PERFORMANCE  APPRAISAL  (FACULTY)

2003-04
EMPLOYEE  INPUT

This section should be completed by the employee just prior to his/her annual performance evaluation.

1.
What do you consider to be the most important parts of your job?

     
2.
What part(s) of your job interest(s) you most?

     
3.
What part(s) of your job interest(s) you least?

     
4.
Which of your abilities/talents are not being fully utilized?

     
5.
List specific steps that your supervisor can take to help you perform better.

     
6.
List specific steps that the College can take to help you perform better.

     
7.
Which aspects of your job could benefit from more experience and training?

     
8.
What accomplishments in the past year have given you the most satisfaction?

     
9.
What frustrated you most in the past year?

     
10.
What are your 1–3 year career goals (list by job title)?

     
11.
What are your 4–10 year career goals (list by job title)?

     
COURSE  EVALUATION

Instructor:       








Course:       
Observer:       








Date:       
Time Observed  (      to       )

	Please rate each of the following from 1 to 5 with 1 being strongly disagree and 5 being strongly agree; or "Yes" or "No" as applicable.  If the measure was not observed mark “N/O.”  Please include comments concerning the measure.


	CURRICULUM REVIEW




      NO

            YES
	COMMENTS

	
	
	1
	2
	3
	4
	5
	
	N / O
	

	1.
	The syllabus course description agrees with the state description
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	2.
	The syllabus course objectives agree with those in the state description
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	3.
	The syllabus contains a weekly outline
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	4.
	Topics are presented in a logical sequence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	5.
	The syllabus provides for each of the course objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	6.
	The syllabus contains information necessary to determine grades
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	7.
	The syllabus contains necessary classroom policies
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	8.
	The syllabus references required texts, resources and how they will be used
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	9.
	The instructor's office hours are included (if applicable for adjunct faculty)
	 FORMCHECKBOX 

	
	
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	ASSESSMENT REVIEW
	
	
	
	
	
	
	
	
	

	1.
	Tests relate to course learning objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	2.
	Projects are appropriate to course objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	3.
	Appropriate records are maintained to determine student achievement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	4.
	The instructor prepares appropriate evaluation activities and instruments (usage of tests, lab work, other exercises)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	CLASSROOM REVIEW
	
	
	
	
	
	
	
	
	

	1.
	The instructor presents material as it relates to the syllabus
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     


	2.
	The instructor presented an overview of the lesson)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	3.
	The instructor communicated effectively (grammar, spelling, voice volume)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	4.
	The instructor defined terms, concepts, and principles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	5.
	The instructor presented examples to clarify points
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	6.
	The instructor related new ideas to familiar concepts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	7.
	The instructor encouraged students' participation in class
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	8.
	The instructor explained material in response to students' questions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	9.
	The instructor provided assistance to students when needed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	10.
	The instructor engaged students in participatory and productive learning activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	11.
	The instructor used various teaching aids (media, AV)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	12.
	The instructor demonstrated knowledge of subject matter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	13.
	The instructor established and maintained an atmosphere which facilitated learning
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	14.
	The instructor was prepared (class began on time, materials ready, used class time productively)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	15.
	The instructor adapted teaching methods to students enrolled
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	16.
	The instructor treated students with respect and equality
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     

	17.
	The instructor maintains a safe environment in classroom/lab
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	     


What were the major strengths observed?

     
What suggestions for improvement can be made?

     
SUMMA  SUMMARY

(Attach Instructor Summary of Unit Classes)

Term(s):       
I.
Competent


1.  Two or more summary factors significantly below the national mean at the .05 level.

No  FORMCHECKBOX 


2.  One or more summary factor(s) significantly below the national mean at the .01 level.

No  FORMCHECKBOX 


3.  Question 22 mean 3.75 or lower.







No  FORMCHECKBOX 


(If above three are “No,” evaluation is “Competent”; proceed to II)

II.
Commendable


1.  Two or more summary factors significantly higher than the national mean at .05 level.

Yes  FORMCHECKBOX 


2.  One or more summary factors significantly higher than the national mean at the .01 level.
Yes  FORMCHECKBOX 


(If one or two of the above are “Yes,” evaluation is “Commendable”; proceed to III)

III.
Distinguished


1.  Five or more summary factors significantly higher than the national mean at the .05 level.
Yes  FORMCHECKBOX 


2.  Three or more summary factors significantly higher than the national mean at the .01 level.
Yes  FORMCHECKBOX 


(If one or two of the above are “Yes,” evaluation is “Distinguished.”)

