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It is the policy of the District Board of Trustees that performance evaluations will be conducted on all personnel of the College using established college procedures.  Performance evaluation is defined as the appraisal of an employee's performance against the performance requirements for the employee's position.  The primary purpose of such evaluation is to assist personnel in professional development and in achieving stated college goals and objectives.

All letters and documents and any other materials of any kind or character which relate to or are germane to employee performance, including but not limited to performance evaluations and records of conferences related to performance which are placed in the employee's personnel records, shall be open to inspection only by the employee or by officials of the College who are responsible for supervision of the employee.
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______________________________________________________________________
A.  
Purpose                                                              

This institution has a firm commitment to a performance evaluation of all personnel, whatever their category and level, through the medium of a formalized system.  The primary purpose of such evaluation is to assist personnel in professional development and in achieving College goals.

B.  
Administrators

Performance evaluations for all administrative staff will cover the calendar year and should be initiated by the first week in December each year, completed and discussed with the employee by the middle of January, and submitted to the Human Resources Office by February 1st. Administrators will be advised by May 1 of reappointment decisions.
C. 
Support Staff

Performance evaluations for all full-time support staff will cover the calendar year and should be initiated by the first week in December of each year, completed and discussed with the employee by the middle of January and submitted to the Human Resources Office by Feb 1st.. Due dates may be extended by supervisors, but require notice to Human Resources.
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D.  
Faculty
    
1.  
Evaluation of Faculty – 
Performance evaluations for full-time faculty at all levels will cover the calendar year and should be initiated by the second week in October each year, completed by the applicable supervisor, and discussed with the employee and submitted to the Dean of Academic Affairs by February 15th, submitted to the Vice President of Academic Affairs by March 1st, and submitted to the Human Resources Office by March 5th. Due dates may be extended by supervisors.
a. Assistant Professor or non-tenured faculty:
As part of the annual review process, a full-evaluation is required at the faculty entry position (assistant professor) for the first four years of employment.  A “full-evaluation” includes non-tenured faculty’s submission of an initial or “mini” portfolio, in which the faculty member provides documentation of best practices in teaching, and, in general, support of the college’s mission.  Full-evaluation also includes use of the approved evaluation instrument, i.e., the supervisor’s formal assessment of the faculty’s teaching performance and support of the college’s mission.  The full-evaluation will be electronically filed on the college’s network drive and a signed copy will be submitted to Human Resources for the employee’s personnel file. The first full-evaluation will cover fall of their starting term and subsequent evaluations will be based on the spring, summer, and fall immediately preceding the evaluation.  The faculty member should submit their full-evaluation and the following four calendar year full-evaluations as part of their Portfolio to the Portfolio Committee by January 21st for consideration of tenure.  The Committee’s recommendations will be forwarded to the Vice President of Academic Affairs who will recommend to the President the granting or denying tenure and the title of Associate Professor.  
All college literature (catalog, brochures, etc.) and communications (emails, web pages, etc.) must correctly reflect the current faculty title.
b. Associate Professor
An evaluation of success rates, student evaluations, and faculty goals will take place in the first year of the associate professor’s tenure.  Associate 
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professors seeking to achieve the title of Professor will be subject to full-evaluation as defined above in the 2nd through 5th years of their associate professor status.  In the 5th year of associate professor status, the faculty member may submit their four years of full-evaluations as their Portfolio by January 21st to be reviewed by the Portfolio Committee for consideration of the title of Professor.  The Portfolio Committee will submit their recommendations to the Vice President of Academic Affairs who will recommend to the President the granting or denying awarding the title of Professor.  If title of Professor is granted, a one-time stipend of $2,000 will be given.  Paperwork should be submitted to Human Resources by the Vice President of Academic Affairs prior to May 30th for $2,000 stipend.
Associate Professors who do not desire advancement to Professor will receive annual evaluations without the need to submit full supporting
documentation.  However, if those associate professors reconsider 
advancement to Professor, then they must have 4 years of full-evaluations with supporting documentation before proceeding to the Portfolio Committee for consideration.      
All college literature (catalog, brochures, etc.) and communications (emails, web pages, etc.) must correctly reflect current faculty title.
c. Professor

During the first two years of receiving the title of Professor, faculty will be evaluated by their success rates, student evaluations, and faculty goals.  Subsequently, professors will be evaluated on a three-year cycle.  Every third year these faculty are subject to the full-evaluation, though supporting documentation only needs to cover one calendar year. This cycle may repeat indefinitely.
If a faculty member receives an unsatisfactory evaluation, he or she will be put on a probationary period.  If there are two unsatisfactory evaluations in a row, action may be taken to demote the title and/or receive full evaluations annually, regardless of continuing contract status.  If, through the aforementioned evaluation process, a promotion back to Professor is granted, the $2,000 stipend will not be awarded again. In all cases, the Board of Trustees retains full access to steps available in 6A:14.0411.
All college literature (catalog, brochures, etc.) and communications (emails, web pages, etc.) must correctly reflect current faculty title.
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d. Adjunct instructor

Evaluation of part-time faculty will include i) student evaluations of the instructor, ii) a formal observation, and iii) an evaluation assessment which includes faculty goals. Part-time faculty, including dual enrollment instructors teaching at the high school campuses, will be observed at least one time per calendar year, and be required to meet or communicate with their Chairperson, Executive Director or administrative designee, using all three assessments, at least once per year.  After three years of positive evaluations, part-time faculty will be evaluated yearly with one or more of the assessments, at the discretion of the Dean or Executive Director. All part-time evaluation forms will be completed and maintained electronically on the college’s network drive.

2.  Student Evaluation of Faculty

Student evaluations of all faculty will be conducted each fall and spring terms.  These evaluations will be anonymous, and will be completed electronically.  After the end of each term, all of the original evaluations will be given to the faculty member. In cases where faculty performance is below an acceptable level, or in cases where insufficient numbers of students respond electronically, the administration reserves the right to seek more frequent feedback from students.
3.  Faculty Reappointment 
Faculty personnel will be advised by April 1 of reappointment decisions.
4.  Faculty Teaching Online
Faculty teaching online courses will also have their courses evaluated by their supervisor annually.  These courses will be evaluated using the Online Standards Rubric created by the Instructional Council.  A passing score of 80% (50/63) will be required for faculty to continue teaching that course online.  If the passing score is not achieved, faculty will have one additional semester to revise their course so it meets a passing score.   Courses that fail to meet a passing score after two semesters will need to pass an independent review by the Director of eLearning before they can be offered online again by the faculty member. 
If a faculty member does not agree with the evaluator on the score of their course and brings it to the attention of the Vice President of Academic Affairs, the Vice President of Academic Affairs should pass it on to the Director of eLearning. The Director of eLearning will evaluate and score the course and provide information 
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to the Vice President of Academic Affairs on the resulting score. If there is a disagreement between the original evaluator and the Director of eLearning, the Director of eLearning’s score will be the official score.  

All course evaluations will be completed and maintained electronically on the college’s network drive.
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