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POLICY
The purposes for a comprehensive faculty performance evaluation policy at CNC
are to:

1.1 Create a constructive environment, within which the instructional process
can be fully explored in the interests of students’ learning,

1.2 Create a means by which faculty performance can be evaluated to
determine areas of strength and areas that may need improving as a
fundamental step in faculty planning to improve effectiveness of
performance,

1.3 Recognize and reinforce best practices,

14 Create a means by which the supporting relationship between faculty
evaluation and faculty development can be understood and achieved,

1.5 Identify, in some circumstances, where improvement is required to
maintain competency and promote high instructional standards.

PRINCIPLES
The faculty performance evaluation process will:

2.1  Be designed and implemented through a consultative process,

2.2 Provide constructive feedback to help faculty facilitate student learning,

2.3 Assist in identifying excellent performance,

24  Be applied and implemented consistently,

25  Becomprehensive, using core elements with the addition of other elements
as decided by the faculty member in consultation with his/her
administrator,

2.6  Provide input for individual faculty professional development and
instructional development,

2.7  Provide an opportunity for faculty to address the results of their
performance evaluation,

2.8 Undergo regular review and revision as needed.

CORE ELEMENTS TO BE CONSIDERED
It is intended that activities related to the following functions will be evaluated:

3.1 Teaching

3.2  Professional Development
3.3 Instructional Development
34  Service to the College

The evaluation of teaching activities will be the most important element in
assessing faculty performance.
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Teaching

As it is recognized that in most cases teaching activities will constitute a major
part of a faculty member’s responsibilities, more diversified and comprehensive
input is sought for this activity in comparison to other core elements.

3.1.1 Components of teaching to be evaluated:
a) Instructional Delivery Skills

0 enthusiasm

. communication skills

. learner-centered strategies

. learning focus

. organization

] use of technology as appropriate
. instructional techniques

b) Instructional Design Skills

. course outline and supplementary materials
. tests and assessment strategies
. course organization

c) Content Expertise
. knowledge of content area
. inclusion of current knowledge in course

d) Course Management
. grading practices

. office hours

. student advising

. book orders ;
. participation in library collection development

e) For those teaching in cost recovery areas the following will be
reviewed if applicable:

. is the instructor teaching what was agreed to and in the
manner agreed?

B case management

. reporting requirements to external agencies (i.e. program and
student progress)
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3.2

33

3.1.2 Methods of Assessment (see 4.1,4.2,4.3,4.4,4.5,5.1)

a)
b)

c)

d)
e)
1))
g)

Student Reports on Teaching (S.R.T.)

Administrative visitations (classroom, clinical, lab, shop)

Peer feedback - visitations/consultations (classroom, clinical, lab,
shop)

Self-evaluation

Small Group Instructional Feedback

Unsolicited input

Review of instructional materials; such as, curriculum, course
outlines, tests

Professional Development
Professional Development will be defined in terms of results expected and the
evaluation of the results will be the responsibility of the appropriate administrator.

3.2.1 Components of P.D. that may be evaluated:

a)
b)
c)
d)
€)
)

g)
h)

Active in professional association

Attendance at Articulation meeting

Serving on Professional/Discipline-specific Committees
Reading undertaken

Research and or writing undertaken

Courses/workshops taken

Practical work experience in discipline

Self-study and upgrading in discipline

3.2.2 Methods of Assessment

a)
b)

Annual P.D. Plan
Self evaluation - list of involvement

Instructional Development

Instructional Development refers to the design and incorporation of techniques,
strategies or resources for achieving the goals of the curriculum. Instructional
development is distinct from but may overlap with curriculum development.

3.3.1 Components of Instructional Development that may be evaluated:

a)
b)
c)
d)
€)
f

Leamer-centered approaches

Learning strategies; such as class exercises, manuals, tutorials, etc.
Self instructional packages

Audio visual aids

Computer assisted learning packages

Web based development
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34

3.3.2 Methods of Assessment
a) Self reporting
b) Administrative visitations (classroom, clinical, lab, shop)
c) Review of instructional materials; such as, curriculum, course
outlines, and tests

Service to College

3.4.1 Components of Service that may be evaluated:

a) Participation in trade shows as college representatives

b) Visitation to schools

c) Active on college committees (eg. Education Council, Faculty
Association, Recruitment and Retention, Health and Safety,
divisional activities)

d) Participation in college-wide events (eg. Career Fair, Open House,
Convocation)

3.4.2 Method of Assessment
a) Self reporting of above

EVALUATION PROCEDURES

In any serious attempt at improving professional competence and effectiveness,
evaluation cannot be considered in isolation but rather must be seen as part of a
growth plan that includes the establishment of expectations, evaluation of results
and identification of opportunities for development. The appropriate
administrator will meet at the beginning of the evaluation period with each
Jaculty to be evaluated to agree upon and determine the process and activities to
be pursued in the coming year and the dates that the self-evaluation and
comprehensive written report will be completed. This meeting will be followed
up with a written account of the decision made.

