











Date Prepared:  12/6/05              
Date Provost Approval:  __________
DEPARTMENT OF POLITICAL SCIENCE AND PUBLIC AFFAIRS
Annual Faculty Evaluation Guidelines and Procedures

Part-Time, Visiting Professor, and Fixed-Term (Non-Tenure Track)
Year(s) Effective:  2005-2006
Annual Faculty Evaluation
A. Non-tenure track faculty in the Department of Political Science and Public Affairs are evaluated at the end of each spring semester by the department head. 

B. Evaluation Process: 


a.
Characteristics to be evaluated:

Most of each non-tenure track faculty member's time is spent in activities directly related to teaching.  Consequently, the program regards competence in teaching as by far the single most important quality to be evaluated.  

Content Expertise:  Instructor displays adequate knowledge of the subject.  

Instructional Delivery Skills:  Instructor communicates information clearly; creates environments conducive to learning; and 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; and 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; and has respect for diversity

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

b.
Sources of information to be used as appropriate and available:

i. An examination of written student evaluations of faculty.  Such written evaluations will be conducted at least one semester each year.  (The current departmental evaluation form is attached to this document.)  

ii. Members of the department's tenure-track faculty will observe non-tenure track faculty teaching once each academic year.  The department head will discuss the report with the individual faculty member.  The report will be placed in his or her personnel file in the departmental office.  

iii. Syllabi submitted by the faculty member for each course taught each semester.
iv. Outstanding teaching awards and related honors.
c.
AFE report generated by department head based on these sources.

C. Distribution of Annual Faculty Evaluations: Faculty receive copies of their evaluations. Copies are also kept on file in the department head’s office.

D. Faculty Consultation: The department head schedules a meeting with the non-tenure track faculty to discuss their AFEs.
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PSC/PA DEPARTMENTAL TEACHING FORM
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NA = Not Applicable

BMS = Below Minimal Standards

DC = Deficient in one or more areas, but can be corrected

A = Acceptable

S = Superior

Course Evaluation

Course prefix and number:___________________Section:_____________________

Instructor:________________________________Year:_____________Semester:________

1.
What did you like most about the course?  What was of most value to you in taking the course?

2.
Did you develop any new insights, view points, or ways of thinking as a result of this course?  If so, give some examples.

3.
Were the readings, handouts, movies, etc., worthwhile and beneficial to you?  Why or why not?

4.
Was reading the textbook worthwhile and beneficial to you?  Why or why not?

5.
Were the class discussions worthwhile and beneficial to you?  Why or why not?

6.
Were the lectures worthwhile and beneficial to you?  Why or why not?

7.
Are there any topics that should be added to or removed from the course?

8.
Is there anything the instructor can do to improve the course?
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