CIMS Annual Evaluation Portfolio Guidelines

For each faculty member, the Annual Evaluation forms the basis of personnel reviews, including 

1. Pre-tenure Review,

2. Tenure Review,

3. Promotion Review,

4. Post-tenure Review.

This document provides guidelines for the preparation of the annual evaluation portfolio in CIMS.   The basis for these guidelines is the Clayton State University Faculty Handbook.

Portfolio
The portfolio for annual evaluation may consist of two parts.  Part 1, contained in a single three-ring binder no larger than 1.5’’
, consists of the following:

1. A brief (and concise) essay/cover letter presenting the portfolio, describing significant accomplishments and information about the faculty member’s performance, and setting forth goals and plans for the coming year.  Goals and plans for activities in each of the evaluation areas are required.

2. The Summary of Professional Activity Form (generated in Digital Measures), which provides factual information about the candidate’s professional activities.

3. An up-to-date CV.

4. A statistical summary of the responses to the objective questions from the student evaluations of courses.  (This summary will be provided to each faculty member by the individual who is responsible for evaluation.)

5. A statistical summary of the grade distributions of the courses taught by the faculty member during the evaluation period.  (This summary will be provided to each faculty member by the individual who is responsible for evaluation.)

6. Mentor and/or peer comments. Starting in Spring 2009, each probationary tenure-track faculty member in CIMS must have at least one class observed by his/her department head each year during the probationary period.  Include information about class observed and date.   A letter from the department head providing both formative and summative feedback to the probationary faculty member will be included
7. Evidence to support the professional activities reported in (2), presented using tabs to identify the areas where supporting evidence is provided.  (Please do not use plastic sleeves.)

Part 2 of the portfolio is optional.  If submitted, it should contain only copies of all student evaluations of courses or a separate listing of written comments from all student evaluations.  (This item, if presented, should be in a separate notebook from Part 1.)

As you complete your annual report and portfolio, it will be useful to pay attention to the requirements for the other personnel reviews and the necessary evidence to document your activities in the areas of evaluation.  The evaluation forms for pre-tenure, tenure, promotion, and ps-tenure reviews are included for your reference.
Requirements for the Summary of Professional Activity Form and expected evidentiary sources are given below.

The Summary of Professional Activity Form

1. General information.  The Summary of Professional Activity form is one component of the portfolio to be submitted annually for faculty performance reviews.  The form also is submitted as part of the application for promotion and/or tenure.  The form provides information to evaluators, and promotion and tenure committees to assist them in performing their duties.

The role of Summary of Professional Activity form is to provide factual information, not a detailed description of professional activity.  The purpose of the essay/cover letter is to provide faculty the opportunity to highlight significant accomplishments.  The purpose of the evidentiary sources portion of the portfolio is to provide appropriate detail concerning professional activity.  Details concerning entries in the form should be provided in either the essay/cover letter or in the evidentiary sources.

2. Introduction to the form.  The form is obtained as a report from Digital Measures as a Microsoft WordTM document.  The form consists of a heading section (on the top of the first page) and three sections corresponding to three areas of evaluation: Superior Teaching, Outstanding Service to the Institution and Scholarly Activities and Professional Development.  In the report, all categories will apply to every faculty member.  
For an annual evaluation, it is expected that 
many of the categories will be blank.

Much of the information required by the form is (hopefully) self-explanatory from the titles appearing in the tables.  Nevertheless, brief comments about each of the tables of the form are provided below and evidence to be provided in the portfolio is indicated.  

A blank sample form is provided.  Please refer to the form as you read through the information that follows below.  It is important to note that the Summary of Professional Activity Form does not exactly align with the Pre-Tenure, Tenure, and Promotion Evaluation forms evidentiary categories. 
3. Heading information.  The top of the first page of the form provides blanks for identification and status information.
a. Name.  Self-explanatory.

b. Department/school.  Self-explanatory.

c. Dates.  If the form is being submitted for the purpose of annual evaluation, the year entry associated with the months should be the same, that of the evaluation year.

d. Faculty rank and effective date.  Provide your current faculty rank and the date upon which it became effective.

e. Highest degree.  Self-explanatory.

f.   Years of service and tenure status.  Enter the total number of years served at Clayton State through the end of the evaluation year, and enter one of the following: tenured, tenure-track, non-tenure-track.

