit on the number of courses from which student evaluations may be gathered.

Please identify the course(s) you want evaluated below and return to Rachel Wike.  Remember to indicate the nature of the course (lecture or field experience) so we can provide the correct form.

Name ________________________________________________________________

Course Prefix and Number _______________________________________________

(check one)

_______ Lecture

_______ Experiential

Number enrolled _________________

Course Prefix and Number _______________________________________________

(check one)

_______ Lecture

_______ Experiential

Number enrolled _________________

Course Prefix and Number _______________________________________________

(check one)

_______ Lecture

_______ Experiential

Number enrolled _________________

Course Prefix and Number _______________________________________________

(check one)

_______ Lecture

_______ Experiential

Number enrolled _________________

ATTACHMENT G

COLLABORATIVE GOAL SETTING PROCEDURES

In addition to existing criteria faculty members' AFE may be based on the degree to which they achieved their professional growth goals for that year. Goals may constitute chunks of larger, more long-term goals or they may be smaller discrete projects which can be accomplished in their entirety during a single academic year.

By October 15 of each academic year, the Department Head will schedule a "goals setting conference" with each faculty member. The Department Head, faculty member, and an optional third party (director, coordinator or equal in the department) shall collaboratively set the faculty member's goals for the coming year.

The goals conference(s) will result in the creation of a formal "Goals Agreement." Goals agreements for all faculty members must be on file in the Department Head's office prior to November 1. Goals Agreement forms should include (a) name of faculty member, (b) 3 to 5 goal statements, (c) date the agreement was finalized, and (d) the signatures of both the Department Head and faculty member.

Each goal statement must include (a) the desired outcome, what is to be accomplished, (b) the means, planned activities by which the faculty member intends to achieve the goal, and (c) tangible results, artifacts and/or other physical documentation which will be used to demonstrate completion of the goal (see example at end of document). Individual professional development goals, program area goals, and department goals must be generally supportive of one another.

Faculty members' growth goals may focus on any area of professional development deemed appropriate by them and their department head. For example, goals can include such things as increasing one's knowledge base in a selected discipline or trying out a new instructional strategy. Goals can also focus on such matters as conducting research, writing, or presenting papers. Some faculty members may wish to concentrate on developing new innovative treatments (professional practices). Others may want to set more "service" oriented goals. Possibilities include holding an office in a professional association, doing committee work, and consulting for local business/community groups.

The item "Obtainment of Professional Growth Goals" will be added as category "5" to the "Faculty Performance Scale and Growth Plan" (see Attachment D). The item will be rated and weighted similarly to the preceding 4 items (much greater than minimum expectations, greater than minimum expectations, equal to minimum expectations, less than minimum expectations, much less than minimum expectations). Revisions in goal agreements may be negotiated prior to January 31. All goals should be completed prior to the end-of-the-year AFE conferences with Department Head.

Sample Goal

Improve my grant acceptance/rejection ratio 20% by attending an in-house workshop on grant proposal writing. Achievement of goal will be reflected in the number of approval vs. rejection letters received during 2000-2001 compared to those received during 1999-2000.

ATTACHMENT H

Peer Review of Classroom Teaching Protocol

Faculty Member's Name: _________________________________________________________

Class Name ______________________________________
Section/Number __________

Date of observation ________________________________

Name of Observer _________________________________

Evaluate the faculty member with reference to the following eight categories. The subcategories are provided as a guide and need not be responded to in their entirety.

1.
Knowledgeable 


a. Understands subject matter in depth 

b. Makes subject relevant to students' interests and experiences 


c. Helps students learn how to learn

2.
Prepared and Organized 


a. Is well prepared for class session 


b. Presents information that is well organized

3.
Understandable 


a. Communicates the subject matter clearly 


b. Uses good examples and illustrations 


c. Answers questions carefully and clearly 


d. Speaks clearly and audibly

4.
Enthusiastic 


a. Shows genuine interest in teaching 


b. Demonstrates passion for/love of the subject

5.
Stimulating 


a. Encourages students to think for themselves 


b. Raises stimulating and challenging questions 


c. Motivates students to give best efforts 


d. Stimulates interest in the subject matter 


e. Provides specific feedback on performance

6.
Approachable


a. Is genuinely interested in helping students


b. Encourages questions/discussion in class


c. Has good relationships with students


d. Creates atmosphere conducive to learning

7.
Responsive to Individual Differences


a. Is sensitive to individual interests/abilities


b. Demonstrates respect for race and gender differences

8.
Encourages Participation and Active Learning

Remarks by Faculty Member:

