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FACULTY EVALUATION

The evauation processisintended to be collegid. The process has been devel oped to encourage de-
partmenta colleagues and Department Heads to provide colleagues information on meeting the criteria
required to advance (i.e., achieve regppointment, tenure, promotion or a satisfactory Professona Per-
formance Evaduation) a Eastern Michigan Universty.

Each department shall conduct faculty evauations using criteria, procedures and techniques specified in
its Departmenta Evauation Document and in the Agreement between Eastern Michigan Universty
(EMU) and the EMU Chapter of the American Association of University Professors (AAUP) Article
XV.

CRITERIA

Candidates must stisfy al dements of the evaluation criteria provided herein aswell asdl terms and
conditions of the EMU-AAUP Collective Bargaining Agreement. In case of conflict, the more stringent
criteriashal goply.

I nstructional Effectiveness

The required and most important criterion isingdructiond effectiveness. The teaching faculty shdl give
evidence of ability and commitment to lead students of varying capabilities into a growing understanding
of the subject matter, tools, and materids of ther disciplines. The faculty member shall demongtrate
his’her continuing concern for ingructiond effectiveness through methods of presentation and evauation
by students. In support of teaching effectiveness, afaculty member must maintain ahigh leve of knowl-
edge and expertise in higher discipline or area of specidization. In the case of non-teaching and library
faculty, satisfactory professiona performance shal be the equivdent of ingtructiond effectiveness.

Evduation techniques for dl faculty membersinclude, but are not limited to, self-evauation, classroom
vigtations, sudent evauations of teaching, Department Head evaluation, peer evauations, and assess-
ment of academic advising of sudents.

Scholarly and/or Creative Activity

A faculty member shdl give documented evidence of hisher contributions to hisher discipline or
area of pecidization by scholarly investigation (e.g. research) and/or crestive activity, and of its
publication or other dissemination in one of the following ways

1. intheclassroom, or

2. among practitionersin higher discipline, or

3. among awider community.

It isintended that the faculty member shdl use hishher expertise to address problems in hisher discipline
or aress of specidization through scholarly and/or cregtive activity, which clearly contributes to the dis-
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cipline, through:
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1. scholarly invedtigation, cregtive activity and/or research of an origind and/or previoudy un-
reported nature; or

2. applied research, investigation, or scholarly andyss of existing research, information, and
cregtive endeavors resulting in the development of new deata, information, applications, and
or interpretations.

Except as herein provided, professond development shall not be an acceptable substitute for schol-
aly/cregtive activity.

Retraining

In recognition of the need to encourage the retraining of faculty to assume professonal responsibilitiesin
areas Where available expertise is in short supply, completion by the faculty member of aretraining pro-
gram which brings him/her to a specified leve of skill in such an area of need may be applied toward
satisfaction of the scholarly/cregtive activity criterion for such purposes and for such period of time only
as expressly approved in writing by the appropriate departmental committee, the Department Head, the
college Dean and the provost and vice president for academic affairs.

If afaculty member wishes his or her retraining to be considered as scholarly/crestive activity, he or she
must obtain written gpprova in advance of the retraining.

Grant Development/Administration

Faculty are encouraged to engage in the process of seeking, obtaining and adminigtering grantsfrom
outsde agencies. The preparation of grant proposas from outside agencies, whether funded or nat,
shdl be consdered as scholarly/cregtive activity if said preparation involves Scholarly/Crestive Activity
(e.0., research or teaching projects) of a substantia nature and the gpplicant provides an abstract
documenting such activity and the importance of the endeavor to the discipline, the department, the col-
lege or the university. The above conditions may aso apply for the administration of a grant project in-
sofar as proper evidence is presented which documents that such grant administration meetsthe re-
quirements as st forth in Article XV of the Agreement. The scholarly/crestive activity criterion cannot
be satidfied by grant activities done.

Service Activity

The faculty member mugt satisfy one of the criteria below:

1. Thefaculty member shdl give evidence of identifying new needsin the
department and assisting colleaguesin departmenta activities, or
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2. Thefaculty member shdl give evidence of interest and activity that
extend beyond the department into areas such as university and
college-wide committees, sudent activities, and professionaly
related community affairs.

EVALUATION TECHNIQUES

Instructional Effectiveness

Evauation techniques for dl faculty members shal include at least the following types of evaduation of
teaching:

Peer evauations,

Department Head evauations,
Student evauations;
Sdf-evduations.

Departments shdl utilize:

1. A st of gpproved questions for the Student Evauation Form (Appendix 1).

2. A sat of approved forms for Peer and Department Head Classroom Viditations (Appendix
2).

3. A procedure for classroom vigitations (Appendix 3).

(Note: Peer and Department Head evauations must be in writing and provided to the faculty member
within ten (10) days following the vigt. These written evaluations of classroom observations are just one
part of the evaluation of ingructiond effectiveness))

Scholarly/Creative Activity

Scholarly/Creetive Activity will be evauated for each faculty member utilizing the criteria set forth in the
Collective Bargaining Agreement and the Departmental Evaluation Document.

