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Forms

for

Faculty Evaluation and

Improvement of Instruction

Preliminary Evaluation Agreement

(Form 2220/001)
Classroom Observation Form 

(Form 2220/002)
Sample Formative Student Evaluation Form 

Faculty Member’s Final Conference Form 

(Form 2220/003)
Supervisor’s Final Conference Form 

(Form 2220/004)
Additional Evaluation Form for Nursing Faculty 

(Form 2220/005)
Supervisor’s Evaluation Summary Form

 (Form 2220/006)

Supervisor’s Evaluation Checklist:

Part-time/Temporary Full-time Faculty

(Form 2220/007)
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PORTFOLIO EVALUATION SYSTEM

PRELIMINARY EVALUATION AGREEMENT









Academic Year   

Faculty Member’s Name:  

Department or Division:     
Directions:  In collaboration with your designated supervisor, select and list the goals that you have for the upcoming year.  (Goals you have accomplished the summer previous to the academic year may count if you have not already listed them before.)  These goals should outline a reasonable workload that adheres to the goals of your program and distributes the workload within the program in an equitable way while allowing you to meet the expectations appropriate to your years of full-time teaching service at Delgado.  (Note:  Depending on the year of service, faculty may not have to list goals in every area of this form; nor will all faculty members have the same number of goals in each area.) 

I. Teaching and Related Activities/Academic Support 


II.  Service to Students, Department, Division, or College



III. Professional Service and Development 


Faculty Member’s Signature:   ______________________________   Date:   _________

Supervisor’s Signature:           _______________________________   Date: _________

Form 2220/001 (12/04)
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PORTFOLIO EVALUATION SYSTEM

CLASSROOM OBSERVATION










   Academic Year: 

Date of Observation:  

Class Observed:         

Observer:
           




Observee:                   

Directions:  After the classroom observation, the observer and observee should discuss the questions on this form.  On this form, the observer should write about the classroom observation, but may also write about the conversation as well by including some of the observations, ideas, objectives, etc. of the observee. 

1. What was the purpose of the lesson you observed?


2. What parts of the class seemed to particularly enhance the learning process?  What strengths does the teacher exhibit?


3. What instructional options were discussed as a result of the observations?  (What options would the teacher like to explore?)


     Observer’s Signature:   _________________________________   Date: _________

     Observee’s Signature:  _________________________________   Date: _________
Form 2220/002 (12/04)
SAMPLE
FORMATIVE STUDENT EVALUATION OF INSTRUCTION
(Note:  This is a sample form.  Teachers may individualize or adapt this form to their own purpose.)  This is known as a formative evaluation.  Its purpose is solely to improve the quality of teaching by providing feedback to the instructor regarding your impressions of this course.

__________________________________________________________________________

Semester/Year _________________

The best part of this course for me is:

The worst part of this course for me is:

For me, the content of this course is:

The thing I like best about you as an instructor is:

The thing I like least about you as an instructor is:

SAMPLE 

FORMATIVE STUDENT EVALUATION OF INSTRUCTION (continued)
I would like you to do more: 
I would like you to do less:

In this class, I feel best when:

In this class, I feel worst when:

If  I could change one thing in this class, it would be:

Please list any other comments about the course or the instructor in the space below.
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PORTFOLIO EVALUATION SYSTEM

FACULTY  MEMBER’S FINAL CONFERENCE FORM










        Academic Year:   


Faculty Member’s Name:  


Division:     







Date: 

1.
Did you fill out a Preliminary Evaluation agreement in collaboration with your supervisor?
       



yes   
 
no

2.
Did you participate in a classroom observation?

   
       


yes   
 
no

N/A
3.
Did you use a formative evaluation with one of more classes this academic year? 



yes      

no     What course?


4.
Did you compile an Annual Evaluation Portfolio?  

 yes  

no

5.
Did you discuss your classroom observation and/or your formative evaluation  

      with a colleague or mentor?      

 yes   

no

6.
Based on your participation in the classroom observation and the formative student  

          
evaluations, identify the strengths you bring to the classroom.

7.
Based on the same sources, identify one or two areas you would like to target for development.


8.
Indicate any supplies, equipment or resources that might help you to improve instruction.


9.
Identify things supervisors could do to help you improve instruction, develop professionally and/or 
increase job satisfaction.  (You may use the back of this form to continue your response.)  



