Department of Mathematics & Computer Science

Annual Faculty Evaluation for Non-Tenure Track Faculty

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 member are being made.

B. General Guidelines

1. The department shall complete an evaluation of its faculty members each spring semester.

2. Each non-tenure track faculty member in the department shall be evaluated in the areas of contractual obligation on the same criteria and by the same processes as other faculty.

C. Criteria for the Evaluation

1. The criteria by which non-tenure track faculty members will be evaluated are: 

a. Teaching Effectiveness  


In evaluating the seven dimensions of teaching listed in the Faculty Handbook, the following criteria are used:

CONTENT EXPERTISE 

earned degrees

teaching experience

research and publications

preparation for class

classroom presentation

competence in individual course content

INSTRUCTIONAL DELIVERY SKILLS

organization

classroom presentation

efficient use of class time

enthusiasm

INSTRUCTIONAL DESIGN SKILLS

preparation for class

grading and general fairness

COURSE MANAGEMENT SKILLS

efficient use of class time

work load assigned to students

timely feedback given to students

enthusiasm

EVALUATION OF STUDENTS

grading and general fairness

encouragement of classroom participation

FACULTY/STUDENT RELATIONSHIPS

availability to students and effective student guidance

encouragement of classroom participation

maintenance of rapport with students

enthusiasm

FACILITATION OF STUDENT LEARNING

availability to students and effective student guidance

work load assigned to students

encouragement of classroom participation

b. Evidence of professional development, research and scholarly activity.




The Faculty Handbook Criteria by which the faculty members will be evaluated are:

Research and Publications.

Individual research

Directing graduate or undergraduate research 

External seminar presentations

Paper presentations at professional meetings

Lectures presented at non-professional meetings

Publications in professional journals

Book publication

Creative Works and Projects

Consultation in an area of expertise

Designing and implementing projects 

Writing grant proposals


Professional Activities, including Participation, Contributions, and Recognition of Achievement.

Participation in professional organizations

Participation in short courses, seminars, and workshops  

Other Evidence of Professional Growth and Leadership.

c. Evidence of service contributions.  


The Faculty Handbook Criteria by which the faculty members will be evaluated are:    

Off-campus Instructional and Regional Service

Off-campus instruction

Public school assistance

Consulting

Service to professional organizations

Other regional service activities

Work with students.

Advisement

Student organizations

Other work with students  

Activities at the Departmental, College, and University Levels.

Value to curriculum and course development.

Value to department in meeting its service obligations within the university.

Contributions to university committees and other university bodies.

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

2. Emphases of the Criteria

In evaluating the performance of non-tenure track faculty members in the Mathematics and Computer Science Department of Western  Carolina  University, the area of contribution considered most important is  teaching.

D. Sources of information and forms to be used for evaluation of faculty members
1. Design of the evaluation plan


To facilitate evaluation of the attributes described above, each non-tenure track faculty member shall submit the following materials for use by the Annual Faculty Evaluation Committee and the Department Head: the Departmental Annual Faculty Evaluation Form, a Course Materials Packet for each class taught during the previous spring and fall semesters, and Departmental Student Evaluation Forms for each of these classes. Copies of any Departmental Classroom Observation Forms pertaining to any of these classes will be made available to the Annual Faculty Evaluation Committee by the Department Head.  A faculty member may include any additional materials that he or she considers relevant to the evaluation criteria.


The Departmental Annual Faculty Evaluation Data Form shall be turned in by a deadline set by the Department Head.  Faculty members will be notified of the deadline at least ten working days in advance. 


The Course Materials Packet shall be turned in with the AFE Data Form and should include copies of course syllabi (with details of grading and attendance policies) and major examinations for all classes(exclusive of individualized instruction) taught during the evaluation period.



The Departmental Student Evaluation Forms will be used during the two weeks of a semester before the final exam period begins.  The forms are to be filled out in class in the absence of the instructor; a student volunteer will immediately deliver them in an envelope to the department secretary where they will be filed.  After semester grades have been turned in, a legible copy of the instructor's evaluations will be returned to the instructor.