Service

Service activitieswill be evauated for each faculty member utilizing the criteria set forth in the Collective
Bargaining Agreement and this Departmenta Evauation Document.
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STANDARDS OF PERFORMANCE

The criteriafor faculty evauation must be gpplied to gpplicantsin varying disciplines. Therefore, each
document isunique. To darify the role of Departmenta Evauation Documents in specifying the waysin
which contract requirements may be met, EMU and the Association hereby reaffirm and make clear
ther intent that, in addition to satisfying the conditions set forth in the applicable Departmenta Evauation
Documents, al candidates for regppointment, tenure and promotion must satisfy without exception and
irrepective of the terms of any Departmenta Eva uation Document, application form, or other docu
ment to the contrary, al eements of the evauation criteria provided herein, and al other terms and con-
ditions of the Agreement.

In those instances where a requirement set forth in the Agreement diverges from arequirement set forth
in this Departmenta Evauation Document, the more stringent requirement shdl apply, except as modi-
fied by the Agreement. Each faculty member must provide quaitative documented evidence that estab-
lish that he/she has, in fact, satisfied the gppropriate evauation criteria. No activity shdl count towards
fulfilling an evauation criterion without such quaditative documentation.

Only work completed while afaculty member isin rank at EMU may be counted for purposes of reap-
pointment, tenure, and promotion decisions, unlessin accordance with Article X1V. Partid servicefrank
credit is granted for experience prior to joining the faculty at EMU. The partiad service/rank credit
which afaculty member receives a the date of hire, and the scholarly/cregtive activity completed during
the period of time for which he/she is given credit & the initid date of hire shal be creditable for regp-
pointment, tenure, and/or promotion, insofar as. (a) the activity is congstent with the definition of schol-
arly/cregtive activity set forth in the Agreement; (b) the activity fulfills the sandards of the faculty mem-
ber's Departmental Evaluation Document; and (c) the faculty member's application for regppointment,
tenure, and/or promotion isin compliance with the terms and conditions of the Agreement.

PROCEDURES
Types of Evaluation

There are seven types of evauation of faculty performance:

1. Interim Evauation of probationary faculty members for regppointment (for al faculty);
Comprehengve Interim Evauations (for faculty members hired after January 1, 1997);

Full Interim Evauation (conducted only if required following Interim or Comprehensive Interim
Evauation)

Firgt Full Evauation of probationary faculty members (for dl faculty);

Full Evauation of probationary faculty members for regppointment or tenure (for al faculty);
Full Evauation of faculty members goplying for promotion;

Professona Performance Evauation of tenured faculty members.

wnN

N o o
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Schedule of Evaluations

Evduations of probationary faculty members hired before January 1, 1997 shall be conducted accord-

ing to the following schedule:

Initial Years
Appointment
Rank
1 2 3 4 5 6 7
Professor Interim Full RIT Interim Full/T
Associate Professor
Interim Full/R* Full RIT Interim Full/T
Assistant Professor
Interim Interim Full/R* Full RIT Interim Full/T
Instructor Interim Interim Full/R* Interim Full RIT Interim Full/T
* Scholarly/Creative Activity israted, but advisory only.
(Rank at initid gppointment shal determine the eva uation schedule.)
Evauation of probationary faculty members hired after January 1, 1997,
shdl be conducted according to the following schedule:
Initial YEARS
Appointment
Rank
1 2 3 4 5 6
Professor Initial Full/R Full/
Interim Tenure
Associate Professor Initial First Comp. Full/
Interim Full/R Interim Tenure
Assistant Professor Initial Initia First Comp. Full/
Interim | Interim Full/R Interim Tenure
Instructor Initial Initia First Comp. Comp. Full/
Interim | Interim Full/R* Interim. Interim. | Tenure

(Rank at initid gppointment shal determine the eva uation schedule.)

In those ingtances in which afaculty member isinitidly appointed in mid-academic yeear (i.e, at the be-
ginning of the winter term), the duration between such initia gppointment and the following September 1
shall be deemed the first (1st) year of gppointment. The decison not to use thisinitid period asthe first
(1st) year of gppointment shal be made: 1) by the faculty member by October 15 of the first calendar
year of his’her appointment by associate professors and professors, or 2) by October 15 of the second
caendar year of hisgher gppointment by assstant professors and ingtructors. The faculty member shdl

notify the Department Head of his’her decison in writing by October 15.
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Procedur es for Conducting Evaluations

1.

Initid Interim Evauation for Regppointment

In the faculty member's first year of employment &t EMU, no Annual Faculty Activity Report is
submitted. Hisher interim evauation during that year is conducted using information obtained
through classroom visits, review of ingructiond materias and discussons with the Department
Head and the appropriae departmentad committee, and shdl focus primarily on ingtructiona ef-
fectiveness.