Faculty Member’s Signature_________________________________
Date______________
 






          

Form 2220/003 (12/04)
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SUPERVISOR’S FINAL CONFERENCE FORM
Overall Performance


	Activities
	Yes
	Needs Work*
	No*

	Meets Class regularly 
	
	
	

	Teaches appropriate course material related to course content
	
	
	

	Organizes classes around goals set forth in the generic syllabus
	
	
	

	Assigns grades based on students’ demonstrated understanding of course content
	
	
	

	Demonstrates respect to students 
	
	
	

	Exhibits collegiality towards colleagues 
	
	
	

	Provides reasonable accommodations according to ADA guidelines
	
	
	

	Facilitates student evaluations:  results consistent over a period of three years with those of other faculty members who teach similar classes. 
	
	
	

	Uses a variety of teaching strategies to enhance instruction
	
	
	

	Uses a variety of assessment strategies, including retention and pass rates, to improve student success and to enhance instruction
	
	
	

	Participates in resolution of student complaints
	
	
	

	Performs registration duties as assigned
	
	
	

	Advises students consistent with assignment 
	
	
	

	Submits, posts, and keeps regular require office hours
	
	
	

	Submits grades, forms, etc. consistently and on time. 
	
	
	

	Serves on division committees consistent with similar faculty 
	
	
	

	Regularly attends division and department meetings
	
	
	

	Regularly attends convocation and graduation
	
	
	

	Portfolio Evaluation      (Faculty Members rated above a “3” must complete all five steps)

	Establishes Goals for the Enhancement of 
Teaching & Learning and Service to the College

Note:  Before beginning the process, Divisional and/ or Departmental goals should be determined and disseminated to faculty members.
	Yes
	Needs Work*
	No*

	Submits Preliminary evaluation agreement
	
	
	

	Collects documentation of progress toward goals
	
	
	

	Participates in Classroom Observation where appropriate 
	
	
	

	Conducts formative evaluations in at least one class per academic year
	
	
	

	Participates in final conference with Supervisor or with department
	
	
	


Name of Faculty Member 






   Date

Division





  

Academic Year 

*Identify specific behaviors/ incidents/ student evaluations, etc.
Supervisor’s Signature_________________________________
Date______________
       Form 2220/004 (12/04)
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Additional Evaluation Form for Nursing Faculty

   








Academic Year 
*Identify specific behaviors/incidents/ student evaluations, etc.                     
	Activity
	Yes
	Needs Work*
	No*

	Meets all responsibilities identified in the job description of a nursing faculty member in each of four areas:
	
	
	

	Course Planning


	
	
	

	Classroom Teaching


	
	
	

	Clinical/ Lab Teaching


	
	
	

	Professionalism


	
	
	



Comments:


Supervisor’s Signature:           _______________________________   Date: _________

Form 2220/005 (12/04)
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SUPERVISOR EVALUATION SUMMARY










Academic Year 


 Name 






 
Position


Campus   


      Division                   
        Supervisor 
1.  Yes

No 
      Fulfills Basic Job Requirements 

2.  Yes 
No      
      Student Evaluations 70% or higher (or explanation/contract attached) 

Note: Student evaluations are designed to flag problem areas for dialogue between supervisor and faculty members. Student evaluations are not intended to serve a punitive purpose, although they may serve as part of a package of evidence that a new faculty member should not be re-hired, for example.  Supervisors, therefore, are to use their own discretion in applying the above criteria in any given year, especially in clinical or other situations, where the total number of evaluations may be low. Annual evaluations are seen as formative; promotion year evaluations, as summative. 

3.  Yes  
No 
      Completed all five steps of the Portfolio Evaluation. 

4.  Completed goals in the areas of:


 
Teaching 
        Service 


 Professional Development 
Comments, including areas of student evaluations that need attention:


Employee’s Effectiveness for this Evaluation Period*: 
*(1 = lowest; 5 = highest) based on Faculty Evaluation Scale on back side of this form.
1  


2  


 3** 


 4  

  5  

** Note:  An evaluation score of “3” or lower precludes merit pay increases.

Signature does not indicate agreement, but simply verifies that this summary has been reviewed by employee and supervisor.
Signature of Employee 

Date 
     Signature of Supervisor 

Date 

Form 2220/006 (12/04) (front)

Supervisor Evaluation Summary (continued)
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Faculty Evaluation Scale
1=
Does not participate in the Portfolio Evaluation System.  Consistently neglects to fulfill basic job requirements 
as listed on the Basic Job Requirements Checklist on the Supervisor’s Final Conference Form, Form 2220/004. 
Does not improve in an area/areas of basic job performance that has been previously checked by the supervisor 
as an area/areas in which improvement is needed.  