SUMMA Summary (enter 5 if Distinguished, 4 if Commendable, and 3 if Competent):       
Comments for SUMMA Evaluation Exception:

     
SELF  EVALUATION

This Self-Evaluation provides you the opportunity to review your activities, successes, challenges, and goals from the previous year.  It also provides you the opportunity to provide information to your supervisor for the annual summary evaluation.  The questions relate to certain key indicators, which support your job description and functions.  There is no required length to your responses.  Feel free to attach any documents or additional material you feel are appropriate.

INSTRUCTION

Was class time utilized effectively?  Did classes meet on time, for full time allocated, handouts and materials ready for distribution to students, visual aids ready, etc.?

     
What resources do you use during a typical class?

     
What critical thinking strategies do you use within your courses?

     
How do you present new material to class?

     
What innovative teaching techniques have you tried in the past year?  How would you rate their success?

     
How have you created an atmosphere conducive to learning?

     
How do you determine if material is appropriate to present to class?

     
Does your course syllabi adequately inform the student about class expectations?  If not, what improvements could you make?

     
How often are safety concerns discussed in your class/lab?

     
Please discus any additional items that are appropriate.

     
PROGRAM MANAGEMENT

How can students locate you?  Do students find this conducive for them?

     
How did you assist in advising this year?

     
Please describe activities where you may have worked with your chair to further the interests of the program (curriculum development, advisory committees, scheduling, budget, etc.)

     
Please discuss any additional items that are appropriate.

     
PROFESSIONAL DEVELOPMENT

How have you kept yourself current with changes in your field over the past year, both technically and pedagogically?

     
Are you active in any professional organizations?  Which ones?  Please list any activities.

     
Please discuss any additional items that are appropriate.

     
COLLEGE AND COMMUNITY SERVICE

How have you participated on site, regional, or state committees in the past year?

     
What College-related events have you participated in within the last year?  Describe your role in the event.

     
How have you served as a community resource in the past year?

     
Are there resources (speakers, experiences, equipment, etc.) that you have brought to the College as a result of your community involvement?  What are they?

     
Please discuss any additional items that are appropriate.

     




PREVIOUS YEAR’S GOALS

Identify the goals you and your supervisor previously established for this year.  Were you successful?  Why or why not?  What did you learn from your challenges?

     
Please discuss any additional items that are appropriate.

     
REGIONALLY ADDED

Describe specific implementation initiatives relating to the regional philosophy of education and the Developing Capable People paper you have utilized in the classroom (both in the Instructions for Completion).

     
Describe strengths and areas for improvement regarding your implementation of the applicable components of the Region’s vision and values statements  (ref. the Instructions for Completion).

     
The following is to be completed by Academic Chairs.  Please provide any additional material you deem appropriate.

ENROLLMENT MANAGEMENT

Describe any activities in which you have worked with Student Affairs and/or Marketing.

     
In what ways were linkages with high schools and other colleges furthered in the past year?

     
Was the course schedule conducive to students?  Please comment on the number of courses added, cancelled, and enrollments as well.

     
What was the program placement rate?  How did you assist graduates in their placement activities?

     
PROGRAM ADMINISTRATION

In what ways have you assisted other departments in related activities?

     
Has your advisory committee been effective in the past year?  Why or why not?

     
Describe any curriculum development activities in which you participated in the past year.  Please include any efforts to further develop courses offered.

     
What activities have occurred in the past year to improve classes and/or labs?

     
Please comment on the Technical Program Review and The Plan for the Improvement of Teaching and Learning.

     
How effectively was your budget managed?

     
HUMAN RESOURCE MANAGEMENT

Have you been successful in recruiting and developing staff, full-time and adjunct faculty?  How?

     
What issues are important to faculty, students, and staff?  How are you addressing them?

     
Self Evaluation Summary (completed by Supervisor—enter 5 if “far exceeds expected,” 4 if “exceeds expected,” 3 if “meets expected,” 2 if “satisfactory in most areas,” and 1 if “unsatisfactory”):       
PART  A  –  GOALS  FOR  NEXT  PERIOD

At the beginning of an evaluation period, the chair or dean and faculty member will discuss at least two essential goals for the next evaluation period.  Each of the six steps need to be noted, with appropriate follow-up during the year.  Goals may change or be adjusted as needed based upon campus factors.

I.  Goal One:

1)  Observable benchmarks and measures:

     
2)  Benefits to the College, the Program, or to You:

     
3)  Skills, knowledge, in-service/training, or resources required to reach this goal:

     
4)  Individuals / groups to work with to help reach this goal:

     
5)  Target date for completion:

     
6)  Outcome:

     
II.  Goal Two:

1)  Observable benchmarks and measures:

     
2)  Benefits to the College, the Program, or to You:

     
3)  Skills, knowledge, in-service/training, or resources required to reach this goal:

     
4)  Individuals / groups to work with to help reach this goal:

     
5)  Target date for completion:

     
6)  Outcome:

     
III.  Evaluative Weights

Identify Evaluative Weights for the upcoming evaluation period.  Evaluative weights will be determined for faculty using only the first column.  Chair weights will be determined using both columns.
	
