August 21, 2007
TO: VP/SA Phillips, Deans, Department Chairs
and School Directors

FROM: Joan M. Merdinger
AVP/Faculty Affairs

RE: TEMPORARY FACULTY EVALUATIONS FOR AY 2007-2008

Attached you will find the AY 2007-2008 materials for review of temporary
faculty members, both full-time and part-time. The CFA-CSU Agreement
states: “Each new faculty unit employee shall also be provided no later than
fourteen (14) days after the start of the quarter/semester with written
notification of the evaluation criteria and procedures in effect at the time of
his/her initial appointment.” (Article 12.2) Note that the review process must
be completed by April 11, 2008 for full-time temporary faculty and by
May 2, 2008 for part-time temporary faculty.

Please make copies of these materials for all temporary faculty members to
inform them of the criteria for evaluation no later than 14 days after the start
of the academic year. The following are attached to assist you in the review
of temporary faculty members in Spring 2008:

1) Temporary Faculty Evaluations
-Calendar
-Annual Evaluation Full-Time Temporary Faculty
-Annual Summary of Achievements Full-Time Temporary Faculty
-Annual Evaluation Part-time Temporary Faculty
-Annual Summary of Achievements Part-Time Temporary Faculty
2) F99-6 “Appointment and Evaluation Policy for Temporary Faculty”
3) S91-9 “Evaluation of Teaching Effectiveness”
4) F02-2 *“Adoption of New SOTE Instrument”
5) S06-6 “Procedures to be Followed when Administering SOTES
6) FO04-1 “Student Opinion Teaching Evaluation and Student Opinion
Laboratory Teaching Evaluation Interpretation Guides

Attachments

c: President Don W. Kassing
Provost Sigler
Vice Provost for Academic Administration & Personnel Whitcomb
CFA President Cara
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aculty Affairs Office

Temporary Faculty Evaluations

CALENDAR
Spring 2008

January 22, 2008 Office of Faculty Affairs will distribute materials to departmental and
decanal offices. Departments will assure that each eligible faculty
member receives materials to complete the evaluation.

March 14, 2008 Annual Summary of Achievements for Full-Time faculty are due to
the Departments.* (Only required for Full-Time faculty for which a
National Search was conducted for hire.)

April 11, 2008 Departmental evaluations for Full-Time faculty, along with Annual
Summary of Achievements are due to the Dean for review.

April 11, 2008 Annual Summary of Achievements for Part-Time faculty are due to
the Departments.*

April 18, 2008 Evaluation process for Full-Time temporary faculty must be
completed. Evaluations, Annual Summary of Achievements and
rebuttals are due to Office of Faculty Affairs.

May 2, 2008 Departmental evaluations for Part-Time faculty, along with Annual
Summary of Achievements are due to the Dean for review.

May 23, 2008 Evaluation process for Part-Time temporary faculty must be
completed. Evaluations, Annual Summary of Achievements and
rebuttals due to the Office of Faculty Affairs.

* Copies of evaluations must be given to each faculty member who then has ten days to respond
before evaluations are forwarded to the next level. A copy of any response is to accompany the
evaluation materials and be sent to all previous levels of review.



Annual Evaluation of Temporary Faculty

The evaluation of temporary faculty is conducted each Spring semester in accordance with Articles
15.20 -15.27 of the Agreement and Section IV of University Policy F99-6. Also relevant are the
following: Article 12 of the Agreement, (reappointment process for temporary faculty), S91-9 (peer
observations) and S03-3 (the administration of SOTEs [Student Opinion of Teaching
Effectiveness]).

Each temporary faculty member who has taught more than one semester must be evaluated.
Note that there are different evaluation forms to be used for full-time and part-time employees.

Full-time temporary faculty members must turn in the Annual Summary of Achievements and
must be reviewed by the departmental personnel committee.

Part-time temporary faculty members are strongly encouraged to turn in the Annual Summary of
Achievements and may be evaluated by either the Department Chair and/or the departmental
personnel committee.

It is important that temporary faculty members receive complete and detailed evaluations,
regardless of their reappointment status.

The written comments on the evaluation sheet should support the rating (commendable,
excellent, satisfactory, needs improvement, unsatisfactory). Departments are strongly
encouraged to use a range of sources of data for evaluation. Instead of relying solely on student
evaluations and peer observations, it is advisable to review teaching materials and professional
development activities. However, evaluations should be based on written evidence, not on
informal sources of input such as casual comments from students. Reviews must include a
review of the official PAF (Personnel Action File) which is located in the Office of Faculty
Affairs (ADM 150).

The faculty member must be provided the opportunity to see the evaluation and to respond to it
before it is forwarded to the personnel file. For this reason, it is extremely important that
deadlines be met so that responses can be submitted before the end of the semester.

Any decision to reappoint or not to reappoint a temporary faculty member must be based on the
careful consideration of their entire SISU Personnel Action File (PAF). Therefore, no offers of
appointment should be made before the completion of the annual reviews, and each
appointment decision should include consideration of all annual evaluations in the PAF,
including the current year.

The Dean and Chair may add separate evaluations to the review, but must complete these far

enough in advance to allow the faculty member a ten-day response period before evaluations are
forwarded.

08/01/07



ATTACH TO EACH EVALUATION FORM FOR FULL-TIME AND PART-TIME
TEMPORARY FACULTY MEMBERS

This evaluation takes place in the current academic year, however, the review period covers Spring
2007 and Fall 2007. Please note that "careful consideration” for employment requires areview
of all previous evaluations in addition to the current annual evaluation, therefore all materials
submitted by the faculty member and the official Personnel Action File (PAF), which is located in the
Office of Faculty Affairs, must be considered. If there have been changes in the performance since
the last evaluation, these should be noted.