2=
Participates in the Portfolio Evaluation System, but consistently neglects to fulfill basic job requirements as 
listed on the Basic Job Requirement Checklist on the Supervisor’s Final Conference Form.  Does not improve 
in an area/areas of basic job performance that has been previously checked by the supervisor as an area/areas 
in which improvement is needed.

3=
Does not participate in the Portfolio Evaluation System, but fulfills basic job requirements satisfactorily.  
Student evaluations are satisfactory (at least 70% approval rating overall*).  Service to College and evidence 
of professional development may be minimal.



Or: 


Participates in the Portfolio Evaluation System.  Fulfills basic job requirements satisfactorily.  Student 
evaluations are satisfactory (at least 70% approval rating overall*).   May or may not accomplish goals as 
listed on the Preliminary Evaluation Agreement, but does not complete all required steps of the Portfolio 
Evaluation process.  (See the “Portfolio Evaluation System” section of the College’s Faculty Evaluation and 
Improvement of Instruction policy for a listing of all required steps.)

4=
Participates in the Portfolio Evaluation System.  Fulfills basic job requirements satisfactorily.  Student 
evaluations are satisfactory (at least 70% approval rating overall*). Completes all required steps of the Faculty 
Evaluation System, but does not achieve goals as listed on the Preliminary Evaluation Agreement or does not 
provide documentation that demonstrates the achievement of stated goals. 

5=
Participates in the Portfolio Evaluation System.  Fulfills basic job requirements satisfactorily.  Student 
evaluations are satisfactory (at least 70% approval rating overall*). Completes all required steps of the Faculty 
Evaluation System.  Achieves goals as listed on the Preliminary 
Evaluation Agreement and provides 
documentation that demonstrates achievement of these goals.

*
Faculty who get below a 70% overall rating on the summative student evaluation scale must receive a ranking of “2” 
unless they enter into an “improvement of instruction contract” with the supervisor’s approval.  These faculty-generated 
contracts will detail the steps faculty plan to take in order to improve teaching and increase student satisfaction.   If 
concerted efforts to implement and fulfill these contracts are made by the faculty, the supervisor may assign a rank of “2,” 
“3,” or “4” depending on special circumstances related to student evaluations performance of basic job duties, 
participation in the Portfolio Evaluation System, and completion of goals.  If, however, those faculty members receive 
below 70% for a second consecutive year, a rank of “2” will be assigned.  Faculty not participating in the Portfolio 
Evaluation System who get below a 70% overall rating on the summative student evaluation sheets will receive a ranking 
of “1.”  
Form 2220/006 (12/04) (back)
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Supervisor’s Evaluation Checklist:

Part-time/Temporary Full-time Faculty

Overall Performance


Name of Faculty Member 






   Date 

Division





  

Academic Year 

	Activities


	Yes
	Needs work*
	No*
	N/A or Not observed

	Meets class/clinical regularly
	
	
	
	

	Teaches appropriate course material related to course content
	
	
	
	

	Organizes classes/clinicals around goals set forth in the generic syllabus
	
	
	
	

	Assigns grades based on students’ demonstrated understanding of course content and achievement of course objectives
	
	
	
	

	Demonstrates respect to students
	
	
	
	

	Exhibits collegiality towards colleagues
	
	
	
	

	Provides reasonable accommodations according to ADA guidelines
	
	
	
	

	Facilitates student evaluations: results consistent year to year with those of other faculty members who teach similar classes
	
	
	
	

	Uses a variety of teaching strategies to enhance instruction
	
	
	
	

	Uses a variety of assessment strategies, including retention and pass rates, to improve student success and to enhance instruction
	
	
	
	

	Participates in resolution of student complaints
	
	
	
	

	Submits, disseminates to students, and keeps regular required office hours; is available to students as needed
	
	
	
	

	Submits grades, forms, etc. consistently and on time
	
	
	
	


* Identify specific behaviors/incidents/student evaluations, etc.

Comments:  

Employee’s Signature _____________________________________ Date _________________

Supervisor’s Signature ____________________________________ Date  _________________

 Form 2220/007 (1/08)
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