MENDOCINO COLLEGE

FULL-TIME INSTRUCTOR EVALUATION PROCESS

I.
Philosophy

The intent of the evaluation process is to encourage faculty development through

 
a regular formal comment process.  It focuses on instructional effectiveness by 

promoting the exploration and practice of varied and appropriate instructional 

activities.   


II.
Content



Evaluations will be comprised of the following:



A.
Peer Evaluation and two (2) classroom visits



B.
Self Assessment



C.
Student Survey



D.
Administrative (optional)


III.
Objectives



A.
Tenured Faculty members will be evaluated once every three years to:




1.
Increase self-awareness on teaching effectiveness




2.
Set goals for professional growth




3.
Comply with AB 1725 requirements



B.
Non-tenured Faculty members will be evaluated each of the first four




 years  of employment with the district to: 





1.
Increase self-awareness on teaching effectiveness




2.
Set goals for professional growth




3.
Comply to AB 1725 requirements for granting tenure


IV.
Process



A.
Evaluation Teams




1.
The Executive Vice-President of Academic Affairs will establish 




faculty evaluation teams in consultation with the Academic Senate 




President and appoint a team leader.  In addition to the faculty 




member being evaluated, teams will include one peer and one 




administrator, or two peers.




2.
Administrators will be required for non-tenured faculty and are 




optional for tenured faculty.  Either the Executive Vice-President





of Academic Affairs or the faculty member being evaluated may 




request that an administrator be included on the team.



B.
Planning Conference



1. 
The purpose of the Planning Conference is for the evaluation team




to review the evaluation process, arrange classroom visits, discuss

 



the self-assessment and objectives, and review the

 


syllabus/handout material for classes to be evaluated, as appropriate.
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C.
The team leader will contact the faculty member to be evaluated to

 


determine which two classes will be evaluated, and will forward to the

 


faculty member Form B. 



D.
The faculty member to be evaluated will be prepared to review and discuss 


the following at the Planning Conference.




1.
Self-assessment.  (Form B)




2.
Syllabus and class materials for each class to be evaluated.



E.
Classroom Visitation




1.
Two classes will be evaluated by the evaluators 




2.
At the time of the classroom visit, the evaluatee will present a copy

 



of the course syllabus, and a sample of testing and supplemental 




instructional materials from the course.  The student survey 





(Form C) will be administered by the classroom visitor during the 




classroom visit.




3.
The classroom visitor will observe classroom activity with the

 



intent of completing applicable sections of Form A 





(Evaluation Summary).




4.
If on-line classes are part of the evaluation process, the evaluator





will be given access to the on-line class and will administer the





Distance Education Student Evaluation (Form D).



F.
Summary Conference




1.
After the classroom visitations are completed, the evaluation team 




will meet to Review Form A (Evaluation Summary).




2.
A faculty member's signature indicates an awareness of the 





evaluation report only.  The person being evaluated is not required 




to agree or disagree with recommendation.  The faculty member may 



include written comments as indicated on the evaluation forms.




3.
If the Peer Evaluator does not agree with portions of the evaluation, 



he/she may submit a written statement indicating areas of 





disagreement which will be attached to the evaluation report.



G.
After signature by the Executive Dean of Instruction the following will be 



submitted as a permanent evaluation record for inclusion in the faculty 



member's personnel file:




a.  
Form B - Self Assessment 




b.
Form A - (Evaluation Summary)





c.
Any written attachments
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MENDOCINO COLLEGE FACULTY EVALUATION

      FORM A
(Evaluation Summary)

Instructor:
                                              
Course(s):


Date:


Evaluator: 


Evaluator Instructions: From your personal knowledge, classroom observation, and/or course materials reviewed, rate the instructor for each of the areas listed below. Additional written comments are encouraged for any section and should be entered in the appropriate areas of this form. (A copy of Form A is available on computer diskette from the office supervising the evaluation to provide an open-ended opportunity for comment.)