Indl other interim evaudtion years, the faculty member shdl submit an Annua Faculty Activity
Report by October 15. Ingtructional materids, such as syllabi, exams, assgnments, etc., should
accompany the Annua Faculty Activity Report. The evauation should cover dl ingructiond ef-
fectiveness and service activities prior to the previous August 31 that were not evauated in any
prior evauation. The Department Head and appropriate departmental committee should meet
with the faculty member to discuss hisher ingtructiond effectiveness and service activities and
review the results of evauation techniques for ingtructiond effectiveness, including, but not lim:
ited to, self-evauation, classroom visitations, student evauations of teaching, Department Head
evauations, peer evduations, and, where appropriate, assessment of academic advising of Su-
dents. The faculty member may request that the evaluators give some indication of whether
his’her scholarly/cregtive activity is developing in away consistent with departmenta standards.
Faculty are regppointed unless a potentid performance problem in ingtructiond effectiveness or
sarviceis perceived and the department eects to conduct aforma, written full interim evaua-
tion

Comprehensive Interim Evaudions

In dl Comprehensive Interim Evauation years, the faculty member shal submit an Annud Fac-
ulty Activity Report by October 15. The Department Head and appropriate departmentd
committee shal meet with the faculty member to discuss hisher Ingructiond Effectiveness,
Scholarly/Crestive Activity, and Service Activities, and review the results of the required
evauation techniques of Ingructiond Effectiveness. Scholarly/Cregtive Activity is evauated for
advisory purposes only. Faculty are regppointed in those years designated for a Comprehen
sve Interim Evauation unless a potentia performance problem in Ingructiona Effectiveness or
Serviceis percaived and the department elects to conduct aformd, written Full Interim Evalua-
tion.

Full Interim Evauation
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If a Department Head or department personnel committee perceive a problem in Instructiond
Effectiveness or Service during an Interim or Comprehensve Interim evauation, the Department
Head and personne committee shal meet with the faculty member to discuss the perceived
problem. Following the meeting, the faculty member may be required to submit to a Full Interim
Evauation. If so required, he/she must submit an Application for Full Interim Evauation within
thirty (30) calendar days of this natification. The gpplication shal cover the record of Instruc-
tiona Effectiveness and Service performed prior to the date of the Full Interim Application and
not included in any prior evauation.

If, following areview of the faculty member's Application for Full Interim Evauation, the evaua-
tors conclude that the faculty member's Ingtructiona Effectiveness and/or Service fulfill the stan+
dards of performance required for regppointment, as provided in the Departmental Evauation
Document and the Agreement, the evauation(s) shdl be reduced to writing and given to the fac-
ulty member, with a copy to the Dean and the Provost and Vice President for Academic Af-
fars

If, following areview of the faculty member's Application for Full Interim Evauation, the evaua-
tors conclude that the faculty member's Ingtructiona Effectiveness and/or Service does not fulfill
the standards of performance required for regppointment as provided in the Departmental
Evauation Document and the Agreement, the evauation (s) shall be reduced to writing, jointly if
there is agreement between the Department Head and the committee, or separately if thereis
disagreement. The evauation shdl be given to the faculty member who may respond within five
(5) working days of the receipt of the written results of the evadluation(s). The faculty member
may include in response any and dl evidence/documentation in support of hisher Ingtructiond
Effectiveness and/or Service that he/she deems gppropriate.

The faculty member's response to hisher evauation(s) and the evauation(s) shdl be forwarded
in turn to the Dean and the Provost and Vice President for Academic Affairs for ther review. If
the Provost and Vice Presdent for Academic Affairs determines, subject to the provisions of
Article XV and Article XV1, that a probationary faculty member's gppointment shal not be re-
newed, he/she shdl natify the faculty member by no later than March 15 of hisher decison.

Firgt Full Evauation of Probationary Faculty Members

In the year the faculty member is scheduled for higher firg full evauation, he/she shdl submit, in
addition to the Annud Faculty Activity Report, an gpplication for evaluation by October 15
which provides a complete and documented statement of higher Ingtructiond Effectiveness,
Scholarly and/or Creetive Activity and Service Activity since hisher initid appointment.

In the firg full evauation for Associate Professor (Y ear 2), Assistant Professor (year 3) and In-
gructor (year 3), the Scholarly/Cregtive Activity evaduation isfor advisory purposesonly. A
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rating will be assigned, but this rating shall not be utilized for determining whether the faculty
member is qudified for regppointment.

Scholarly/Creative Activities which has been submitted for review, but which has not yet been
accepted for publication or other dissemination, in a specific form and forum, may be included in
the gpplication if the faculty member has a reasonable expectation that it will be accepted prior
to March 1 of the following year. Such Scholarly/Crestive Activity for which documented ac-
ceptance in the originally specified form (indluding editoridly required modifications) and forum
of dissemination is received prior to March 1 shall be deemed to satisfy the documentation re-
quire for the full Evauation.

