Potter College of Arts & Letters
Part-Time Faculty Evaluation Policy

The following guidelines will be followed in the evaluation of part-time faculty:

1. Each academic year department heads/supervisors will complete the Part-Time Faculty Evaluation Form for each part-time faculty member who has taught in the department.

2. The original copy of each evaluation form will be kept on file in the office of the academic department.

3. A copy of the evaluation will be provided to the part-time faculty member.  Ideally, the department head will provide the part-time faculty member a copy of the evaluation form upon initial employment.

4. If the faculty member deems the evaluation unacceptable, then a written response may be submitted to the department head/supervisor.  This response will be attached to the copy of the evaluation form and maintained in the department office.

5. The Part-Time Faculty Evaluation Form will serve as documentation for purposes of future employment decisions.

Potter College of Arts & Letters
Part-time faculty will be evaluated once per year. Evaluations will be completed by July 15 for the previous academic year so that hiring supervisors can consider relevance of the review when assigning courses.  The Department Head/Supervisor will be responsible for completing the review.

The Department Head/Supervisor will make every effort to share review with part-time faculty members and obtain faculty signatures.  Signed copies will be kept in the faculty member's file.  When a faculty member's signature is not obtained, only the copy with reviewer’s signature will be filed.

Part-Time Faculty Evaluation Form

Faculty Name  _________________________    Department  ___________________________________

 

Year of review ___________  Are vita and official transcripts on file?  
   Yes        No

Courses Taught ________________________________________________________________________

_____________________________________________________________________________________

Course (check all that apply):
_____On Campus       _____Off Campus         _____Online

Semesters Taught:

_____Fall
       _____Spring
 
  _____Summer

Based on information collected, including the following:

_____ Met administrative report deadlines (e.g., SITE Evals, grades, Sixth Week Freshman Assessment).

_____ Received mostly positive SITE evaluations.

_____ Received positive feedback from extended campus director.

_____ Distributed an acceptable syllabus to the students.

_____ Aligned instruction with common course syllabus.

_____ Met class and held exams as scheduled according to university and departmental policy.

_____ Available to students.

 _____ Demonstrated appropriate attitudes toward students and improved student learning.

If the need should arise, I  ( would / ( would not hire this part-time faculty member for future instruction.

Comments:

Department Head/Supervisor ________________________
__________








Signature

         Date




Part-Time Faculty Member __________________________
__________








Signature

        Date

