BROWARD COLLEGE
TEACHING FACULTY

EVALUATION PROCEDURES

For the purposes of the Teaching Faculty Evaluations refer to CBA Article 7.50.
Nothing in this process may be used in any kind of disciplinary action.  The College will design a disciplinary process outside of this evaluation process.

Definition of Terms

Formative Evaluation:  An evaluation conducted solely for the purpose of providing feedback to the first term, first year annual Contract Faculty member regarding his/her performance based upon the criteria established in the First-Year Teaching Faculty Evaluation Form.  The evaluation is returned to the Faculty member and is not put on file in the Personnel Office.

Summative Evaluation for Annual Contract Faculty:  An evaluation conducted yearly to assess the performance of all annual Contract Faculty members, (except first year, first term), based on the criteria established in the First-Year Teaching Faculty Evaluation Form and Post First-Year Teaching Faculty Evaluation Form.  The Form will be placed in the confidential section of the personnel file and used for the purposes listed above.

Summative Evaluation for Tenured Faculty:  An evaluation conducted periodically to assess the performance of all tenured Faculty members based on the criteria established in the Post First-Year Teaching Faculty Evaluation Form.  The Form will be placed in the confidential section of the personnel file and used for the purposes listed above.

Colleague:  A Colleague may be any full-time, tenured Faculty member whom the evaluatee selects to provide feedback on the criteria established in the Classroom Visitation Form.

Evaluation Conference:  A conference held between the Faculty member and his/her Department Chair to review and discuss the Faculty member's performance.  The meeting should include a discussion of the results of the evaluation, overall performance and future goals.

Syllabus:  All Faculty members are required to develop and to distribute to students a course syllabus for each class they teach.  The syllabus must be distributed during the first week of class each term.  Refer to the Faculty Handbook (p. 7) for a listing of required content items.

Classroom Visitation:  A visitation conducted by a Colleague or Department Chair to observe the dynamics of a class for feedback to the Faculty member on criteria established in the Classroom Visitation Form.

Student Opinion of Instruction Survey:  A document used to provide student feedback to the Faculty member on the course, course materials and instructional delivery.  There will be a choice of two forms.  One will be a multiple-choice form which can be used to get quantitative data on instruction and the other will have the same questions, but in a more open-ended format.  The choice of which form to use will be the Faculty Member's.

Self-Evaluation:  The portions of the First-Year and Post First-Year Teaching Faculty Evaluation Form used to give the Faculty member an opportunity to annually(for Annual Contract Faculty) or periodically(for Tenured Faculty) appraise his/her strengths, areas of improvement, and professional contributions to the Department, College and Community.  The completed form will serve as a Professional and/or instructional development tool between the Faculty member and his/her Department Chair.

TIMELINES AND FORMS:

I.  First year Faculty:

Term I - Formative Evaluation Process: - To be started right after withdrawal date.  To be completed by January 31st.



Student Opinion of Instruction Survey:  All classes in Term I.



Self Evaluation:

Observation of Colleague: To observe a Colleague with the Colleague's approval.



Classroom Visitation by the Department Chair.


Department Chair's Written Evaluation on the First-Year Teaching Faculty Evaluation Form.

.

Instruction Administration: Discussion of documents such as syllabi, handouts, exams, and grade records with the Department Chair or Colleague.

Term II - Summative Evaluation Process: - To be Started by mid-February and to be Completed by end of Term II.



Student Opinion Of Instruction Survey:  All classes in Term II.



Self Evaluation

Colleague Observation:  Selected Colleague observes the Faculty Member teaching a class with the Faculty member's approval.  The results will be given to both the Faculty member and the Department Chair.



Classroom Visitation by the Department Chair.


Department Chair's Written Evaluation on the First-Year Teaching Faculty Evaluation Form.

II.  Second Year Faculty:

Term I - Summative Evaluation Process: - To be started right after withdrawal date.  To be completed by January 31st.



Student Opinion of Instruction Survey:  All Classes in Term I.



Self Evaluation

Colleague Observation:  The Evaluatee may choose to be observed teaching by a Colleague selected by the Evaluatee as part of his/her evaluation process. The results will be given to both the Faculty member and the Department Chair.  This is optional and it is up the Faculty Member if this is done.



Classroom Visitation by the Department Chair.


Department Chair's Written Evaluation on the Post First-Year Teaching Faculty Evaluation Form.

III.  Third Year Faculty:

Term I - Summative Evaluation Process - To be started right after withdrawal date.  To be completed by January 31st.



Student Opinion of Instruction Surveys:  All Classes in Term I.



Self Evaluation

Colleague Observation: The Evaluatee may choose to be observed teaching by a Colleague selected by the Evaluatee as part of his/her evaluation process. The results will be given to both the Faculty member and the Department Chair.  This is optional and it is up the Faculty Member if this is done.



Classroom Visitation by the Department Chair.


Department Chair's Written Evaluation on the Post First-Year Teaching Faculty Evaluation form.

IV.  Tenured Faculty:  Evaluated the first year of tenure and then every three years after that.

Term I - Summative Evaluation Process: - To be started right after withdrawal date.  To be completed by January 31st.

Student Opinion of Instruction Survey:  One class for each preparation; a minimum of 2 classes in Term I during the year of the evaluation.  Student Opinion of Instruction Surveys would also be done in Term II during the non-evaluation years.  