Each faculty member must provide quditative documented evidence that establishes that he/she
has satisfied the appropriate evduation criteria. Activities without such documentation shall not
count toward fulfilling an evduation criterion.

All Full Evduations must include areview of the results of the required evauation techniques for
Ingtructiond Effectiveness.

Full Evauation of Probationary Faculty Members for Regppointment or
Tenure.

Each year that afaculty member is scheduled for a Full Evduation, he/she shdl submit, in addi-
tion to the Annud Faculty Activity Report, an gpplication for evauation by October 15 which
provides a complete and documented statement of higher Ingtructiond Effectiveness, Scholarly
and/or Creetive Activity and Service Activity since the last full evauation or Snce hisher initid
appointment, whichever is more recent.

Scholarly/Cresgtive Activity which has been submitted for review, but which has not yet been
accepted for publication or other dissemination in a specific form and forum, may beincluded in
the gpplication if the faculty member has a reasonable expectation that it will be accepted prior
to March 1 of the following year. Such Scholarly/Crestive Activities for which modifications)
and forum of dissemination is received prior to March 1 shal be deemed to satisfy the docu-
mented acceptance in the origindly specified form (including editorialy required documentation
requirement for the Full Evauation.

Each faculty member must provide quditative documented evidence that establishes that he/she
has satisfied the appropriate evauation criteria. Activities without such documentation shall not
count toward fulfilling an evduation criterion.

All full evaluations must include areview of the results of the required evauation techniques for
Ingtructiond Effectiveness.
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Candidates can smultaneoudy apply for promation, if gpplicable, by checking the appropriate
box on the gpplication form, or afaculty member gpplying for tenure can submit a separate
promotion application under number 6 below.

Full Evauation for Promotion

Applications for promotion are due by February 1, and shal include evidence of the faculty
member's Indructiond Effectiveness, Scholarly and/or Crestive Activity, and Service since
his’her last promotion or initid gppointment (where gpplicable).

The faculty member who is not smultaneoudy a candidate for tenure shdl inform the Depart-
ment Head in writing of his’her intent to apply for promotion by the previous October 15.
Scholarly/Cregtive activities that have been submitted for review, but which have not yet been
accepted for publication or other dissemination in a specific form and forum (e.g., a pecific
journd, conference or exhibition), may be included in the February 1 application, if the faculty
member has a reasonable expectation that it will be accepted prior to May 15. Such Schol-
arly/Crestive Activities for which documented acceptance in the originaly specified form (in-
duding editoridly required modifications) and form of dissemination is received prior to May 15
shall be deemed to satisfy the documentation requirement for the promotion application.

The faculty member digible smultaneoudy for tenure and promation in the same academic year
shdl have the option of indicating viaa check box on the Regppointment/Tenure gpplication
form that the gpplication for Full Evauation submitted on October 15 is aso an application for
promotion. An update covering any activities snce October 15 may be provided on February
1.

Each faculty member must provide quditative documented evidence that establishes that he/she
has satisfied the gppropriate evaluation criteria. Activities without such documentation shall not
count toward fulfilling an evduation criterion.

Professona Performance Evauation of Tenured Faculty.

Every four-year period, the Department Head shdll review atenured faculty member's Annud
Faculty Activity Reportsfor that period and any other available rdevant materias, induding In-
gructiond Effectiveness evauation materids set forth in the Agreement. Upon determining that
the faculty member's performance meets or exceeds the department's standards for satisfactory
(or averagein al three areas), as defined in this Departmenta Evauation Document, he/she shall
S0 Sate in writing to the faculty member, the Dean, and the Provost. (Note that the faculty
member is not required to initiate this review or to provide any materia for it other than the An-
nua Feculty Activity Reports.)
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If, upon completing the review of the Annua Faculty Activity Reports, the Department Heed
determines that afaculty member's performance does not rise to the level of average in the De-
partmenta Evauation Document, he/she shal bring hisher concerns to the attention of the de-
partment's Personnd Committee. Together, the Department Head and the committee shdl re-
view the Annual Faculty Activity Reportsand any rdevant informeation/documents (e.g., student
evauations, |etters received, etc.) avalable to them. If thair joint review concludes that there
appear to be no deficits in the faculty member's performance, they shall say so inwriting and
place a copy of this statement in the faculty member's departmenta personne file, with a copy
to the faculty member, the College Dean, and the Office of the Provost and Vice President for
Academic Affarsfor incluson in the University personnd file.

If the joint review confirms that there gppear to be deficits, the proceduresin Article XV of the
Agreement will be followed

Directionsfor Preparing Applications

Directions for preparing applications are on the following pages. Note that full interim evaua-
tions and full professond performance evauations are for specid stuations only and are not
regularly scheduled events.