The following procedures will be used by the appropriate administrator for review
with the faculty member in accordance with sections 7.2 of the Collective
Agreement. A comprehensive written report prepared by the appropriate
administrator constitutes the evaluation referred to in section 7.2.5 of the
Collective Agreement. The evaluator will conclude the evaluation with a
statement that the faculty member’s performance is either satisfactory or
unsatisfactory. The faculty member will have the right to bring in a colleague or
Union representative to any evaluation meeting with the evaluator. A second
representative of administration may be present.
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For faculty who are not on a semester system, the following cycles will be used for

evaluation:
March - August

4.1 Probationary Faculty

September - February

Probationary faculty will be assigned a mentor, when possible, during the first two
years of appointment. The emphasis during the first semester is to acquaint the
faculty member with college policy and procedures in relation to performance
evaluation, to provide support that acknowledges needs and opportunities for

improvement.
SEMESTER 1/ SEMESTER 2/
Non Semester: Sept - Feb Non Semester: March - Aug
May be used Required
a. Administrative visitations (classroom, a. Administrative visitations (classroom,
clinical, lab, shop) clinical, lab, shop)

b. S.R.T.s (classroom, clinical, lab, shop)

Optional
i. Peer feedback visitations/consultations

b. S.R.T.s (classroom, clinical, lab, shop)

c. Self Evaluation based upon Semesters 1
&2

d. Comprehensive written report based
upon Semester 2 input by the
administrator followed by a debriefing
with the faculty member

Optional
i. Peer feedback — visitations/consultations
ii. Small Group Instructional Feedback

SEMSTER 3/ SEMESTER 4/
Non Semester: Sept - Feb Non Semester: March - Aug
Required Required
a. Administrative visitations (classroom, |a. Administrative visitations (classroom,
clinical, lab, shop) clinical, lab, shop)

b. S.R.T.s(classroom, clinical, lab, shop)

Optional
i. Peer feedback visitations/consultations
ii. Small Group Instructional Feedback

b. S.R.T.s (classroom, clinical, lab, shop)

c. Self Evaluation based upon Semesters 3
&4

d. Comprehensive written report by the
administrator followed by a debriefing
with the faculty member

Optional
i. Peer feedback — visitations/consultations
ii. Small Group Instructional Feedback
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4.2 Regular Faculty (Regular, regularized full and part-time - LOU# 3 & Atrticle 6)
Regular faculty may be evaluated annually; however, as a minimum formative
evaluation [*] is required 3 years after becoming a regular faculty member.

Six years after becoming a regular faculty member a comprehensive evaluation
[**] is required. A minimum of every 6 years thereafter, a comprehensive

evaluation is required.

3 YEAR AS REGULAR FACULTY

[*] FORMATIVE EVALUATION
FALL SEMESTER / SPRING SEMESTER /
Non Semester: Sept - Feb Non Semester: March - Aug
Required Required

a. S.R.T.s (classroom, clinical, lab, shop)

Optional
i. Peer feedback visitations/consultations
ii. Small Group Instructional Feedback

a. S.R.T.s (classroom, clinical, lab, shop)
b. Self Evaluation primarily based upon fall
& spring semesters

Optional
1.  Peer feedback — visitations/consultations
ii. Small Group Instructional Feedback

6" YEAR AS REGULAR FACULTY THEN EVERY 6 YEARS
[**] COMPREHENSIVE EVALUATION

FALL SEMESTER
Non Semester: Sept - Feb

SPRING SEMESTER /
Non — Semester: March - Aug

Required

a. Administrative visitations (classroom,
clinical, lab, shop)

b. S.R.T.s (classroom, clinical, lab, shop)

Optional
i. Peer feedback visitations/consultations
ii. Small Group Instructional Feedback

Required

a. Administrative visitations (classroom,
clinical, lab, shop)

b. S.R.T.s (classroom, clinical, lab, shop)

c. Self Evaluation primarily based upon fall
& spring semesters

d. Comprehensive written report by the
administrator followed by a debriefing
with the faculty member

Optional
i. Peer feedback — visitations/consultations
ii. Small Group Instructional Feedback
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44

4.5

Sessional Faculty

All sessional faculty will be evaluated on their first and second Sessional
appointments and thereafter on a reasonable interval based upon results of the first
evaluation and number of appointments.