Self Evaluation

Colleague Observation: The Evaluatee may choose to be observed teaching by a Colleague selected by the Evaluatee as part of his/her evaluation process. The results will be given to both the Faculty member and the Department Chair.  This is optional and it is up the Faculty Member if this is done.

Classroom Visitation by Department Chair: Once every three years with the Faculty member's consent, unless there is a problem.  It is up to the Faculty Member if this is done, unless there has been a problem, documented in writing.

Department Chair's Written Evaluation on the Post First-Year Teaching Faculty Evaluation Form.

EVALUATION STEPS:

1.  Form Distribution

The Department Chair is responsible for initiating the process and distributing the forms in a timely manner.  If the Forms are available online, the Department Chair needs to remind the Faculty Member of which forms are to be used and where they are located.

2.  Participants

The following persons will participate in the evaluation:


For First Year(both semesters):  self, students, Department Chair,  colleague


For Second and Third Year:  self, students, Department Chair, colleague*


For Tenured:  self, students, Department Chair, colleague*




*optional

3.  Student Opinion of Instruction Surveys


a)  First, Year Faculty will conduct Student Opinion of Instruction Surveys in all classes Term I and Term II.

b)  Second, and Third Year Faculty will conduct Student Opinion of Instruction Surveys in all classes Term I.


c)  Tenured Faculty will conduct Student Opinion of Instruction Surveys in Term I of the year they are formally evaluated and Term II of the other years.  One section for each preparation with a minimum of two classes will be surveyed.


d)  The Faculty Member will select either the open-ended "Student Opinion of Instruction Form" or the multiple choice/computer analyzed "Student Opinion of Instruction Form".


e)  Student Opinion of Instruction Surveys will be conducted at a time agreed upon by the Faculty Member and the Department Chair.


f)  Distribution, monitoring of completion, and collection of the Student Opinion of Instruction forms will be done by another Faculty Member, staff member, administrator or student at the discretion of the Faculty Member.  The Faculty Member may read the instructions and distribute the forms him/herself but may not be present while they are being filled out or collected.  

g)  Any of the above mentioned people in f(other than the Faculty Member whose class is being surveyed) may collect the forms, place them in an appropriate envelope and seal it.  This person will then bring them to the Department Chair or Department Secretary as designated on the envelope.

h)  Multiple choice evaluation results will be computer analyzed.  Both multiple choice and the open-ended survey results will be reviewed by the Department Chair.

i)  The Faculty Member will receive the completed Student Opinion of Instruction Forms after grades have been submitted.

4.  Classroom Visitation


a)  Classroom visitations will be done by the Department Chair for all non-tenured Faculty.  The Department Chair will use the "Classroom Visitation Form".  Tenured Faculty may choose to have their Department Chair do a classroom visitation.


b)  Colleagues will use the Classroom Visitation Form. Colleague observations are optional, except for first year, second Term.  Colleague observation comments will not be included in the "Department Chair's Written Evaluation".


c)  The date and duration of the classroom visit will be mutually determined.  Following the Classroom visitation, a conference will be held between the Faculty Member and the observer.  A copy of the complete" Classroom Visitation Form" will be given to the Faculty Member.  The Faculty Member will sign the form to acknowledge an opportunity to review and discuss the contents.

5.  Department Chair's Written Evaluation Portions of the First and Post First-Year Teaching Faculty Evaluation Forms


a)  The Department Chair will complete the appropriate sections of the First-Year and Post First-Year Teaching Faculty Evaluation Form based upon data obtained from: 1) the Faculty Member's self evaluation; 2) Student Opinion of Instruction Surveys; 3) Department Chair’s classroom visitation(if done) and 4)general knowledge of the Faculty Member.


b)  The Department Chair will forward the completed form to the Faculty Member for review at least one week prior to the evaluation conference.


c)  The Department Chair and the Faculty Member will schedule an evaluation conference.  The conference should include a discussion of the results of the evaluation, overall performance, and future goals related to professional development.


d)  If the Faculty Member received a "Requires a Developmental Plan" rating for the summary evaluation, a mutually agreed to developmental plan specifying corrective action and a timetable must be prepared at the evaluation conference.


e)  The evaluation form will be signed by the Faculty Member.  The signature acknowledges only an opportunity to review and discuss the contents.


f)  The Faculty Member may add comments on the form.  Supporting information may be attached.

6.  Routing


a)  Once the Faculty Member and Department Chair have signed the summary portion of the First or Post First Year Evaluation Form, the Department Chair will forward the document to the next appropriate person.


b)  Each level beyond the Department Chair will sign indicating that the evaluation has been reviewed.  Additional information may NOT be added.  Any information regarding the Faculty Member should have been provided to the Department Chair prior to the evaluation.

7.  Personnel File:  All documents that are part of the evaluation process to be filed with Personnel, will be placed in the Confidential Portion of the Faculty Member's personnel file.  This portion of the personnel file can only be accessed by the Faculty Member or College Administrator.  This is not open to the Public.

8.  Appeal Process:  Contents of the Department Chair's Written Evaluation cannot be grieved under the UFF contract.  The Faculty member who wishes can appeal the summary evaluation rating using the Non-Contractual Grievance Process in College Policy 6Hx2-4.15.
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