Only work completed while afaculty member isin rank at EMU may be counted for purposes
of regppointment, tenure or promotion. However, afaculty member who has service as afull-
time temporary employee outside the bargaining unit (e.g., lecturer) or full-time tenure track
professona experience a another indtitution of higher education or related professiond experi-
ence may receive credit a the time of his’her initid appointment for a proportion of hisgher ex-
perience for the purpose of tabulating servicelrank credit to determine higher digibility for cont
Sderation for tenure and/or promoation, provided that the conditions set forth in Article X1V are
met. Servicelrank credit for prior experience must be sat forth in writing and granted prior to
the faculty member'sinitid date of appointment, or it is barred from further congderation.

Scholarly work completed esawhere in years for which afaculty member has received service
rank credit toward tenure and/or promotion may be counted for purposes of regppointment,
tenure, and promotion.

Directionsfor Preparing I nterim Evaluations, and Compr ehensive I nterim Evaluations

Applicants

In afaculty member's firgt year of employment at EMU, no Annua Faculty Activity Report is
required.
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Indl other Interim and Comprehensive Interim Evauation years, afaculty member must submit
an Annud Faculty Activity Report by October 15. The faculty member should make available
his’her ingructiond materids, and for the Comprehensive Interim Evauation, any Scholarly Ac-
tivity to be reviewed.

Evduators

In afaculty member'sfirg year the evauators use information obtained through classroom visits,
review of indructiona materias, and discusson with the faculty member to complete the review.

Indl other Interim and Comprehensive Interim Eval uation years the Department Head and ap-
propriate departmental committee shal meet with the faculty member to discuss hisher Ingruc-
tiona and Service activities, and review the results of the required evauation techniques of In-
gructiond Effectiveness st forth in Article XV of the Agreement. They shdl includein their
discusson areview of both the postive dements they see as wdl as those eements of the fac-
ulty member's performance where improvement might reasonably be expected by the time the
faculty member undergoes a Full Evauation. For the Comprehensive Interim Evauation, the
Department Head and personnel committee shall review the Scholarly/Cresgtive Activity for ad-
visory purposes only. During their Interim Evauation the faculty member may request thet the
evauators give some indication as to whether or not hisher Scholarly/Creetive Activity is devel-
oping in away that is gppropriate for the department's standards.

If, in éther the Initid Interim Evauation, the Interim Evauation, or the Comprehensive Interim
Evduation, the evauators conclude that the faculty member's Ingtructiond Effectiveness and
Service fulfill the stlandards of performance required for regppointment, as provided in the appli-
cable Departmentd Evauation Document and the Agreement, the committee and the Depart-
ment Head shal complete and Sign an Interim Eva uation/Recommendation for Regppoi ntment
form which shal be placed in the faculty member's personnel file, with a copy provided the fac-
ulty member.

By February 15 of each year the Department Head shdl inform the Dean and the Provost and
Vice Presdent for Academic Affairsin writing that the Interim Eva uation has been completed
and that the faculty member's performance has been deemed appropriate for regppointment for
a subsequent probationary year.

In those ingtances where the department personnel committee and/or the Department Head
perceive(s) that a performance problem pertaining to afaculty member's Instructiond Effective-
ness or Service may exig, they shal meet with the faculty member to discuss the perceived
problem. Following the meeting, the faculty member may be required to submit to a Full Interim
Evduation.

Directionsfor Preparing the Application for Full Interim Evaluation
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Applicants

Faculty members required to submit an application for Full Interim Evauation must:

1.

2.

Evduators

1.

Complete the Application for Full Interim Evaduation Form .

Write a narrative which describes how ther activities have fulfilled the Agreement's and
this document's criteria for regppointment at the appropriate year in the areas of Ingtruc-
tiona Effectiveness and/or Service. If the perceived problem exigsin only one of the
two areas, only that area need be addressed. Supporting materids should be included
in an gppendix. The narrative regarding Ingtructiond Effectiveness should include: (1)
courses taught, (2) results of student, peer and Department Head eva uations, to the ex-
tent these are available, and (3) any other information the gpplicant believes hepful for
evauating hisher teaching and (where gppropriate) advisng of sudents. Regarding
point 3, such materids as sample syllabi and other classroom materids may be included
in an appendix. If the gpplicant's service is being evauated, dl service activities should
be listed and the manner in which they have contributed to the good of the appropriate
unit should be indicated.

If, following the review of the faculty member's Application for Full Interim Evauation,
the evaluators conclude that the faculty member's Ingtructiond Effectiveness and/or Ser-
vice fulfill the stlandards of performance required for regppointment, the evauation(s)
ghdl be reduced in writing and given to the faculty member, with a copy to the Dean
and the Provost and Vice President for Academic Affairs.