Classroom observation(s) of a faculty member will be considered part of the Annual Faculty Evaluation only when the observer(s) complete and turn in a Departmental Classroom Observation Form to the Department Head.  This form will be used for each situation described below.

a. Classroom observation of non-tenure track faculty 


The Department Head shall observe the classroom teaching of each non-tenure track faculty member at least once each year. Copies of the completed Departmental Classroom Observation Forms will be given to the faculty member and to the AFE Committee for use in the annual evaluation.  

b. Optional classroom observations of faculty


Any faculty member may request to be observed by members of the AFE Committee and by at most one additional faculty member.  Such a request must be submitted to the Department Head in the first two weeks of the term in which the observation is to be made.  In such cases the faculty member will be observed by each AFE Committee member, and possibly by one other faculty member.  Copies of the completed Classroom Observation Forms will be given to the faculty member and to the AFE committee for use in the annual evaluation.


Any materials required by the University as part of the AFE process that are not mentioned above shall be turned in with the AFE Data Form unless dictated otherwise by University policy.


2. Instruments to be used in carrying out the plan

a. Departmental Annual Faculty Evaluation Data Form – see attached copy

b. Departmental Student Evaluation Form – see attached copy

c. Departmental Classroom Observation Form – see attached copy

E. Procedures

1. Formation of the Annual Faculty Evaluation Committee (“AFE Committee”)


The Annual Faculty Evaluation Committee will consist of four members and an alternate elected from the department’s tenured faculty or persons participating in the University of North Carolina System Phased Retirement program from the department.  The members and alternate will be elected annually in the spring semester preceding the academic year in which they are to serve.   They will be elected by the department’s faculty who are subject to evaluation by the AFE committee after members of the Advisory Committee on Reappointment, Promotion and Tenure have been elected.

2. Role of the Annual Faculty Evaluation Committee



The Annual Faculty Evaluation Committee shall be responsible for making an advisory annual evaluation of each faculty member with at least an 80% appointment in the Department of Mathematics and Computer Science, including the Department Head.  After all relevant materials have been read by each member of the Committee, the Committee shall systematically consider and discuss the information pertaining to each individual faculty member.  For each faculty member the Committee will write a summative statement concerning the various attributes and contributions of that individual, including a list of strengths and weaknesses.  Approval of the form of the statement will be arrived at by democratic procedures.  The summative statement for each faculty member will be transmitted to the Department Head, except that the summative statement concerning the Department Head will be forwarded directly to the Dean.

3. Role of the Department Head     


a. Annual evaluation of each faculty member



The Department Head, independently of the AFE Committee’s work, shall prepare an annual evaluation statement on each faculty member in the department.  This statement shall note the faculty member's strengths and weaknesses, giving special attention to activities meriting special praise and areas requiring improvement.

b. Consultation with each faculty member about AFE conclusions


At the conclusion of the evaluation process each year the Department Head will confer with each faculty member about the results of his or her evaluation.  No later than the working day prior to such conference, the faculty member shall be provided with written copies of the summative statements made by the AFE Committee and by the Department Head.


Should a faculty member desire a written clarification of any portions of the AFE Committee’s statement, he or she should submit a written request for such clarification to the Department Head, who will forward it to the AFE Committee.  It would normally be expected that such a request be made prior to the faculty member’s conference with the Department Head.  Any such request and the committee’s written response will become part of the faculty member’s AFE materials.


During the conference with each faculty member, the Department Head shall discuss the contents of both summative statements, including strengths and weaknesses as well as expectations of both the faculty member and the Department Head with regard to future performance and opportunities. The faculty member should, by his signature (or initials) and date, show that the evaluations have been discussed with him.  The faculty member should be provided the added opportunity of replying to indicate acceptance or of providing written rebuttal.  Such rebuttal must be submitted to the Department Head within ten working days from the date of the conference.


During the consultation process a faculty member may acknowledge having one or more problems or weaknesses and request help.  Should this occur, the Department Head will assist the faculty member in identifying persons or other resources that might be helpful.


F. Submission of AFE materials


Copies of the AFE Committee’s statement, the Department Head’s statement, any request for clarification of the AFE Committee’s summary and the Committee’s response, any written rebuttal by the faculty member, and any other materials required by the University as part of the AFE process, will be given to the faculty member, the Dean, and also placed in the faculty member’s AFE file.