	Instructor
	Prog/Dept Chair
	Division Chair
	
	Prog/Dept
	Division

	Instruction (SUMMA wt. 40%)
	     %
	     %
	     %
	Enrollment Management
	     %
	     %

	Program Management
	     %
	     %
	     %
	Program Administration
	     %
	     %

	Professional Development
	     %
	     %
	     %
	Human Resource Management
	     %
	     %

	College & Community Service
	     %
	     %
	     %
	
	
	

	Goal Achievement
	     %
	     %
	     %
	
	
	

	Vision Support
	     %
	     %
	     %
	
	
	


PART  B  –  EVALUATION  OF  PAST  PEFORMANCE

Please evaluate the instructor on the following factors.  Provide comments where necessary.  If your campus is using factor point values, use whole numbers only.  Campuses may use the Lickert scale as a 5-point scale.
Faculty Section I – Instruction    





Use this scale for the following: 

       Seldom

             Consistently


 Consistently











Meets Standards
         Meets Standards
         Exceeds Standards












1

2

3

4

5

	SECTION I
	
	EVAL

	1
	Facilitate student learning by delivering assigned classes in accordance with College policy and course objectives.

Comments:       
	     

	2
	Develop/maintain course outlines, syllabi, lesson plans, assignments, tests, materials.

Comments:       
	     

	3
	Maintenance of student records, attendance, grades and other requirements.  And maintain safe, quality classroom/lab, equipment, supplies & inventory.

Comments:       
	     

	Section I A -- SUMMA
	   0

	Section I B -- Self Evaluation
	   0

	OVERALL FACULTY SECTION I EVALUATION
	0.00

	Note:  ((Sections I 1 + I 2 + I 3) x .13334) + (Section I A x .40) + (Section I B x  .20) = Overall Faculty Section I Evaluation where 1.50 to 2.49 = "Satisfactory In Most Areas"; 2.50 to 3.49 = "Fully Satisfactory or Expected"; 3.50 to 4.49 = "Exceeds Expected"; and 4.50 to 5.00 = "Far Exceeds Expected"
	


Faculty Section II – Program Management

	SECTION II
	Average Evaluation = !Zero Divide
	EVAL

	4
	Provide academic advising for registering students.  Maintain posted office hours for student interaction each week.

Comments:       
	     

	5
	Assists Chair with administrative duties, to include program curriculum, advisory committee meetings, budget development/control & recruitment/retention tasks.

Comments:       
	     


Faculty Section III – Professional Development

	SECTION III
	Average Evaluation = !Zero Divide
	EVAL

	6
	Participate in professional development or scholarly activities which may include in-service, courses, or seminars to advance technical skills as well as knowledge within the field of study. Meets Ivy Tech credentialing requirements.

Comments:       
	     


Faculty Section IV – College-wide, Campus & Community Service

	SECTION IV
	Average Evaluation = !Zero Divide
	EVAL

	7
	Serve on and participate in campus, regional and College-wide professional/community (college or discipline related) activities, committees, and taskforces.

Comments:       
	     


Academic Chair Section I – Enrollment Management    

	SECTION I
	Average Evaluation = !Zero Divide
	EVAL

	1
	Coordinate with Student Affairs & Marketing departments the activities for recruitment, advising, registration, graduation & other promotional activities.

Comments:       
	     

	2
	Develop secondary/post secondary linkages.

Comments:       
	     

	3
	Create course schedules conducive to student enrollment.

Comments:       
	     

	4
	Participate in job placement and alumni activities.

Comments:       
	     


Academic Chair Section II – Program Administration

	SECTION II
	Average Evaluation = !Zero Divide
	EVAL

	5
	Coordinate related activities with other academic and non-academic departments.  

Comments:       
	     

	6
	Lead, assist & coordinate advisory committee development & functions.

Comments:       
	     

	7
	Review & develop curriculum & courses within statewide guidelines.

Comments:       
	     

	8
	Oversee quality classroom, lab, equipment, supplies, inventory & maintenance.

Comments:       
	     

	9
	Develop long & short-range plans for program(s).

Comments:       
	     

	10
	Develop long & short-range plans for program(s).

Comments:       
	     

	11
	Recruit, evaluate & develop full-time & adjunct faculty as well as appropriate staff.

Comments:       
	     

	12
	Review & respond to faculty/staff &/or student issues.

Comments:       
	     