If, following areview of the faculty member's gpplication for Full Interim Evauation, the
evauators conclude that the faculty member's Ingtructiona Effectiveness and/or Service
does not fulfill the standards of performance required for regppointment as provided in
the applicable Departmental Evauation Document and the Agreement, the eva uation(s)
shdl be reduced to writing, jointly if there is agreement between the Department Heed
and the Personnd Committee, or separately if thereis disagreement. The evauation
shdl be given to the faculty response any and al evidence/documentation in support of
higher Ingructiond Efectiveness and/or Service that he/she deems gppropriate.

The faculty member's response to hisher evauation(s) and the evauation(s) shdl be
forwarded in turn to the Dean and the Provost and Vice President for Academic Affairs
for thelr review. If the Provost and Vice President for Academic Affars determines,
subject to the provisions of Article XV and XV of the Agreement, that a probationary
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faculty member's gppointment shal not be renewed, he/she shdl natify the faculty mem:
ber by no later than March 15 of hisher decision.

Note: apostive Full Interim Evauation does not insure that a subsequent Full Evauation will result in
regppointment or tenure. Applicants and eva uators should note the exact contract language regarding
thispoint in Article XV.
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Directionsfor Preparing the Application for Full Evaluation

Applicants

A faculty member goplying for regppointment during years when afull evduation isrequired shdl:

1 Complete Annud Faculty Activity Report.

2. Complete the gpplication for Full Evauation Form

3. Describe in a narrative statement or essay how he/she has met the department's criteria
in each of the three areas under consideration: ingtructiond effectiveness, scholarly
and/or cregtive activity and service. The applicant isresponsible for describing and
where appropriate, documenting, in terms of quantity and qudity, the activities pre-
sented for evauation. The narrative should describe the gpplicant's work in such afash
ion that the reader can relate hisher performance to the established criteriaand make an
informed judgment about how well those expectations have been met. Student evalua-
tions, samples of classroom materids, copies of articles, commendations etc., should be
included as documentation in an appendix and referenced where appropriate. Thees-
say itsdlf, without supporting documents, should be freestanding and will become part of
the gpplicant's personnd file. The essay should indude the following:

Ingtructiond Effectiveness

- Specific evidence of effectiveness in the teaching/advising process,
-Activities that have improved the applicant's teeching;

-Reaults of student, peer and Department Head evduation; and
-The manner in which the gpplicant has met the criteria

Scholarly and/or Cregtive Activity:

-A ligt of specific items presented for evaluation and other gpproved

Activities with enough description to make them understandabl e to the reeder;
-The manner in which the results of these activities were disseminated;

- The contribution the activities have made to the discipline;

-A description of any judgments which have been made about these activities, and
-The manner in which the gpplicant has met the criteria

Seavice
-The specific activities presented for evauation;

-A description of the way in which they have contributed to the appropriate unit; and
-The manner in which the applicant has met the criteria
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Evaduators

The Personne Committee and Department Head must complete his’her portion of the Full Evaluation
and Recommendation Summary Form and an evauation report which shal be supported by narrative
gatements which explain in dear and explicit terms how/why the gpplicant's activities do or do not sat-
iy the standards of performance in the Departmenta Evauation Document and the terms of the
Agreement. Specificaly, the departmental committee and the Department Head shdl explain:

1) The evauation efforts which were conducted and their individud results.

2) The qualitative and, where applicable, quantitative basisfor dl
ratings which were assgned.

3) Precisely how and to what extent the activities claimed do or do not
satisfy the standards of performance of the faculty member's
Departmental Evauation Document and the criteria of Article XV of
the contract, and, in particular, how those activities claimed as
Scholarly/Creative Activity have contributed to the discipline or
area of specidization.

Full evauations shdl be reviewed by the Dean in accordance with the standards of performance in the
Departmental Evauation Document and the terms of the Agreement. The Dean shall submit a copy of
higher evaduation to the Faculty Member, who shdl have five (5) working days to respond.

All materids, aswdl as any rebuttds provided by the applicant, should then be forwarded to the Pro-
vost and Vice President for Academic Affairs, who shal notify the faculty member no later than March
15 of higher decison.

Directionsfor Preparing the Application for Promotion

Applicants. A faculty member applying for promotion is required to:
1. Complete an Annua Faculty Activity Report.

2. Complete the Application for Promotion Form by February 1, unless the applicant is
amultaneoudy applying for tenure. If the goplicant filed gpplication for tenure on the
previous October 15, he/she should check the promotion box on that application, and
may provide an update including activities between October 15 and February 1 by
February 1.