Copies of any materials not supplied by the faculty member must have been provided to him or her
five days before the review is done (per the Agreement, 11.4). After completion of the review, a
copy of the evaluation shall be given to the faculty member; the faculty member has ten days to
respond before the evaluation, with supporting documentation, is forwarded to the College Dean’s
office.

After the Dean has completed the form, she or he shall provide the faculty member with a copy of
the completed evaluation. The Dean shall afford the faculty member ten days to respond before
forwarding the annual evaluation form and the statement of achievements to the Personnel Action
File in the Office of Faculty Affairs. Any response(s) by the faculty member shall be forwarded with
the evaluation form and the statement of achievements. Supporting documentation shall be
returned to the Department/School office.

cc: Faculty Member Rev 8/01/07
Department Files
Personnel Action File



ANNUAL EVALUATION for Academic Year 2007-2008
Covers Spring 2007 and Fall 2007
Full-Time Temporary Faculty

Name Department/School College
Rank Salary Time Base: Fall Spring
Teaching Assignments: Spring 2007 | Fall 2007
|
I
I
L.A. Teaching Effectiveness: (Check one)
Commendable Good Satisfactory Needs Improvement Unsatisfactory

Comments (comments are required):

B. Service to Students and the University: (check one)
Commendable Good Satisfactory Needs Improvement Unsatisfactory
Comments (comments are required):

Il Scholarly, Creative, or Professional Achievements: (check one)
Commendable Good Satisfactory Needs Improvement Unsatisfactory
Comments (comments are required):

This evaluation is based on the following sources of information:

Student Evaluations Peer Observations Course outlines, tests, grading, etc.
Annual Summary of Achievements Other (please specify):
Peer Review Committee Chair Date Faculty Member Signature Date

Comments, if any, by Chair/Director
| have read the evaluation. My signature indicates neither
agreement nor disagreement with statements made.

O The official Personnel Action File (PAF)
has been reviewed in making this evaluation. College Dean Date

O The official Personnel Action File (PAF)
has been reviewed in making this evaluation.
Comments, if any, by College Dean:

Chair/Director Date

cc: Faculty Member Rev 8/01/07
Department Files
Personnel Action File




ANNUAL SUMMARY OF ACHIEVEMENTS for Academic Year 2007-2008
Covers Spring 2007 and Fall 2007
Full-Time Temporary Faculty

Name Department/School College

This form must be completed by each full-time temporary faculty member and submitted to the Chair/Director by
March 14, 2008. A copy will be attached to the Annual Evaluation and will be placed in the faculty member's Personnel
Action File to provide a cumulative record of professional qualifications and contributions.

NOTE: Documentation should not be attached unless it is requested by the Department/School/Division or Dean.

1. Academic Assignment
A. Effectiveness in Teaching
Although much of the evidence concerning teaching effectiveness will be obtained through student and peer
evaluations or examinations of course outlines, tests, or grades, additional information regarding teaching
practices and regarding activities intended to maintain or improve teaching effectiveness should be described.

B. Service to Students and the University
Such activities as advising, committee service, or special assignments should be listed.

2. Scholarly, Creative, or Professional Achievements
A. Publications or Creative Productions

B. Participation in Professional Associations and Meetings

C. Other Scholarly, Creative, or Professional Achievements

cc: Faculty Member Rev 8/01/07
Department Files
Personnel Action File



Annual Evaluation for Academic Year 2007-2008

Covers Spring 2007 and Fall 2007

Part-Time Temporary Faculty

Name Department/School College
Rank Salary Time Base: Fall Spring
Teaching Assignments: Spring 2007 | Fall 2007
I
|
I
I
I
1. Teaching Effectiveness: (Check one)
______Commendable Good Satisfactory _ Needs Improvement __ Unsatisfactory

Comments (comments are required):

Il Professional Preparation or Contributions:

Include comments if additional information relevant to teaching assignment has been provided.

Comments (Comments are required):

This evaluation is based on the following sources of information:

Student Evaluation Peer Observations Course outlines, tests, grading, etc.

Annual Summary of Achievements

Other (please specify):

O The official Personnel Action File (PAF)
has been reviewed in making this evaluation.

Chair/Director/Div. Head Date
Comments, if any, by Chair/Director

Faculty Member Signature Date

| have read the evaluation. My signature indicates neither
agreement nor disagreement with statements made.

O The official Personnel Action File (PAF)
has been reviewed in making this evaluation.
Comments, if any, by College Dean:

College Dean Date

cc: Faculty Member
Department Files
Personnel Action File

Rev 8/01/07




ANNUAL SUMMARY OF ACHIEVEMENTS for Academic Year 2007-2008
Covers Spring 2007 and Fall 2007
Part-Time Temporary Faculty

Name: Department/School/ College

This form may be completed by any part-time temporary faculty member who wishes to add information to the file before an annual
evaluation is conducted. It should be submitted to the Chair/Director/Division Head no later than April 11, 2008. A copy will be attached to
the Annual Evaluation Report and placed in the faculty member's Personnel Action File. NOTE: Appropriate documentation should be
attached and will be returned to the Department after the review period. [Please summarize your activities on this page only.]

1. Teaching Effectiveness
Although much of the evidence concerning teaching effectiveness will be obtained through student and peer
evaluation or examination of course materials, additional information regarding teaching practices and regarding
activities intended to maintain or improve teaching effectiveness would be helpful.

1. Professional Preparation of Achievements
If you have been involved in outside activities that increase your qualifications for teaching or demonstrate
professional contributions and achievements that are relevant to teaching, please describe them.

Signed:

Date:

cc: Faculty Member Rev 8/01/07
Department Files
Personnel Action File
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F99-6

Appointment and Evaluation Policy
For Temporary Faculty




