PROCEDURE FOR ASSOCIATE FACULTY EVALUATIONS
“Every associate faculty will be evaluated during the first term of hire, winter and summer included, once each year for the next two years, and at least once every three years thereafter.”

If they are not employed for two years or more they will be removed from the evaluation cycle and start anew if they return at that time.
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1. 
Human Resources will forward a list of pending evaluations for associate faculty that are valid as of census to the Vice President on each campus.  The VP will then forward the list to the appropriate Department Chairs and IDS’s.  The Department Chair will prepare the appropriate paperwork and assign a person (Reviewer) to carry out the evaluation. 

2.
The Reviewer will conduct a classroom observation and complete a written report, which will include a review of all student surveys and a review of the faculty’s syllabi as a mandatory component during the evaluation.  They will contact the faculty member to review the findings and note their findings on the cover sheet along with their signature.  
3.
The Reviewer will give the faculty member a copy of the evaluation for their signature to indicate that he or she has received the report.  The associate faculty member may submit a written disagreement to the Department Chair within fifteen (15) working days of receiving the report.  

4.
The Reviewer will turn in the completed evaluation to the Department Chair. The Department Chair must review the evaluation and sign it.  
5.
The IDS will make two copies of the evaluation:  one for their office and one for the faculty member. The original is forwarded to the Vice President’s office.
6.
The Vice President’s primary responsibility is to ensure proper completion of evaluations for their campus and maintain an up-to-date list of all evaluations that have been completed and forward them to Human Resources before finals.  