Faculty Member's Signature: ___________________________________
Date: _____________

ATTACHMENT I

Content Expertise: Instructor displays adequate knowledge of the subject.  According to Arreola (1995), content expertise includes the “body of skills, competencies, and knowledge in a specific subject area in which the faculty member has received advanced experience, training, or education” (p. 19)

Instructional Delivery Skills:  Instructor communicates information clearly; creates environments conducive to learning; uses an appropriate variety of teaching methods.

Instructional Design Skills:  Instructor designs course objectives, syllabi, materials, activities, and learning experiences that are conducive to student learning.

Course Management Skills:  Instructor gives timely feedback to students; makes effective use of class time; handles classroom dynamics, interactions, and problematic situations effectively (e.g. academic dishonesty, tardiness, etc.)

Evaluation of Students:  Instructor designs assessment procedures appropriate to course objectives; ensures fairness in student evaluation and grading; provides adequate constructive feedback on student work.

Faculty/Student Relationships:  Instructor displays a positive attitude toward students; shows concern for students by being approachable and available; presents an appropriate level of intellectual challenge along with sufficient support for student learning; has respect for diversity.

Facilities of Student Learning:  Instructor maintains high academic standards; prepares students for professional work and development; facilitates student achievement; provides audiences for student work.


Note:  The descriptors following each of the seven teaching effectiveness criteria are meant to be illustrative of that dimension, rather than exhaustive.









ATTACHMENT J

Western Carolina University

Department of Human Services

Faculty Activities Report

July 1, 2006 – June 30, 2007
AFE report, (year) _____________________________

Faculty member (name) ___________________________________________

Teaching:

Courses you taught this year (put an asterisk beside the new courses)

Fall (Course number, number of students)
Spring (Course number, number of students)

Coulter Faculty Center for Teaching Excellence activities (topic and date)

Thesis work (name of student; indicate chair or committee member; stage of completion)

Number of advisees 


Fall


Spring 

Grants to support teaching (indicate amount of each; source of grant; Do not count grants here if you are counting them in research or service grants)

Other professional development

Research/Publication/Presentations

Articles published (all authors in order of their appearance on the article, article title, journal, publication date; list each article separately; indicate if peer reviewed)

Articles accepted for publication, but not yet published (all authors in order of their appearance on the article, article title, journal, indicate if peer reviewed)

Professional presentations at professional conferences. (all presenters in order of their appearance on the program; presentation title; name of conference; Do not include a presentation here if it is also reported in the service section; You must have been present to make the presentation for this to count)

Grants (group these by internal or external grants, the amount of the grant request, purpose of the grant [money to conduct research or money to present]; if it was funded or not; Do not count grants here if you counted them in teaching or service grants)

Other Creative works

Service

Service presentations (when, where and what it was; do not count a presentation here if it was reported in the research section)

Workshops led (when, where and what it was)

Student recruitment activities where your presence was required (name and date of activity – include Open Houses that you attended)

Off-campus professional involvement (offices in professional associations, committee memberships, etc.) List the involvement and briefly explain what was involved (3 meetings in Greensboro, 1 meeting in Washington D.C., email correspondence, etc.)

On-campus committee and task force involvement (indicate if you were a chair or a member, and how many times you attended meetings of the committee this year; also indicate if you did a special assignment for the committee or task force)


University committees


College committees


Department committees

Service grants (indicate amount of each; source of grant; Do not count grants here if you are counting them in research or grants to improve teaching)

Other

Approved:

______________________________________________________________________________

Department  Head







Date

[image: image1.jpg]







 5/2/2006
______________________________________________________________________________

Dean









Date

______________________________________________________________________________

Provost








Date

1