1.
Knowledge of subject matter (circle one):


A 
Meets professional standards 


B 
Needs Improvement (identify areas(s) recommended for improvement in comment section below)


C 
Unsatisfactory (specify in comment section below)


Comment:
2.
Teaching ability (circle one):


A 
Meets professional standards 


B 
Needs Improvement (identify area(s) recommended for improvement in comment section below)


C 
Unsatisfactory (specify in comment section below)


Comment:
3.
Classroom environment (circle one):

A 
Meets professional standards 


B 
Needs Improvement (identify area(s) recommended for improvement in comment section below)


C 
Unsatisfactory (specify in comment section below)


Comment:
4.
Course organization and materials (circle one):


A 
Meets professional standards 


B 
Needs Improvement (identify area(s) recommended for improvement in comment section below)


C 
Unsatisfactory (specify in comment section below)


Comment:
5.
Other Professional Responsibilities (circle one):

A 
Meets professional standards 


B 
Needs Improvement (identify area(s) recommended for improvement in comment section below)


C 
Unsatisfactory (specify in comment section below)

Comment:
RECOMMENDATION:



Continue on regular evaluation schedule



Re-evaluate during next Mendocino College teaching assignment



Other (explain):

CERTIFICATION OF COMPLETION:

Dean of Instruction:  ____________________________
Date:  ____________

Peer:  ________________________________________
Date:  ____________

Peer:  ________________________________________
Date:  ____________

Faculty signature indicates awareness of the report only.  I wish to exercise my option to comment on the back of this page regarding any portion of the evaluation report.  YES __ NO __

Evaluatee:  ____________________________________
Date:  ____________

VP-Academic Affairs:  ___________________________
Date:  ____________











FORM B

MENDOCINO COLLEGE FACULTY EVALUATION

(Self-Assessment)

Evaluatee Instructions: 

Prepare a 1-2 page response to the following, either typed or legibly handwritten:

1.
Describe the effects which you believe your instruction or counseling has on students.

2.
Describe your efforts to stay current in course and subject matter areas. 
Comment on any changes you would like to make in your approach to 
teaching or course content. Identify areas in which you would like 

assistance. 

3.
Comment on any recommendations made in your previous Mendocino 
College evaluation.

4.
Describe related professional accomplishments. Comments may include but are not limited to: special assignments completed, performances given, exhibits presented, conferences attended, professional positions held, honors earned, educational materials developed, educational methods improved, flex or in-service activities presented or attended. 

                                      MENDOCINO COLLEGE  FACULTY EVALUATION                                   FORM C

(Student Survey)
Purpose: Mendocino College strives for excellence in its instructional programs and services. This evaluation and your written comments will be used to improve the quality of these services.  Your individual responses will be kept confidential.

Instructions: Based on the experiences of your classroom attendance and the syllabus received at the beginning of class, please rate the instructor according to the following scale:

A = Outstanding    B = Good     C = Satisfactory    D = Improvement Required    E = Does Not Apply
Indicate on the answer sheet the response for each of the following that most closely represents your viewpoint of the instructor's performance:

INSTRUCTOR DATA:

1.
demonstrates knowledge of the subject matter


2.
subject matter is current


3.
summarizes or stresses important points of the class


4.
is flexible and willing to change an approach to meet the needs of individual students


5.
displays enthusiasm in teaching the course


6.
coordinates lecture and lab assignments when appropriate


7.
encourages independent critical thinking by students


8.
is well prepared and organized


9.
follows the course syllabus


10.
maintains a class environment conducive to learning


11.
meets and dismisses class at scheduled time


12.
covers the material at an effective pace


13.
motivates student interest in the subject area


14.
treats students with respect


15.
shows interest in student progress


16.
syllabus makes course requirements clear


17.
textbook(s), and/or supplemental material(s) are appropriate and useful


18.
has a clear and understandable grading system as explained in the syllabus


19.
returns exams and written work in a timely manner


20.
gives helpful feedback in commenting on exams or papers


21.
provides exams or critiques that allow the students an adequate opportunity to demonstrate 



their knowledge of the subject


22.
available for office hours (applicable to full-time faculty only)


23.
How would you rank this instructor overall?

STUDENT DATA:

24.
Units I have completed are: A=15 or less; B=16-30; C=31-45; D=46-60; E=60 or more


25.
My expected grade in this course is: A = A grade; B = B grade; C = C or "Credit" grade; 


D = D grade; E= Fail or "Non-Credit" grade


26.
Course taken for:  A = degree; B = certificate; C = General Education; D = elective; E = enrichment


27.
On the comments section of the answer sheet provided, please respond to the following questions:  



What do you like best about how the instructor teaches the course?  What do you feel could be improved?



What do you like best about the course?   What could be improved?  


If you would like to make specific comments on any point from #1-23, please respond in the comments section of the answer sheet.  Thank you.

