Grossmont College

Tenure Review Committee Chair 
Checklist for Tenure-Track Faculty Evaluation, 2017-2018 *
Evaluee:  
_____________________________
Department:    
_____________________________  

For clarity of process, the Tenure Review Coordinator asks that you complete at least the first two items and return this form by September 30, 2016.  This will help keep everybody informed as the process moves forward.
Please send to Clifton.Quinn@gcccd.edu

Date
Activity

_____
Committee Selected (8/15-9/02) ______________________, ______________________, 



Dean/Admin
Chair
______________________.


Peer

_____
First Committee Meeting with evaluee (setting of dates of second and third meetings and agreement on supplemental materials to be submitted) (8/29 – 9/23)
_____
Identify which courses (if any) will be evaluated online.

________________________________________________________________________

_____
Determine who will conduct the Student Evaluations. (Divide up the evaluations.)

_____
Student evaluations must be administered 9/19-10/28 for evaluation committee access.
The following supplemental materials have been requested:

 _____________________________________________________________________________          


_____________________________________________________________________________


_____________________________________________________________________________

_____
Second Committee meeting – Agreement on Summary Rating and Comments (10/24 – 11/10) Manager or designee submits all materials as a packet to the Evaluations Office – Carolinn.Torwick@gcccd.edu  (See 5.4 on AFT contract for details.) This document to be created by the Faculty Evaluations Office.
_____
Third Committee meeting (with evaluee).  All original, signed materials in file, VP notified. (11/28 – 12/09)
Deans must return completed documents to the Vice President of Instruction.
In order to notify the VP that the file is ready for review, you should have the following paperwork turned in to the Evaluations Office.

1. Committee Summary Report (See 5.4 in AFT Contract) 

2. Peer/Manager Instructor Evaluation form from each Evaluator 


3. Student evaluation statistical profiles (Created by Evaluations Office)


4. Self-evaluation/personal statement by the candidate

5. Faculty Evaluation Development Plan (if required).


6. Requested Supplementary Materials.  (if any)
* Draft Document – not officially approved by Grossmont College.

Tenure Evaluation Terms and notes from the AFT Faculty Contract:

Summary Report:

A Summary Report will be compiled at the end of each evaluation. At a minimum, a Summary Report shall contain: 

(1) a statistical summary of the student evaluations and a calculated Summary Rating except where excluded per section 5.3.3.3.; 

(2) one (1) Evaluation Form, including comments and the individual evaluation summary rating (and recommendations if applicable) from each peer or management evaluator, each with an assigned Summary Rating; 

(3) a cover sheet containing Student, Peer, and Management Summary Ratings, and an overall Summary Rating based on their weighting; 
(4) the evaluee's self-evaluation.

5.3.4 Self-Evaluation/Personal Statement by the Evaluee 

Completion of a written self-evaluation is required for all tenure-track faculty.

Note: this is done using the same form used for the Peer Evaluation.

5.6.1 Tenure Review Committee Responsibilities 
5.6.1.1 A Tenure Review Committee shall be formed for each tenure-track faculty member and shall be composed of the appropriate manager and two (2) tenured faculty members. 

5.6.1.2. In accordance with the definition of “peer” in Section 5.3.1.1, two (2) tenured faculty members shall be selected by the tenured faculty of the department where the evaluee is assigned to serve as peer evaluators. If there are not enough tenured peer evaluators available to serve, the Dean in conjunction with the Department Chair will select the peer evaluators. 

5.6.1.3. The Chair of the Committee shall be elected by the Committee, and shall be a tenured faculty member. 

5.6.1.4. All Committee members shall have completed an in-service training session jointly sponsored by the District, the AFT, and the Academic Senate specifically designed for Tenure Review Committee members before beginning their evaluation duties. 

5.6.1.5. Any Committee member may, at his/her discretion, submit a written minority report. 

5.6.1.6. The Tenure Review Committee Chair shall be responsible for: (1) calling all meetings; (2) coordinating activities of the Committee; (3) representing the Committee to the Tenure Review Coordinator; (4) informing all committee members of relevant deadlines; and, (5) other officially designated duties.

5.6.2 Evaluation Procedures 
5.6.2.1. Tenure-track faculty shall be evaluated at least every fall semester each year for four (4) years. 

5.6.2.2 The Tenure Review Committee shall meet to determine the plan for completing the evaluation process in a timely manner and to review the process with the evaluee. The evaluee shall receive, from the committee chair, copies of the blank evaluation instruments at this meeting. 

5.6.2.3. The evaluee will provide the committee with the relevant written materials as specified below prior to the end of the 6th (sixth) week of the semester (or equivalent for short-term classes). For instructional faculty, these shall include a syllabus, specifying dates for scheduled exams and chapters or topics to  

be covered, lesson plans, sample tests, quizzes, grading system, etc. For non-instructional faculty, these shall include all materials deemed appropriate by the committee.

5.6.2.5. Observations in the candidate’s first (1) semester of employment will be done after week six (6) of the semester (or equivalent for short-term classes). 

5.6.2.6. Classroom visitations in the candidate’s second (2) through eighth (8) semesters of employment will be done anytime after the fifth (5) week of classes (or equivalent for short-term classes). For non-instructional faculty, these observations shall commence as deemed appropriate by the committee. 

5.6.2.7. The Peers and Manager will summarize their observations and evaluations on the Evaluation Form. 

5.6.2.8. The Peers and Manager will each give the evaluee a single Summary Rating on a nine-point scale. 

5.6.2.9. Upon the consensus of the committee, a second visitation by any committee member may be scheduled. 

5.6.2.10. Student Evaluations may begin in the fifth (5) week of classes (or equivalent for short-term classes). For non-instructional faculty, these evaluations shall commence as deemed appropriate by the committee. 

5.6.2.11. The committee shall meet no later than two (2) weeks by prior to the end of the semester to review the Summary Report and make its recommendation of the evaluee’s status for the next academic year. 

5.6.2.12 The Summary Report shall contain all elements of 5.4 

5.6.2.13. The committee shall present its preliminary Summary Report and preliminary recommendations to the candidate no later than (1) week prior to the end of the semester. 

5.6.2.14 If there are recommendations for improvement on either the Peer or Manager Evaluations, the evaluee shall respond in writing to those recommendations. The evaluators and evaluee may develop a written plan specifying the requirements for improvement of performance and follow-up, if deemed appropriate. The response shall be filed with the committee within ten (10) working days of the evaluee’s receipt of the preliminary Summary Report from the Tenure Review Committee. 

5.6.2.15. By the end of the semester (for Fall evaluations only), the Tenure Review Committee shall submit its final summary report to the evaluee, including any written responses from the evaluee, and 

must recommend to the President that the candidate: 

5.6.2.15.1. Be granted status as a tenured faculty member starting with the next academic year. 

5.6.2.15.2. Be continued as a contract faculty member for the next academic year. 

5.6.2.15.3. Be continued as a contract faculty member for the next academic year subject to the conditions specified in the Summary Report, which may include re-evaluation during the following spring semester. 

5.6.2.15.4. Not be rehired, based on justifications specified in the Summary Report.