Academic Chair Section III – Human Resource Management

	SECTION II
	Average Evaluation = !Zero Divide
	EVAL

	13
	Recruit, evaluate & develop full-time & adjunct faculty as well as appropriate staff.

Comments:       
	     

	14
	Review & respond to faculty/staff &/or student issues.

Comments:       
	     


PART  C  –  OPTIONAL  COMMENTS  BY  EMPLOYEE  OR  SUPERVISOR
Significant achievements accomplished during the evaluation period just completed that have not been otherwise noted:

     
Comments by Faculty Member:

     
Comments by Evaluator:

     
SUPPORT  OF  VISION,  VALUES  &  PHILOSOPHY  OF  EDUCATION

This section reflects the overall performance of the employee as related to the support of the Region’s vision, values and philosophy of education (ref. Instructions for Completion).

A.
Areas of strength in performance.

     
B.
Areas for improvement in performance.

     
Support of Vision Summary (enter 5 if “far exceeds expected,” 4 if “exceeds expected,” 3 if “meets expected,” 2 if “satisfactory in most areas,” and 1 if “unsatisfactory”:        

ADDENDUM

As an addition to the annual performance evaluation, you are being asked to complete the following information regarding job descriptions, professional development opportunities and access to necessary equipment to perform your job.  This information will be discussed between you and your supervisor.

JOB DESCRIPTION

Each year you and your supervisor will review your job description to make sure it is current.  You should discuss with your supervisor any updates you believe are necessary.  Any recommendation for updates will be forwarded to the Human Resources office for final approval.

1. Did you receive a copy of your job description to review (and update if necessary)?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

2. Did you and your supervisor review your job description?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

*Please attach job description (current or updated).

PROFESSIONAL DEVELOPMENT

1. Did you attend one of the following in-service opportunities that was provided to you during the past year?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   (If a College sponsored in-service activity is not listed, skip to question 3)

     
2. If your answer was "No," what was your reason for not attending?

     
3. If question #1 does not apply, were you given at least one opportunity for a professional development activity during the past year such as attending a seminar, conference, or continuing education, etc.?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


If "Yes," what was/were the activity(ies) you attended?                                                                             

     
4. Did you take advantage of the College’s fee remission/tuition reimbursement benefit this year?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
EQUIPMENT ACCESS

1.
Do you have access to equipment necessary to perform your job function?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

2.  
If "No," please list the equipment you deem necessary.  Note:  Your supervisor must substantiate your need.
     
COMMENTS

Employee Comments:                                                                                                                                     
     
Supervisor Comments:

     
SECTION  IX  –  EVALUATION  SUMMARY

	Employee:      
	Hire Date:      
	Supervisor:      

	Title:      
	Classification:      
	Department:      

	In Present Position Since:      
	Time Period:      
	     

	
	
	
	
	
	

	Approved:   FORMCHECKBOX 

	     
	Date:       
	Approved:   FORMCHECKBOX 

	     
	Date:       

	Approved:   FORMCHECKBOX 

	     
	Date:       
	Approved:   FORMCHECKBOX 

	James L. Steck
	Date:       


OVERALL  





	
	(Faculty)

Section I; 

Instruction
	(Faculty)

Section II: 

Prog Mgmt.
	(Faculty)

Section III: 

Prof. Dev.
	(Faculty)

Section IV: 

Service
	(Chair)

Section I:

Enroll. Mgmt.
	(Chair)

Section II: 

Program Adm.
	(Chair)

Section III: 

HR Mgmt.
	Goals
	Vision and Values
	OVERALL
	
	Performance FAR EXCEEDS that EXPECTED.* (4.50 - 5.00)


	 FORMCHECKBOX 



	Wt. (%)
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0%
	
	Performance EXCEEDS that EXPECTED.* (3.50 - 4.49)
	 FORMCHECKBOX 


	Eval
	   0.00
	   0.00
	   0.00
	   0.00
	   0.00
	   0.00
	   0.00
	     
	   0
	0.00 *
	
	Performance is FULLY SATISFACTORY and that EXPECTED.* 

(2.50 - 3.49)
	 FORMCHECKBOX 


	Wt'd.

Eval
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	
	Performance is SATISFACTORY IN MOST AREAS (1.50 - 2.49).
	 FORMCHECKBOX 


	
	
	
	
	
	
	
	
	
	
	* Mean
	
	Performance is UNSATISFACTORY (1.00 - 1.49).
	 FORMCHECKBOX 



* For an employee experienced in, and well qualified for, the employee’s current position/classification.

I acknowledge that I have reviewed and discussed all sections of this performance appraisal and addendum.

Employee:  









Date 



Reviewed/Approved By:

Supervisor:  









Date:  
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