Required

a. Administrative visitations (classroom, chmca.l lab, shop)

b. S.R.T.s (classroom, clinical, lab, shop)

c. Self Evaluation if the appointment is more than one term

d. Comprehensive written report by the administrator followed by a
debriefing with the faculty member

Optional

i. Peer feedback - visitations/consultations

ii. Small Group Instructional Feedback

Part-Time Faculty

Part-time faculty members with at least 45 regular scheduled hours annually will
be evaluated by the use of S.R.T.s (classroom, clinical, lab, shop) until they reach
non-regular status. A summary of the S.R.T. results, signed by the faculty
member, will be placed on file.

Sessional and Part-time Faculty on the Non-Regular Seniority List
Once a faculty member gains status on the Non-Regular Seniority List the
following will be required every 3 years:

Required

a. Administrative visitations (classroom, clinical, lab, shop)

b. S.R.T.s(classroom, clinical, lab, shop)

c. Self Evaluation

d. Comprehensive written report by the administrator followed by a
debriefing with the faculty member

Optional

i.  Peer feedback - visitations/consultations

ii.  Small Group Instructional Feedback

Should a faculty member on the Non-Regular Seniority List go from having a
Part-time Appointment to a Sessional Appointment, that faculty member may have
his/her performance evaluated.
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5.1

FACTORS TO BE CONSIDERED IN A COMPREHENSIVE EVALUATION
It is intended that activities related to the following core elements would be
evaluated. Each faculty member’s activities could fall into one or more of these
categories:

5.1 Teaching

5.2  Instructional Development

5.3  Professional Development

54  Service to College

5.5 Special Assignments / Projects

In preparing an evaluation, the appropriate administrator may make a reference to
data suggesting an inability to work in concert with others that has lead to
demonstrated negative impact on the faculty member’s activities related to the
core clements.

Any activities undertaken by faculty members that are not related to their
responsibilities to the College will not be considered, except as defined in section
5.4, Service. The evaluation of teaching activities will be the most important
factor in assessing performance except where other activities (which are identified
in advance) are of equal or greater importance. The other Categories 5.2 through
5.5 will be of lesser importance unless otherwise noted by the appropriate
administrator.

Teaching

As it is recognized that, in most cases, teaching activities will constitute a major
part of an individual’s responsibilities, more diversified and comprehensive input
is sought for this activity in comparison to other categories for evaluation.

5.1.1 Systematic Student Appraisals
5.1.1.1  The Questionnaire:

The College’s “Student Report on Teaching” will be the normal
instrument for student appraisals. It is recognized that specific
questions and details of administration and scheduling can be
adjusted to meet the special needs of specific divisions or
programs. Such adjustments will be determined by the
appropriate administrator in consultation with the faculty
members directly involved. In the case of all part-time faculty
members, Question 10 of the S.R.T. will be eliminated.
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5.1.1.2

5.1.1.3

5.1.14

The S.R.T. (classroom, clinical, lab, shop) results will be used to
highlight areas of excellence as well as to “red-flag™ any areas of
concern. If necessary, clearer definition should then be pursued
through the most appropriate vehicle (i.e. consultation between
the instructor and the appropriate administrator, consultation with
the class, classroom visitation, review of documents, more
specific questionnaires, etc.) with the goal of identifying
appropriate corrective action if necessary.

Timing:

In scheduling the administration of the S.R.T. (classroom,
clinical, lab, shop), one week’s notice will be given to the
instructor prior to the date of the S.R.T’s administration. The
administration of the questionnaire should occur during the last
one-third of the course or as negotiated with the faculty member
in special circumstances. It should be noted that administration
of the S.R.T. (classroom, clinical, lab, shop) in semester/trimester
courses shall take place when such courses are first offered in an
academic year. If courses are repeated in the second semester/
trimester, the instructor may have S.R.T.s administered in that
term. Instructors will be provided with a copy of the S.R.T.
results prior to the interview with an administrator.

Confidentiality:

To maintain anonymity, all questionnaires will be administered
under the direction of the Executive Assistant to the Vice-
President Academic. A standardized script will be read by those
administering the S.R.T. Results shall be handled in a personal
and confidential manner through direction of the office of the
Vice President Academic.