4. Teaching.  The report from Digital Measures generates tables containing the following information.
a. Individual courses.  Provide the information for courses you alone taught (there is another area for team-taught courses).  Obtain the number of students from Banner or the Duck.  CIMS faculty are required to have a course web site.

Evidence to be provided in portfolio:  Print course information from the Duck (see sample in Appendix I-1.)  Provide a syllabus for each course taught.  Provide hard copy of course web site main page.
b. Courses developed and/or major revisions of courses.  Examples might include the development of new courses that have not been taught before at Clayton State and substantial modifications to existing courses.  The description of effort should be brief.  Development of new on-line courses or major modifications to on-line courses should be entered here (not under applications of technology to teaching).  Work in this area is expected to be significantly over and above routine planning for course delivery or course maintenance.
Evidence to be provided in portfolio:  
For Courses Developed:  Brief description of the effort, including an estimate of the time involved for the work and syllabi.
For Courses Substantially Modified:  Brief description of the effort, rationale and established need modification and estimate of the time involved for the work, and syllabi.
c. Team-taught courses.  Provide the information for courses you team-taught with another instructor(s).  Place the percentage of the course for which you were responsible and the name of your co-instructor in the course title space.  Obtain the number of students from Banner or the Duck. 
Evidence to be provided in portfolio:  Print course information from the Duck.  Provide a syllabus for the course(s).


d. Lectures delivered in other courses.  Provide information concerning individual lectures you taught in another instructor’s course. Place the name of the primary instructor of the course in the course title space.

Evidence to be provided in the portfolio:  Include letter/memo of invitation and/or letter/memo of acknowledgement from the primary instructor(email correspondence is satisfactory).  Date(s) of activity(ies) should be included.


e. Program or curriculum development.  Examples might be design of the curriculum for a new major, a track in the Integrative Studies degree program or major revisions to the curriculum of an existing major.  The description of effort should be brief.
 Evidence to be provided in the portfolio: Brief description of the effort, including an estimate of the time spent.
f. Special recognition for teaching accomplishments.  Recognitions for teaching, such as the Smith Award, are entered in this table.
Evidence to be provided in the portfolio:  Written documentation of the recognition.

g. Applications of technology to teaching.  Creations of original computer programs, simulations and/or technology techniques that are used in Clayton State courses are included in this table.  Provide a short description of the application.
Evidence to be provided in the portfolio:  Description of how technology was used, screen shots of programs/simulations/applets, etc. along with the role the application played in instruction.  Provide evidence, if any, of effectiveness. 
h. Direction of individual student research or internships.  Enter the student’s name, the course and a brief description project in this table.  
Evidence to be provided in the portfolio:  Provide details on level of your involvement and results of the research or internship in the essay/cover letter or in the evidentiary sources.

i. Other teaching activities. Other areas of evaluation of teaching activity must be pre-approved.
5. Service to the institution. The report from Digital Measures generates tables containing the following information. 
a. Committee service.  Provide the committee name, your role on the committee, any special contributions you made to the committee’s work (place details in the essay cover letter or in the evidentiary sources), and frequency and length of meetings (average) in this table. 
Evidence to be provided in the portfolio:  Details of the committee’s role and your contributions should be included in the cover letter or in evidentiary sources.  Include frequency of meetings and an estimate of the amount of time spent on the committee.  Include a memo indicating your membership on the committee from the department head (for a department committee), dean (for a college committee), committee chair (for a university committee).
b. Mentoring.  Provide the names of full-time and part-time faculty for whom you served as a mentor.  Include a brief description of your mentoring role.