3. Describe in a narrative statement or essay how he/she has met the department's criteria
in each of the three areas under consideration: Ingtructiond Effectiveness, Scholarly
and/or Creative Activity and Service. The applicant is responsible for describing and
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where appropriate, documernting, in terms of quantity and qudity, the activities pre-
sented for evaluation. It should describe the gpplicant's work in such a fashion that the
reader can relate the gpplicant’ s performance to the established criteriaand make an in-
formed judgment about how well those expectations have been met. Student evalua-
tions, samples of classroom materids, copies of articles, commendations, etc., should
be included as documentation in an gppendix and referenced where appropriate. The
essay itsdf, without supporting documents, should be freestanding and will become part
of the gpplicant's personnel file. The essay should include the following:

Ingructional Effectiveness.
- Specific evidence of effectivenessin the teaching/advising process,
-Activities that have improved the applicant's teeching;
-Results of student, peer and Department Head evaluations, and
-The manner in which the gpplicant has met the criteriain the Agreement and the
Department Evauation Document.

Scholarly and/or Crestive Activity:
-ligt of specific items presented for eval uation and other gpproved activities with enough de-
scription to make them understandabl e to the reader;
-the manner in which the results of these activities were disseminated;
-the contribution the activities have made to the discipline;
-adescription of any judgments which have been made about these activities; and
-the manner in which the gpplicant has met the DED criteria

Service:
-the specific activities presented for evauation;
-adescription of the way in which they have contributed to the good of the appropriate  unit;
and
-the manner in which the gpplicant has met the DED criteria

Evaluators

The Personnd Committee and Department Head must complete his’her portion of the Promotion Rec-
ommendation Summary Form and an evauation report which shal be supported by narrative satements
which explain in clear and explicit terms how/why the gpplicant's activities do or do not satisfy the stan+
dards of performance in the Departmental Evauation Document and the terms of the Agreement. Spe-
cificaly, the departmenta committee and Department Head shdl explain:

1) The evauation efforts which were conducted and their individua
results.

2) The quditative and, where gpplicable, quantitative basisfor all
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ratings which were assgned.

3) Precisely how and to what extent the activities claimed do or do not
satisfy the standards of performance of the faculty member's
Departmenta Evauation Document and the criteriaof Article XV
of the contract, and, in particular, how those activities clamed as
Scholarly/Creative Activity have contributed to the discipline or
area of specidization.

All maerids, aswell as any rebuttds provided by the gpplicant, should then be forwarded to the Pro-
vost and Vice President for Academic Affairswho shdl natify the faculty member by no later than May
31 of higher decision.

Note: Thisevaduation coversdl activity Snceinitid gopointment OR the last promotion, whichever is
most recent.

Directionsfor Conducting Professional Performance Evaluations

Applicants

The Faculty Member filesan ANNUAL FACULTY ACTIVITY REPORT with the Department Head
by Octoberl5. See margina paragraph (365).

Evaduators

The Department Head shdl review the Annud Activity Reports gpplicable to the four (4) year evaua
tion period [i.e. thelast four (4) years performance of atenured faculty member] to determine whether
the faculty member’s performance is satisfactory.  (If the Department Head has information that indi-
caes adgnificant problem in Ingructiond Effectiveness or if the faculty member has no record of Ser-
vice, the Department Head may conduct areview more frequently.) If, upon completing areview of
four Annud Activity Reports and available rdlevant materid, the Department Head (guided by the De-
partmenta Evauation Document) determines that a faculty member’ s performance meets or exceeds the
Department’ s stlandards for average, he/she shall o state in writing and place a copy of this satement in
the faculty member’ s Departmenta personnd file, with a copy to the faculty member, the College Dean,
and the Office of the Provost and Vice President for Academic Affairsfor incluson in the University
personne file.

If, upon completing the review of the Annual Activity Reports, the Department Head determinesthat a
faculty member’ s performance does not rise to the level of average in the Departmenta Evauation
Document, he/she shdl bring his’her concerns to the attention of the Department’ s Personnd Commit-
tee. Together the Department head and the committee shdl review the Annud Activity Reports and any
relevant information/documents (e.g., sudent evauations, letters received, etc.) avalableto them. If
their joint review concludes that there appear to be no deficits in the faculty member’ s Departmentdl
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personnd file, they shal say so inwriting and place a copy of this atement in the faculty member’s De-
partmenta personnd file, with a copy to the faculty member, the College Dean, and the Office of the
Provost and Vice President for Academic Affairsfor incusion in the Universty personnd file,

If thejoint review confirms that there appear to be deficits in the faculty member’ s performance, he/she
shdl be given the opportunity to discuss hisher stuation with the Personnd Committee and the Depart-
ment Head in order to determine how deficits might be corrected. If the deficits in the faculty member’s
performance are minor in nature and appear to be correctable within a period of one (1) academic year
or less, the Department head shal inform the Dean in writing of the Department’ s concern, with a copy
to the faculty member, the College Dean, and the Office of the Provost and Vice President for Aca
demic Affairsfor induson in the Universty personnd file,

The following year the Department Head and the Department Personnel Committee shall meet with the
faculty member and review that year's Annud Activity Report to determine if the deficit(s) in perform-
ance has/have been corrected. If the deficit(s) has’have been corrected, they shal say so in writing and
place a copy of the statement in the faculty member’ s Departmentd personne office, acopy to the fac-
ulty member, the College Dean, and the Office of the Provost and Vice President for Academic Affairs
for induson in the University personnd file.

