Department of Music
Annual Faculty Evaluation

Clarification Regarding Non Tenure-track Faculty

The Department of Music’s TPR/AFE document addresses the evaluation of all full-time non-tenured and tenured faculty.  It also specifically mentions the evaluation of graduate teaching assistants and new part-time faculty.  To meet the requirements of SACS, the University’s accrediting agency, however, the scope of the AFE portion of the document must be revised to include all part-time faculty as well as 80% time Lecturers and faculty on phased retirement.  Formal review of this document will take place during the spring semester 2006.
This revision shall clarify the following points:

· All faculty in the Department of Music must be evaluated each year, regardless of their employment status (part-time, 80% time Lecturer, fixed term full-time Visiting Instructor or Visiting Assistant Professor, etc.).  
· For full-time fixed-term faculty, the Annual Faculty Evaluation process does not differ from that required of full-time tenured or tenure-track faculty.  
· For 80% time Lecturer positions, only the teaching portion of the AFE must be completed (since neither part-time nor 80% positions are to be assigned departmental service duties, nor are they expected to produce research and creative activities).

· For part-time and phased retirement  faculty, the evaluation of teaching shall be conducted by the Department Head or mutually agreeable designee.  The evaluation shall be based on review of syllabi for each course, student evaluations for each course, and direct observation of classroom teaching (required for new appointees, but at the discretion of the Department Head for continuing part-time and phased retirement faculty).  The Department Head shall prepare a written evaluation documenting the teaching assignments and recommendations, if any, for improvement.

· For graduate teaching assistants, evaluation of teaching and/or service shall be conducted by the faculty members supervising the graduate student’s assistantship duties.  This may include more than one faculty member, since assistants are sometimes shared among faculty members.  Note:  the category of research/creative activity is not relevant to the evaluation of graduate assistants.  Evaluation of graduate teaching assistants may end up in a separate document, since the TPR/AFE document is primarily intended for faculty.
Sources of Evidence.  The Department’s Annual Faculty Evaluation process includes the following sources of evidence.  Items 1 and 2 are required of all faculty.  Item 3 is not required of tenured faculty, those on phased retirement, or part-time faculty.  Items 4 and 5 are not required of phased retirement and part-time faculty.
1. Syllabi for each course taught 

2. Student evaluations of instruction in each section of each course taught 

3. Direct observation of classroom or studio teaching 
4. Peer evaluation of AFE document and supporting course materials
5. The faculty member’s written self-evaluation that addresses the seven dimensions of teaching.  Full-time tenured or tenure track faculty must also address research/creative activity, and service.

6. 0ther evidence at the discretion of the faculty member.

The AFE Summary Statement.  The Annual Faculty Evaluation process culminates in an AFE Summary Statement written by the Department Head.  This document is reviewed and signed by the faculty member.  The faculty member’s signature on the AFE Summary Statement merely acknowledges receipt of a copy of the statement.  The faculty may submit a written response to the Department Head’s summary, which shall be kept with the AFE Summary in the faculty member’s personnel file.  
Areas of Responsibility.  The responsibilities of faculty and the department head in the AFE process are summarized below.
As required depending on faculty status, the faculty member to be reviewed:


1) submits syllabi at the beginning of the semester for each course taught.


2) submits student evaluations at the end of the semester for each course taught during the fall semester and any spring semester courses not taught in the fall.


3) submits a written Annual Faculty Evaluation.  Part-time teachers who teach only in the fall must submit this document in the fall semester.

4) submits supporting materials at his or her discretion.
Members of the Departmental Personnel Committee:


1) conduct direct observations of classroom or studio teaching for tenured or tenure-track faculty as outlined in the department’s AFE document.
Members of the Peer Review Committee (two tenured faculty, selected annually):


1) read all faculty AFE teaching statements and submitted materials


2) evaluate all faculty as described in the departmental AFE document

The Department Head 


1) reviews all faculty AFE statements and submitted materials


2) conducts direct observations of classroom or studio teaching for all fixed term, 80% Lecturer (and of part-time and phased retirement faculty at his discretion)


3) reviews all syllabi


4) reviews all course evaluations


5) writes the AFE Summary and reviews this document with the faculty member


6) places a copy of the AFE and the faculty member’s optional written response in the faculty member’s personnel file


7) forwards the AFE statement to the Dean