Evidence to be provided in the portfolio:  Documentation from department head of your appointment as faculty mentor.  Include an estimate of number of meetings with faculty for whom you served as mentor and the amount of time involved in the effort.

c. Advisement of Students.  List the disciplines for which you have advising responsibilities, the number of students (by discipline) assigned to you and the number of advisement plans developed (associate or bachelors degree plans).  This category does not apply in Schools having centralized advising by staff members.
Evidence to be provided in the portfolio:  Documentation from the Duck providing a list of advisees (please blacken personal information, if any, that is on the printout).  Provide a brief description of the number of meetings you had with advisees and an estimate of the time spent in the advising effort.
d. Support to student organizations and/or activities.  Self-explanatory.

Evidence to be provided in the portfolio:  A brief description of your role with the student organization, activities in which you were engaged, and an estimate of the time you spent in this effort.

e. Development of advisement materials.  Examples of such materials are Web-based advisement guides for specific disciplines, or brochures and handouts used in the advisement process.
Evidence to be provided in the portfolio:  Include copies of materials produced.
f. Coordination of department, school or university-wide programs.  List organizations or programs for which you have significant administrative duties.  Examples include service as a coordinator for a program or special assigned administrative duties.
Evidence to be provided in the portfolio:  Include a brief description of your role in the program and an estimate of the amount of time spent in the effort.
g. Contribution to system or regional accreditation programs.  
Evidence to be provided in the portfolio:  Brief description of your role and an estimate of the amount of time spent in the effort.
h. Contributions to the improvement of campus life.  List any other contributions to the institution.

Evidence to be provided in the portfolio:  Brief description of your role and an estimate of the amount of time spent in the effort.

i. Contributions to the improvement of community life.  List contributions related to one’s discipline or that result from one’s experience and education and made to the larger community.  Service on local committees that are not directly related to disciplinary professional growth and development should be listed here.  Briefly describe your role in the organization.

Evidence to be provided in the portfolio:  Brief description of your role and an estimate of the amount of time spent in the effort.

j. Other service to the institution.  Other areas of evaluation of service to the institution must be pre-approved.  Unless pre-approval has been obtained, this table should not be used.

6. Scholarly Activities and Professional Development. The report from Digital Measures generates tables containing the following information. 
a. Membership and or service in professional societies.  List professional societies for which you are a member and indicate offices held or significant contributions (in the evaluation year).

Evidence to be provided in the portfolio:  Documentation of your membership in professional organization.  Brief description of contributions/service to the professional organization and/or offices held.

b. Grants, fellowships or contracts.  Provide the information indicated for currently active grants, fellowships or contacts.

Evidence to be provided in the portfolio:  Documentation of funding status, funding amount and expiration date.

c. New proposals for grants, fellowship and contracts (not yet funded).  Provide the information indicated for proposals submitted for grants, fellowships or contracts that have not yet funded.

Evidence to be provided in the portfolio:  Abstract of project for which proposal has been developed, provide name of funding agency and funding program.  For example, National Science Foundation Course, Curriculum and Laboratory Improvement (NSF-CCLI).  Do not assume the evaluator knows the acronyms.

d. Publications.  Provide the information requested for publications in the categories indicated in the table.  If the item has been published, provide a citation; if not provided its status: submitted or accepted for publication.

Evidence to be provided in portfolio:  Copies of paper(s).  If accepted but not yet appeared, provide letter from editor.  If submitted, provide evidence that the article has been submitted (e.g. an acknowledgement of receipt from the journal).

e. Artistic performances or creations.  Provide the title and a brief description of artistic performances or creations (include the venue or audience).

N/A for CIMS faculty.  Scholarly work must be discipline related.  If you think you have something relevant for inclusion here, you should discuss it with  your department head and dean.

f. Research activities.

Evidence to be provided in portfolio:  A summary of research underway.  If research is for submission of an article to a journal, briefly describe your research plan and time table for publication, if any.

g. Presentations before learned societies, professional organizations or public institutions.  Self-explanatory.

Evidence to be provided in portfolio:  Copies of program, abstract, invitation, etc.  (A copy of a relative page with appropriate identification is satisfactory—it is not necessary to include the entire program.)

g. Consulting which involves scholarly application of professional expertise.  Self-explanatory.

