



K9.203 Faculty Evaluation Procedures

A. Purpose

Kapi‘olani Community College is committed to effective teaching and successful learning.  Successful student learning is measured, in part, by ongoing assessment of faculty who provide direct instruction and student and academic support.  Based upon these evaluation results, the College can provide professional development opportunities for faculty members who can benefit from them.

B. Related University Policies

Faculty Evaluation Procedures are created as a means to implement key components of the following University of Hawai‘i policies:

· Board of Regents By-Laws and Policies, Section 9-15, October 16, 1981.

· Evaluation of Board of Regents Appointees, Executive Policy 9.203, October 1981.

· Guidelines provided in CCCM 7200, March 19, 1982.

C. Eligibility and Documentation

Faculty members shall be evaluated at least once every five years through one of the following mechanisms:

1. 
Faculty members undergoing contract renewal for reappointment are subject to departmental review according to established departmental personnel committee procedures, campus procedures, and bargaining unit agreements.  The review cycle is every one or two years, depending on the nature of the faculty member’s appointment.  The relevant campuswide guidelines and forms are available at quill.kcc.hawaii.edu/page/facultyforms.html.

2.
 Faculty members eligible for tenure and/or promotion are subject to departmental review according to established departmental personnel committee procedures, University of Hawai‘i Community College procedures, and bargaining unit agreements.  The relevant University of Hawai‘i Community College guidelines and forms are available at quill.kcc.hawaii.edu/page/facultyforms.html. 

3. 
Faculty members who wish to apply for merit pay increases must submit supporting evaluation materials and are subject to University of Hawai‘i systemwide procedures and bargaining unit agreements.  The relevant University of Hawai‘i guidelines and forms for special salary adjustment are available at quill.kcc.hawaii.edu/page/facultyforms.html. 

4.
Faculty members who have not otherwise submitted evaluation documents in the preceding five years are subject to the five-year review process whose procedures and guidelines are included as Appendix A. 

APPENDIX A

Kapi‘olani Community College

Five-Year Review Guidelines and Procedures

Kapi‘olani Community College is committed to excellence in teaching and learning.  As part of this commitment and in compliance with Board of Regents executive policy E9.203, faculty are required to submit self-assessments at least every five years.  A faculty member who has not otherwise undergone evaluation in the preceding five years shall submit a self assessment following guidelines established by his/her department or those suggested below, according to the following timeline:

Responsibilities, Timeline, and Procedures

1.
 The Human Resources Director notifies the department chairs by April 15 of the faculty who are scheduled for review according to the criteria outlined above, i.e. those who are in the spring semester of their fourth year without an evaluation.

2.
The department chair notifies faculty members by May 1 of their scheduled evaluations. 

3.
The faculty member submits an evaluation document to his/her department chair by the following December 1. 
4.
The department chair reviews the document and completes his/her report by February 1.  The department chair meets with the faculty member to share his/her recommendations.  If the evaluation reveals meritorious performance, the department chair informs the faculty member of the availability of programs designed to recognize meritorious performance, e.g., annual merit awards, excellence in teaching award, internship, fellowship, etc.  If the evaluation reveals a need for improvement, the faculty member and department chair jointly develop a professional improvement plan, and follow-up reviews on the progress being made may be scheduled for any year prior to the next five-year evaluation cycle if appropriate. 
5.
By February 15, the department chair submits a completion report to the program dean or administrator on the year's five-year evaluations, noting that the schedule was met, reporting any deviations, and reporting planned follow-up actions as applicable. 
If the faculty member believes that the results of the evaluation are unwarranted or inappropriate, he/she may consult with the program dean or an administrator designated by the Chancellor.

Kapi‘olani Community College

FIVE-YEAR REVIEW FORM

TO BE COMPLETED BY FACULTY MEMBER:

Name: ________________________________ 

Year Tenured: _________ Tenured at Rank: C-_____ Current Rank: C-_____

Date last promoted: _____________ Date last received Merit Award: _________

Signature: ____________________________________ Date: ______________

________________________________________________________________

To be completed by Department Chair/Unit Head:

Faculty Member's performance:

( Exceeds duties and responsibilities for rank.

