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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

EVALUATION PROCEDURE

I. POLICY

1.00 GENERAL STATEMENT

1. The evaluation procedure and instruments are subject to negotiation with the faculty association and the Board of Trustees.  The evaluation instruments are attached to the Master Agreement.

2. The evaluation procedure shall be as follows in this policy.

3. All full-time faculty shall be evaluated by students and administrators and shall have the right of self-evaluation.

II.
PROCEDURE

2.00
SPECIFIC STATEMENTS

1. The evaluation procedure shall be conducted for the purpose of improving instruction and the teaching/learning process.  An effective continuous professional evaluation is essential for the college to attain its objectives.  Thus, the evaluation shall provide a basis for (1) professional self-improvement, (2) recognition of excellence in teaching, and (3) assistance in decisions of retention or dismissal of instructional staff.

2. The following instruments shall be used in faculty evaluations: (1) student evaluation of instructors, (2) administrative evaluation of instructors, and (3) the instructor’s self-evaluation.  Some evaluation materials may not be observable during the course evaluation; documentation should be provided by the instructor and considered for evidence.  The Vice President for Academic Affairs and/or Dean may also ask for other supporting materials; i.e., grade books, plans, syllabi, etc.

3. The Vice President for Academic Affairs shall be responsible for all full-time faculty evaluations.  The Dean(s) working with the instructor will conduct the administrative evaluation of instruction.
4. As provided by statute, all instructors in the first two consecutive years of            employment shall be administratively evaluated at least once in the spring            and fall semesters.  In the third and fourth year of employment, all instructors shall be administratively evaluated at least one time a year.  
After the fourth year of employment, all full-time instructors shall be administratively evaluated by the Dean(s) working with the instructor at least once every three years, not to exceed one regularly scheduled evaluation per Dean with a maximum of two separate evaluations per each three-year cycle.

5. If both the Dean and instructor agree, an additional evaluation may be given the following semester to address and resolve any issues.  This new evaluation will override the existing evaluation.  Only the new evaluation will be kept in the instructor’s personnel file along with a note documenting the reason(s) for the additional evaluation.

The Dean may develop, with input from the instructor, a professional development improvement plan within twenty (20) working days of the initial evaluation.  Such plan shall be on file with the Vice President for Academic Affairs and shall be monitored.  

The Board of Trustees reserves the right to permit administrative evaluations more frequently than the minimum provided in statute when a specific and documented pattern of events indicates a need for evaluation outside of the regular evaluation cycle.

6. The appropriate Dean(s) will whenever possible, observe the instructor’s class of choice.  Class selections for observation would be rotated between online and onsite and with an even distribution among classes taught.  Instructors shall be notified at least seven (7) working days prior to their required scheduled evaluation.  For online observations, the Dean will be enrolled in the course as a student and shall have access for 48 hours in the predetermined week.  For evaluations outside of the regular evaluation cycle, instructors shall be notified at least ten (10) working days prior to the added evaluation.  Written notification shall document the specific basis for the added evaluation.  No administrative evaluation shall be conducted during the first two weeks or last two weeks of a semester.

7. Students will have the opportunity to evaluate all courses.  Every semester the instructor will identify a section in up to two modalities taught for the Deana review.  
8. The Dean may adjust the scheduled visit at the request of the instructor or as needed allowing for conflicting schedules or online technology issues, but reserves the right to visit the class originally scheduled if desired.

9. Following the scheduled evaluation visit, the Dean shall schedule a conference with the instructor.  The Dean shall review the results of the evaluation with the instructor as related to the position function and items addressed on the evaluation instrument.  The Dean shall attempt to hold a conference with the instructor ten (10) working days or less after the evaluation.  In no instance shall the conference take place more than twenty (20) working days after the evaluation, without both parties agreeing to the change.  
10. The Dean and the evaluated instructor must sign the administrative and            self-evaluation.  Both shall be kept on file for at least a three-year period.           Signing does not imply agreement, only that both parties have reviewed the            evaluations.

11. The instructor may request, in writing to the Vice President for Academic Affairs and the appropriate Dean within ten (10) working days, a conference with the Vice President for Academic Affairs and the Dean to discuss points of disagreement concerning the evaluation.  The instructor shall submit a written statement at the time of this conference.  The Dean may also prepare a written response to the evaluation or may choose not to.  The instructor’s response and Dean’s response shall become part of the record.  The following forms are attached to this policy:  IV-B-1.6, IV-B-1.7, IV-B-1.8.
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