Added Remarks:

The students’ written comments will be paraphrased by the
Dean/Director in a brief written synopsis and given to the
instructor during an evaluation interview after the cumulative
results have been compiled. The student comments will be
returned to the V-P office with direction from the Dean/Director-
to have them destroyed or held for release to the instructor after
the final grades have been submitted (Process Revised May 2004).
A summary of the S.R.T.s signed by the faculty member will be
placed on file and that summary is to be removed upon
completion of the comprehensive written report.
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5.1.2

5.1.1.5  Interpretation of Data:

a) Results of the administration of the S.R.T. (classroom,
clinical, lab, shop) should be made known to faculty after
final grades are submitted. Results of the S.R.T. (classroom,
clinical, lab, shop) will be discussed with the faculty member.

b) On an individual basis, historical data derived from student
questionnaires may be used to indicate a trend in behaviours.
The written comments may only be used to identify a trend
and will not be quoted in comprehensive written reports.

¢) Manipulation of quantitative data derived from the student
questionnaires which might lead to rating and rank ordering
of instructors will not be done.

5.1.1.6  Frequency:
See Evaluation Procedures (# 4)

5.1.1.7  Additional Student Input:
Instructors may, of course, seek student input in addition to that
proposed in this procedure but such input will not form part of
the evaluation process.

Quality of Course Materials

The appropriate administrator has the responsibility of reviewing and
assessing course materials (curriculum outlines, course objectives,
examinations, learning support materials, etc.) for courses offered within
his/her area.

In the event that course content is the issue in question, advice will be
sought from those with expertise in the specific area.

5.1.3 Administrative Visitations (classroom, clinical, lab, shop)

5.14

Administrative personnel may visit classes at their discretion but such visits
will be arranged with the faculty member involved (giving at least one
week’s notice) and will normally be limited to a maximum of three visits
per year.

Peer Feedback - Visitation/Consultations (classroom; clinical, lab, shop)
The practice of using peer assistance to improve teaching effectiveness is
definitely encouraged but related input would not form part of the
summative evaluation report, unless requested by the instructor.
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5.2

5.3

54

3.5

5.1.5 Self-Evaluation
The practice of self-evaluation is very important as it has been determined
that change is much more likely when a disparity of perceptions is
recognized. Self-evaluation forms part of the assessment data, as outlined
in the evaluation procedures, and will be based on the core elements under
Section 3.

5.1.6 Unsolicited Input
When unsolicited input is received, the appropriate administrator will, as
soon as possible, inform the instructor of the precise nature of the input,
and, through discussion with the parties involved, attempt to establish if
there is, or is not, substance to the input. If the input cannot be
authenticated or if it is anonymous or irrelevant to performance it will not
be recorded or used as part of the evaluation. If, in the judgment of the
appropriate administrator, the input is well-grounded and relevant to
performance, related documentation may form part of the formal evaluation
file for reference in preparing the comprehensive written report. The
source of any such input which forms part of the evaluation will be made
known to the instructor.

Professional Development

Professional Development, like Instructional Development, will be defined in
terms of results expected and the evaluation of the results will be the responsibility
of the appropriate administrator.

Instructional Development

Development activities will be defined in terms of results, and the evaluation of
those results will be the responsibility of the appropriate administrator.
Instructional development is distinct from, but may overlap with, curriculum
development.

Service To College
Service activities identified by the faculty member may be used to give
recognition of contributions.

Special Assignments/Projects

Previously agreed duties (e.g. Co-ordinator) or special projects wherein the faculty
member may receive a workload reduction should be taken into account when a
comprehensive evaluation is done.
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REVIEW PROCESS

Although the evaluation process is intended to be positive, disagreements do
occur. It is recognized that there is value in third party advice when there are
disagreements on matters associated with evaluation.

When the faculty member and the administrator cannot agree on the content of the
evaluation, the faculty member may invoke the review process. The objective of
the process is to provide independent insight into the evaluation, provide advice to
both parties and provide a means to resolve the difference without immediately
proceeding to grievance/arbitration should the faculty member so choose.

Within 10 working days after reviewing the evaluation, the faculty member may
choose to seek a third party review by notifying in writing, the administrator and
the Faculty Association. The Faculty Association appoints a faculty member and
the College appoints an academic administrator to form a review team. Within 10
working days following such a hearing, each member of the review team will
provide written advice to the faculty member and the administrator on all matters
relating to the disagreement.

It is anticipated that the faculty member and the administrator will give serious
consideration to the advice provided and attempt to resolve the differences.