Evidence to be provided in portfolio:  Description of consulting activity, copy of university notification of such activities.  Indicate whether the consulting was compensated (the fact that a consulting activity is compensated does not disqualify its inclusion).

h. Professional licenses or certifications.  Self-explanatory.

Evidence to be provided in portfolio:  Detailed information about award of license or certification.  (New or renewal certifications/licenses only)

i. Development of scholarly applications of technology.  Do not include applications of technology to teaching in Clayton State courses (such applications should be entered in the table provided in the teaching section of the form).  Note:  Activities in this area go beyond basic application of technology.
Evidence to be provided in portfolio:  Description of the scholarly applications of technology.

j. Participation in professional development training related to one’s discipline, scholarship and/or creative activities.  Clearly indicate whether you were the recipient of the training or the trainer.

Evidence to be provided in portfolio:   If you were the recipient of the training, include documentation of your participation.  If you were the trainer, include documentation of your leadership, the venue in which the professional development took place, whether the activity was compensated, and a description of the audience.

k. Special recognitions for professional growth and development accomplishments.  Self-explanatory.

Evidence to be provided in portfolio:  Documentation of the recognition.

l. Other professional growth and development activities.  Other areas of evaluation of professional growth and development must be pre-approved. 
Summary of Professional Activity

	Name
	
	
	Faculty rank and effective date
	

	

	Department/School
	Mathematics
	
	Highest degree
	

	

	January
	2008
	through December
	2008
	
	
	Years of service and tenure status
	  years

	


I.
Teaching

A.
Instruction of Students

	Individual courses

	course
number
	course title
	terms
taught
	credit
hours
	contact
hours
	number
of students
	course Web address


	Direction of individual student research or internships

	course
number
	student name
	term
	description of research project or internship


	Courses team taught (indicate co-instructor)

	course
number
	course title
	terms
taught
	credit
hours
	contact
hours
	number
of students
	course Web address


	Lectures delivered in other courses (indicate course instructor)

	course
number
	course title
	terms
taught
	topic/title of lecture


	Special recognitions for teaching accomplishments

	name of award
	date of presentation
	presented by


	Other instruction of students activities

	description


B.
Planning, Development and Evaluation of Programs, Courses and Materials

	Courses developed and/or major course revisions

	course
number
	course title
	description of effort


	Program or curriculum development

	program or curriculum
	description of effort


	Applications of technology to teaching

	course
number
	course title
	term
	description of application


	Other planning, development and evaluation of programs, courses and materials activities

	description


II.  Service to the Institution

A.
Committee and Other Service within the University Community

	Committee service

	name of committee
	participation
(member, chair, consultant)
	period of service
	frequency and length of meetings


	Mentoring

	full-time faculty (promotion and/or tenure)
	part-time faculty


	Advising

	discipline
	number of assigned students
	number of plans developed


	Advisement planning and/or development of advisement materials

	description of planning and/or materials developed


	Support to student organizations and/or campus activities

	name of organization
	participation
(adviser, helper, consultant)
	period of support
	frequency and length of support


	Administration of department, school or university-wide programs

	organization or program administered
	administrative role


	Management of department, school or university-wide budgets

	budget name
	management role


	Other service within the university community

	description


B.
Service to the Larger Community

	Contributions to the improvement of community life

	contribution
	role


	Other service to the larger community

	description


III.  Professional Development and Scholarship

	Membership and/or service in professional societies

	professional society
	level of service


	Receipt of competitively awarded grants, fellowships or contracts

	sponsor
	title
	dates
	funding amount


	New proposals for grants, fellowships or contracts (not yet funded)

	sponsor
	title
	status
	funding request


	Professional publications

	Refereed papers, chapters in books

	author(s)
	title
	citation

	Non-refereed publications

	author(s)
	title
	citation

	Other publications (reports)

	author(s)
	title
	citation

	Abstracts for (invited and proffered papers)

