Guidelines for Evaluation  (revised 6/12/04)
A) Guidelines for Annual Self- Evaluation Report. 

1. Self-Evaluation with regards to faculty role model criteria

(a) Description of teaching responsibilities, activities, and accomplishments. Self-evaluation and reflections by instructor regarding all aspects of teaching (should include strong points and challenges, as well as any actions taken or revisions planned based on student, supervisor, peer or self evaluations).

(b) Description of activities related to advising and mentoring. Self-evaluation and reflections by faculty member regarding progress toward or fulfillment of advising/mentoring responsibilities.

(c) Description of service responsibilities, activities, and accomplishments. Self-evaluation and reflections by faculty member regarding progress toward or fulfillment of service responsibilities. 

(d) Summary of professional involvement. Self-evaluation and reflections of professional involvement with supporting documentation as appropriate. Faculty should include any professional reviews that may be part of the normal processes of the faculty members’ professional involvement. 

2. Professional Development Plan that articulates current and future goals in all areas of the faculty role model, and presents strategies for accomplishment of these goals.  A prioritization of the criteria for evaluation should be included as part of the professional development plan. 



+Refer to Professional Development Plan guidelines for more specific information.

3. Current Curriculum Vitae

B) Recommended Practice for Evaluation Conference by Department Head 

The evaluation conference should include discussion regarding the faculty member’s progress toward accomplishment of goals and objectives for the year based on the faculty role model. Additionally, the conference should include discussion of the faculty member’s professional development plan, including the intended prioritization of criteria for evaluation for the upcoming year. 

C) Guidelines for Annual Written Evaluation by Department Head

The department head’s annual written evaluation for each faculty member is to be based on the criteria for evaluation. Department heads should evaluate all aspects of a faculty member’s performance based on the criteria for evaluation expressed in the faculty role model, and in accordance with a faculty member’s designated priorities for the year. The evaluation should also include an examination of the faculty member’s professional development plan as relates to all aspects of the faculty role model. As faculty expand their work beyond department lines, department heads are encouraged to seek additional input as appropriate (ie. faculty who are directors of college-wide programs, teach interdisciplinary courses, etc.). The Vice President for Academic Affairs provides department heads with the format for written annual evaluations.

D) Recommended Practice for Observation of Teaching 

Prior to the formal teaching observation, the department head should schedule an appointment with the faculty member to discuss areas of focus for the evaluation. Following the pre-observation meeting, the department head should observe the instructor teaching a class. The department head should schedule a follow-up meeting with the faculty member to discuss the suggestions and comments from the observation and provide the faculty member with a written evaluation of the observation. 

+Refer to the Observation of Teaching Guidelines for recommended practices.

E) Recommended Practice for Peer Evaluation of Teaching. A colleague inside or outside the department may perform peer evaluation.  Prior to the observation, the peer reviewer should schedule an appointment with the faculty member to discuss the desired areas of focus for the evaluation. The peer reviewer should observe the instructor teaching a class, and provide the instructor with observations and suggestions for improvement. 

     +Refer to Peer Observation of Teaching Guidelines for recommended practices.

F) Recommended Practice for Peer Review of Professional Involvement. Faculty are encouraged to seek peer review of the quality of their scholarship and professional activity as appropriate, either from a peer at Meredith College or a peer in the faculty member’s discipline from another institution. The purpose of this review is formative, to gain suggestions to strengthen the individual’s work. 