COLLECTIVE AGREEMENT PROCEDURES

Faculty are reminded that this policy and procedures are designed for the fair and
systematic implementation of the Collective Agreement reached between the
Faculty Association and the College Board. Specifically this means that:

7.1  The evaluation process will be described in advance of its application for
all faculty members.

7.2 The faculty member and appropriate administrator will review all
evaluation results in a meeting prior to the writing of the final
comprehensive written report.

7.3 After completion of the final comprehensive written report, the faculty
member will sign the report indicating its receipt and perusal. The faculty
member will also have the opportunity to add written comments to be
attached to the comprehensive written report in the file or to ask for an
additional meeting with the administrator.

7.4  Ashas been the practice, existing evaluation procedures will remain in
force until superceded by new procedures. Evaluation procedures will be
reviewed annually by the appropriate administrator at least once each

calendar year at a time determined by the Vice-President, Academic.
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SELF-EVALUATION GUIDELINES

Self-evaluation is required as part of the assessment data for the performance evaluation
of faculty employed in instructional areas.

The purpose of self-evaluation is to provide an opportunity for faculty to:

o reflect on what you do and how you do it

. determine areas of strength and areas that may need improving

. develop professional development plans around instructional issues
. recognize and reinforce best practices

As outlined in Section 5.1.5 of the “Policy and Procedures for Performance Evaluation of
Faculty Employed in Instructional Areas”, self-evaluation is one factor to be considered
in a comprehensive evaluation.

Section 4 of the “Policy and Procedures for Performance Evaluation of Faculty Employed
in Instructional Areas” identifies when self-evaluation is required [refer to specific
section of the Policy and Procedures]

Probationary Faculty:  Semesters 2 - 4 (Section 4.1)
Regular Faculty: 3rd year after becoming regular faculty (Section 4.2)

6th year after becoming regular faculty and every six years as
part of a comprehensive evaluation (Section 4.2)

Sessional Faculty: first and second Sessional Appointment (if the appointment is
more than one year) and thereafter on a reasonable interval
(Section 4.3)

Sessional and Part-time Faculty required every 3 years as part of a

on the Non-Regular Seniority List:  comprehensive evaluation (Section 4.5)

It is intended that the activities related to the Core Elements (Section 3, Policy and
Procedures for Performance Evaluation of Faculty Employed in Instructional Areas) will
be evaluated:

Teaching (most important element)

Professional Development

Instructional Development

Service to the College

Special Assignments / Projects (if applicable)
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PROCESS GUIDELINES

In a year when a comprehensive report is occurring, the faculty member will meet at the
beginning of the evaluation period with the appropriate Administrator to determine the
process and activities to be pursued in the coming year. At that meeting, the
process/format for self-evaluation will also be discussed. It is intended that the self-
evaluation will be discussed at the debriefing meeting upon completion of the evaluation.
The self-evaluation forms part of the evaluation data and will be placed in the faculty
member’s file (Human Resources).

In a year when SRTs and self-evaluation are required, the faculty member will meet with
the appropriate Administrator at the beginning of the evaluation period to discuss the
process/format for self-evaluation. After the self-evaluation is completed, the faculty
member and the appropriate Administrator will meet. There will be acknowledgment of
the self-evaluation and the self-evaluation will be placed in the faculty member’s file.

The intent of the self-evaluation process is for the faculty member to determine the
method that works best for him/her to reflect, evaluate and plan for development.

Self-evaluation could take the form of:

an essay

a self assessment inventory

a teaching portfolio

a case study of a student

an analysis of a week in your teaching life

avideo _

a written discussion of goals set and how met over the year

a written discussion of how fulfilling each criteria on the SRT
any other form discussed and agreed upon with the appropriate
Administrator

Self-evaluation could include:

results of peer visitation

an analysis of small group instructional feedback

a written discussion on the observations from administrative visitations
any other pertinent information

reflections on the current or previous years
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The following questions are an example of questions that could be used to form the basis
of a self-evaluation tool.

SELF-EVALUATION
SAMPLE QUESTIONS

1. Describe your teaching philosophy.

2. How is this philosophy reflected in your interaction with the students? Be
specific.

3. What delivery strengths do you bring to the classroom? What content strength and
experiences do you bring to the classroom. Provide concrete examples/anecdotes.

4, How do you keep current in your content area? How has this current knowledge
been included in your course(s)?

i What do you evaluate in your students? What assessment strategies/tools do you
use to do this?

6. In what ways are you prepared and organized as an instructor? Give examples.

7. Describe any areas of your teaching you would like to change.

8. In what ways do you make a contribution to your department, to your discipline or
CNC (general)?

9. After having answered these questions, is there any follow-up action you intend to
pursue?

Revised — September 2010
V-P Academic office
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