	author(s)
	title
	citation


	Artistic performances or creations

	title
	description


	Presentations before learned societies, professional organizations or public institutions

	date
	name of institution/meeting
	title


	Consulting or other applications of professional expertise

	sponsor
	activity
	dates


	Professional licenses or certifications

	license or certification
	description


	Development of professional applications of technology

	application
	description


	Participation in professional development training related to one’s discipline, scholarship and/or creative activities

	title of training
	presenter
	attendee
	location
	dates


	Honors and awards for research, scholarship or other creative activities

	name of award
	date of presentation
	presented by


	Other professional growth and development activities

	description


Annual Faculty Evaluation Summary Form

     

     


Faculty Name
Date
I.
Teaching (Weight Factor 60)

A.
Instruction of Students (Weight Factor = 25 to 40*)

Factor    
  Rating    
 =       

B.
Planning, Development, and Evaluation of Programs, Courses, and Materials (Weight Factor = 20 to 35*)

Factor    
  Rating    
 =       

Comments and Recommendations (including comments and recommendations on faculty

Member’s goals and plans for next year):

II.
Service to the Institution (Weight Factor 15 to 30)

A.
Committee and Other Service Within the University Community  (Weight Factor = 15 to 30)

Factor    
  Rating    
 =       

Faculty Evaluation Summary Form
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B.
Service to the Larger Community (Weight Factor = 0 to 15)

Factor    
  Rating    
 =       

Comments and Recommendations (including comments and recommendations on faculty member’s goals and plans for next year):

III.
Professional Development and Scholarship (Weight Factor 10 to 25)

Factor    
  Rating    
 =       

Comments and Recommendations (including comments and recommendations on faculty member’s goals and plans for next year):
Total Evaluation Points
	     


Ratings 1-8

Weight factors must total 100

IV.
Degree/Credential

Has completed appropriate degree/credential.

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Degree/credential completed       

If No, is making satisfactory progress toward degree/credential.

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Comments and Recommendations:

     
Faculty Evaluation Summary Form
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Department Head
Date
     

     


Dean of School
Date
Faculty Member Comments:


     


Faculty Signature
Date
*  The weight factor ranges in evaluation areas IA (Instruction of Students) and IB (Planning, Development, and Evaluation of Programs, Courses, and Materials) are both 20 to 40 for Associate Deans and Department Heads.  The total weight of evaluation area I (Teaching) remains 60 for Associate Deans and Department Heads. 

**  The general criteria of Superior Teaching, Outstanding Service to the Institution, and Scholarly Activities and Professional Development allow flexibility by permitting other evidentiary sources to be included.  Approval for any other evidentiary source must be obtained prior to the submission of the portfolio to insure that the new evidentiary source is considered to be of comparable importance to those specifically included.  Requests for additions must be submitted to the dean of the school of the faculty member.
Pre-Tenure Evaluation Form

NAME OF FACULTY MEMBER      
FACULTY RANK      


PERIOD OF EVALUATION
From       
  Through       

I. EVALUATION FOR PRE-TENURE REVIEW 

A. CURRENT EVALUATION (Attach a completed copy of the Annual Faculty Evaluation form).

B. NORMATIVE EVALUATION (This section is to be completed by the department head or associate dean only.  Deans, and School

and University committee members omit this section.)

	
	
Total points of annual


evaluations of candidate
	Total points of annual evaluations of other faculty in department (or school for those not in departments) holding the rank for which the candidate is being considered

	
	
	
Number of faculty


holding rank
	
Mean of total points


of faculty in rank
	
Median of total points


of faculty in rank

	Current evaluation
	     
	  
	     
	     

	One Year Ago
	     
	  
	     
	     

	Two Years Ago
	     
	  
	     
	     


C. SUMMARY OF EVALUATION BASED UPON CRITERIA FOR PROMOTION/TENURE

1. Minimum requirements (criteria and number of evidentiary credits)

	Rank
	Evaluation area
	
Criteria
	Criteria met? (Yes/No)
	Number of evidentiary credits required
	Number of evidentiary credits granted 

	Assistant Professor (To achieve tenure, candidates must achieve Associate Professor credits.)
	Superior Teaching
	Demonstration of potential for effectiveness in teaching with evidence from student evaluations.
	   