( Meets duties and responsibilities for rank.

( Does not meet duties and responsibilities for rank.

DC’s comments, if any, are attached. Comments must be attached if “does not meet” has been checked.

Department Chair’s Signature:_________________________ Date: __________
SUGGESTED GUIDELINES FOR THE FIVE-YEAR REVIEW DOCUMENT

Departments are encouraged to develop guidelines for the five-year review document that reflect the College’s commitment to excellence and are in keeping with the faculty member’s rank and responsibilities.  The suggested guidelines below ask the faculty member to report the nature and extent of his/her contributions in each of the areas of duties and responsibilities of his/her range as specified in the Classification of Community College Faculty policy adopted by the Board of Regents in 1977, included as Appendix B. Evidence relating to the quality of these contributions must also be included. 
Each duty/responsibility may be addressed on a separate sheet if desired, but the faculty member should try not to use more than one page per duty/responsibility. 

	Duty/Responsibility Being Addressed on This Page:


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	

	
	
	

	
	
	


In the columns, the faculty member should cite the activities undertaken for the past five years under each duty/responsibility and the specific outcomes of the endeavors. Activities should be listed by years, starting with five years ago and ending with current year. An asterisk (*) may be used to indicate the activities for which compensation or released/reassigned time was received. Evidence relating to the quality of these contributions must also be included.

Below is a sample of the post-tenure review assessment categories for a faculty member at rank C-4, Associate Professor:

	Duty/Responsibility Being Addressed on This Page:

Performs consistently at a highly effective professional and productive level in the area of primary responsibilities.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Maintains his/her expertise in current discipline content and methodologies, and in the understanding of student needs.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Provides individual leadership to colleagues in his/her discipline area, college, or university.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Works with colleagues in other disciplines to facilitate total student learning.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Initiates, coordinates, and participates in discipline‑related projects at the campus or system level to include significant program or curricular modification.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Provides significant service to the college and community outside of the area of primary responsibilities.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


	Duty/Responsibility Being Addressed on This Page:

Sustains involvement in professional and self‑development activities.


	Year
	Activities
	Outcomes

	
	(Make a separate entry for each

activity)
	

	
	
	

	
	
	


APPENDIX B

Classification of Faculty in the Community Colleges:

Duties and Responsibilities

Assistant Professor (C-3):

1. 
Effectively maintains a professional level of performance and productivity in the area of primary responsibilities. 

2. 
Maintains his/her expertise in current discipline content and methodologies, and in the understanding of student educational needs.  

3. 
Develops an understanding of the relationship of his/her discipline to the students' total instructional program.

4. 
Contributes to the development of activities at the discipline and campus level.  

5. 
Works independently and with colleagues to develop, revise and select curriculum materials, instructional and student‑needs‑assessment strategies at the course or discipline level.  

6. 
Provides service to the college and community outside of the area of primary responsibilities and leadership in discipline, department, or college activities.  

7. 
Sustains involvement in professional and self‑development activities.  

8. 
Serves as Department Chairperson, Division Personnel Committee member, and/or as a mentor or resource to other faculty.

Associate Professor (C-4):

1.
Performs consistently at a highly effective professional and productive level in the area of primary responsibilities. 

2.
Maintains his/her expertise in current discipline content and methodologies, and in the understanding of student needs.

3.
Provides individual leadership to colleagues in his/her discipline area, college, or university.

4.
Works with colleagues in other disciplines to facilitate total student learning.

5.
Initiates, coordinates, and participates in discipline‑related projects at the campus or system level to include significant program or curricular modification.

6.
Provides significant service to the college and community outside of the area of primary responsibilities.

7.
Sustains involvement in professional and self‑development activities.

Full Professor (C-5):

1.
Sustains excellence in the area of primary responsibilities. 

2. 
Demonstrates versatility and depth in the mastery of strategies which effectively meet student needs at the course or discipline level.

3.
Sustains leadership and service to the discipline, college, or university.

4.
Demonstrates expertise.

5.
Serves as a resource to other faculty, businesses, and the community.

6.
Serves as a mentor to junior faculty.

7.
Sustains involvement in professional and self‑development activities at an appropriately high level.