	2
	   

	
	Outstanding Service to the Institution
	Demonstration of potential for effectiveness in service to the institution.
	   
	2
	   

	
	Scholarly Activities and Professional Development
	Demonstration for potential for effectiveness in the candidate’s discipline.
	   
	2
	   

	Associate Professor
	Superior Teaching
	Demonstration of significant contributions as a teacher and a strong likelihood of continuing effectiveness in teaching with evidence from student evaluations.
	   
	3
	   

	
	Outstanding Service to the Institution
	Demonstration of significant contributions in service to the institution and a strong likelihood of continuing effectiveness in such service.
	   
	3
	   

	
	Scholarly Activities and Professional Development
	Demonstration of significant contributions to the candidate’s discipline and a strong likelihood of continuing effectiveness.
	   
	3
	   

	Professor
	Superior Teaching
	Demonstration of a clear and convincing record of a high level of sustained effectiveness with evidence from student evaluations.
	   
	4
	   

	
	Outstanding Service to the Institution
	Demonstration of a clear and convincing record of a high level of sustained effectiveness in service to the institution.
	   
	4
	   

	
	Scholarly Activities and Professional Development
	Demonstration of a clear and convincing record of a high level of sustained effectiveness in the candidate’s discipline.
	   
	4
	   


PAGE 2


2.
Evidentiary categories.  (One credit per area below for which the faculty member meets the criterion for promotion/tenure or two credits if the faculty member exceeds the criterion for promotion/tenure.)

	Areas of

Evaluation
	
Evidentiary Categories
	Number of Credits

	Superior Teaching
	Evidence from Student Evaluation of Instructor



Yes_____     No_____
	

	
	Course development
	   

	
	Application of technology to courses 
	   

	
	Program or curriculum development
	   

	
	Peer or mentor evaluations
	   

	
	Direction of individual student research or internships 
	   

	
	Participation in cross-disciplinary programs
	   

	
	Special recognitions for teaching accomplishments
	   

	
	Other teaching activities*
	   

	Outstanding Service to the Institution
	Committee Service
	   

	
	Service as a mentor to full-time faculty and/or part-time faculty
	   

	
	Advisement of students
	   

	
	Development of advisement materials
	   

	
	Support to student organizations and/or campus activities
	   

	
	Coordination of department, school or university-wide programs
	   

	
	Management of department, school or university-wide budgets
	   

	
	Contributions to system or regional accreditation programs
	   

	
	Contributions to the improvement of campus life
	   

	
	Contributions to the improvement of community life related to one’s discipline
	   

	
	Participation in community activities and organizations which enhances Clayton State’s image in the community
	

	
	Other service to the institution*
	   

	Scholarly Activities and Professional Development
	Publications, artistic performances or creations as appropriate to the discipline 
	   

	
	Membership and/or service in professional societies
	   

	
	Receipt of competitively awarded grants, fellowships or contracts
	   

	
	Development of new grant proposals, contracts or fellowship applications
	   

	
	Research activities
	   

	
	Presentations before learned societies, professional organizations or public institutions
	   

	
	Consulting or other applications of professional expertise
	   

	
	Professional licenses or certifications
	   

	
	Development of professional applications of technology
	   

	
	Participation in professional development training related to one’s discipline, scholarship and/or creative activities
	   

	
	Honors and awards for research, scholarship or other creative activities
	   

	
	Other professional growth and development activities*
	   


* Each of the areas of evaluation allows flexibility by permitting other evidentiary categories to be included.  Approval for any other evidentiary category must be obtained prior to the submittal of the portfolio to ensure that the new area of evaluation is considered to be of comparable importance to the categories specifically included in the evaluation areas.
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3.  Evaluation summary.

In my judgement this faculty member

  

Has displayed significant and substantive advancement in Superior Teaching, Outstanding Service to the Institution, and Scholarly Activities and Professional Development.
  

Has NOT displayed significant and substantive advancement in Superior Teaching, Outstanding Service to the Institution, and Scholarly Activities and Professional Development.
II.  
PRE-TENURE RECOMMENDATION

  

MAKING GOOD PROGRESS
  

DEFICIENCIES NOTED (described in comments below)
III.  
COMMENTS:

	     


	CERTIFICATION:

Signature of Evaluator 

Evaluator’s Position 
                                                      
Date       
                                                             




Promotion and Tenure Evaluation Form
NAME OF FACULTY MEMBER      
FACULTY RANK      


CHECK APPROPRIATE CATEGORY

  
___Promotion evaluation

  
Tenure evaluation

 
Promotion and Tenure evaluation

PERIOD OF EVALUATION
From       
  Through       

II. EVALUATION FOR PROMOTION AND/OR TENURE 

A. CURRENT EVALUATION (Attach a completed copy of the Annual Faculty Evaluation form).

B. NORMATIVE EVALUATION (This section is to be completed by the department head or associate dean only.  Deans, and School and University committee members omit this section.)

	
	
Total points of annual


evaluations of candidate
	Total points of annual evaluations of other faculty in department (or school for those not in departments) holding the rank for which the candidate is being considered

	
	
	
Number of faculty


holding rank
	
Mean of total points


of faculty in rank
	
Median of total points


of faculty in rank

	Current evaluation
	     
	  
	     
	     

	One Year Ago
	     
	  
	     
	     

	Two Years Ago
	     
	  
	     
	     

	Three Years Ago
	     
	  
	     
	     

	Four Years Ago
	     
	  
	     
	     


C.  
SUMMARY OF EVALUATION BASED UPON CRITERIA FOR PROMOTION/TENURE

1. Minimum requirements (criteria and number of evidentiary credits)

	Rank
	Evaluation area
	
Criteria
	Criteria met? (Yes/No)
	Number of evidentiary credits required
	Number of evidentiary credits granted 

	Assistant Professor
	Superior Teaching
	Demonstration of potential for effectiveness in teaching with evidence from student evaluations.
	   
	2
	   

	
	Outstanding Service to the Institution
	Demonstration of potential for effectiveness in service to the institution.
	   
	2
	   

	
	Scholarly Activities and Professional Development
	Demonstration for potential for effectiveness in the candidate’s discipline.
	   
	2
	   

	Associate Professor
	Superior Teaching
	Demonstration of significant contributions as a teacher and a strong likelihood of continuing effectiveness in teaching with evidence from student evaluations.
	   
	3
	   

	
	Outstanding Service to the Institution
	Demonstration of significant contributions in service to the institution and a strong likelihood of continuing effectiveness in such service.
	   
	3
	   

	
	Scholarly Activities and Professional Development
	Demonstration of significant contributions to the candidate’s discipline and a strong likelihood of continuing effectiveness.
	   
	3
	   

	Professor
	Superior Teaching
	Demonstration of a clear and convincing record of a high level of sustained effectiveness with evidence from student evaluations.
	   
	4
	   

	
	Outstanding Service to the Institution
	Demonstration of a clear and convincing record of a high level of sustained effectiveness in service to the institution.
	   
	4
	   

	
	Scholarly Activities and Professional Development
	Demonstration of a clear and convincing record of a high level of sustained effectiveness in the candidate’s discipline.
	   
	4
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2.
Evidentiary categories.  (One credit per area below for which the faculty member meets the criterion for promotion/tenure or two credits if the faculty member exceeds the criterion for promotion/tenure.)

	Areas of

Evaluation
	
Evidentiary Categories
	Number of Credits

	Superior Teaching
	Evidence from Student Evaluation of Instructor



Yes_____     No_____
	

	
	Course development
	   

	
	Application of technology to courses 
	   

	
	Program or curriculum development
	   

	
	Peer or mentor evaluations
	   

	
	Direction of individual student research or internships 
	   

	
	Participation in cross-disciplinary programs
	   

	
	Special recognitions for teaching accomplishments
	   

	
	Other teaching activities*
	   

	Outstanding Service to the Institution
	Committee Service
	   

	
	Service as a mentor to full-time faculty and/or part-time faculty
	   

	
	Advisement of students
	   

	
	Development of advisement materials
	   

	
	Support to student organizations and/or campus activities
	   

	
	Coordination of department, school or university-wide programs
	   

	
	Management of department, school or university-wide budgets
	   

	
	Contributions to system or regional accreditation programs
	   

	
	Contributions to the improvement of campus life
	   

	
	Contributions to the improvement of community life related to one’s discipline
	   

	
	Participation in community activities and organizations which enhances Clayton State’s image in the community
	

	
	Other service to the institution*
	   

	Scholarly Activities and Professional Development
	Publications, artistic performances or creations as appropriate to the discipline 
	   

	
	Membership and/or service in professional societies
	   

	
	Receipt of competitively awarded grants, fellowships or contracts
	   

	
	Development of new grant proposals, contracts or fellowship applications
	   

	
	Research activities
	   

	
	Presentations before learned societies, professional organizations or public institutions
	   

	
	Consulting or other applications of professional expertise
	   

	
	Professional licenses or certifications
	   

	
	Development of professional applications of technology
	   

	
	Participation in professional development training related to one’s discipline, scholarship and/or creative activities
	   

	
	Honors and awards for research, scholarship or other creative activities
	   

	
	Other professional growth and development activities*
	   


* Each of the areas of evaluation allows flexibility by permitting other evidentiary categories to be included.  Approval for any other evidentiary category must be obtained prior to the submittal of the portfolio to ensure that the new area of evaluation is considered to be of comparable importance to the categories specifically included in the evaluation areas.
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II,  
PROMOTION/TENURE RECOMMENDATION

  

AWARD PROMOTION

 

AWARD TENURE

 

AWARD PROMOTION and TENURE
  

DO NOT AWARD PROMOTION orTENURE

III,  
COMMENTS:

	     


	CERTIFICATION:

Signature of Evaluator 

Evaluator’s Position 
                                                      
Date       
                                                             




Post-Tenure Evaluation Form

NAME OF FACULTY MEMBER      
FACULTY RANK      


PERIOD OF EVALUATION
From       
  Through       

I.  
EVALUATION FOR POST-TENURE REVIEW
NORMATIVE DATA  (This section is to be completed by the department head or associate dean only.  Deans, School

and University committee members omit this section.)

	
	
Total points of annual


evaluations of candidate
	Total points of annual evaluations of other faculty in department (or school for those not in departments) holding the rank for which the candidate is being considered

	
	
	
Number of faculty


holding rank
	
Mean of total points


of faculty in rank
	
Median of total points


of faculty in rank

	One Year Ago
	     
	  
	     
	     

	Two Years Ago
	     
	  
	     
	     

	Three Years Ago
	     
	  
	     
	     

	Four Years Ago
	     
	  
	     
	     

	Five Years Ago
	     
	  
	     
	     


II.

	Post-Tenure Review Criteria 
	Achieving expectations
	NOT Achieving expectations

	Superior Teaching
	
	

	Outstanding Service to the Institution
	
	

	Scholarly Activities and Professional Development
	
	


III.  
POST-TENURE RECOMMENDATION

  

ACHIEVING EXPECTATIONS IN POST-TENURE PERFOMANCE FOR ALL CRITERIA
  

NOT ACHIEVING EXPECTATIONS IN POST-TENURE PERFOMANCE 

IV.  
COMMENTS:

	


	CERTIFICATION:

Signature of Evaluator 

Evaluator’s Position 
                                                      
Date       
                                                             




� The Clayton State University Faculty Handbook indicates that the portfolio may be 3.5’’, however, for an annual evaluation, a 1.5’’ binder should be sufficient to contain documentation for one calendar year’s efforts.  A larger portfolio will be allowed only with approval by the dean.


� From Clayton State University Faculty Handbook (October 2006).
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