Directionsfor Conducting a Full Professonal Evaluation of Tenured Faculty

If after completing a Professond Performance Evauation of atenured faculty member, and implemernt-
ing dl provisons under the contract for correcting deficits, the performance problems remain; or if the
deficitsidentified in the Professond Performance Evauation are so serious as to take more than one
year to correct, the Department shdl initiate a Full Professond Performance Evauation. This Full Pro-
fessond Performance Evduation is to be conducted according to the standards and processes, and
with the possible sanctions outlined in the cortract.

It is expresdy agreed that Full Professiona Performance Eva uations are not to be subgtituted for routine
Professona Performance Evauations, but only implemented where serious or long-term problems exist.

If the Department Head and Personnel Committee disagree concerning the performance of the faculty
member, the Department Head may call for a Full Professiona Performence Evauation.

During the Full Professond Performance Evauation of afaculty member not seeking promotion, the
Personnd Committee and Department Head shall meet with the tenured faculty member to discuss
his’her Indructiond Effectiveness, Scholarly/Crestive Activity and Service Activity, the Annud Activity
Reports applicable to the period under review, and the results of the required evauation techniques set
forthin Article XV B1 and any documentation the faculty member wishes to provide, to determine
whether the faculty member’ s performance is determined to be satisfactory, the Department Head shall
provide awritten report that shal detail the evaluation and the basis for the determination that the faculty
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member is performing at a satisfactory level, which shal include appropriate reference to Department
dandards set forth in the Departmental

Evauation Document and specific accomplishments of the faculty member in each of the three (3) areas
of evaluation.

In those instances where the eva uators conclude that a faculty member has not performed a a satisfac-
tory leve, the Department Head shal reduce the eva uation to writing, clearly stating the basisfor the
determination. The Personnel Committee members shal Sgnify their concurrence or non-concurrence
and sgn the evaduation, which shal then be given to the faculty member who may respond within five (5)
working days of higher receipt of the evaluation. The faculty member may include in higher response
any and al evidence/documentation in support of hisher performance that he/she deems appropriate.

Upon completion of any Full Professond Performance Evauation the Department Head shall meet with
the College Dean to review the results of the evauation(s).

In those ingtlances where the Dean does not concur with the Department’ s eva uation(s) of satisfactory
or unsatisfactory performance, the Dean shall reduce higlher objections to writing, and shal return the
evauation to the Department for further consderation. The Department and/or the faculty member may
respond to the Dean within five (5) working days of receipt of the

Dean’ s objection and may include in the response any and dl evidence/documentation in support of the
evauation of afaculty member’s performance.

If, after this further congderation, the Dean concurs with the Department’ s evauation of satisfactory,
he/she shdll say so in aletter to be placed in the Department’ s Personnd file, with a copy to the faculty
member, the Department Head, and the Office of the Provost and Vice President for Academic Affairs
for incluson in the University personnd file

Unsatisfactory Performance-Programsfor | mprovement

In the event thereisafina determination by the Dean of the College that the Faculty member’s per-
formance for the period covered by the Full Professiona Performance Evauation is unsatisfactory, the
Dean shdl schedule a meeting to consult with the Department Head, the Personnel Committee, the fac-
ulty member, the Director, Academic Human Resources and a representative of the EMU-AAUP, to
explore the structure for a program to assist the faculty member in correcting hisher unsatisfactory per-
formance, which shal be set forth in a program and timetable for improvement of not less than one
year’ sduration. The Program for Improvement shall set out expectations and assessment procedures
based on the criteriain the Departmenta Evaluation Document and the Agreement. If thereisadis-
agreement between any of the aforementioned parties asto: a) whether a Program for Improvement
should be written; b) the contents of the Program for Improvement; or ¢) the assessment of the faculty
member’ s performance, the College Dean shdl have the find responghility for developing the Program
for Improvemen.
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When the Program for Improvement is findized, it shal be presented to the affected faculty member.
Copies shall be forwarded to the Office of the Provost and Vice President of Academic Affairs and the
Association.

Extensions of Programs for Improvement beyond the timeiness originally established shdl be possible,
under the following conditions:

1. A mesting of dl the parties (Department Head, Personnel Committee, and faculty member) shall
be convened to discuss a proposed extension.

2. Specific reasons for the desirability of an extension shall be presented by the Department Head.
3. Anextensgon proposa must be findized by the Dean of the College and presented to the faculty
member no later than thirty (30) days prior to the expiration of the origina Program for Im+

provement.

In the event there is a dispute pertaining to the gppropriateness of a particular Program for Improve-
ment, a Grievance may be filed commencing a Step Three of the Grievance Procedure st forth in Arti-
cleVIl. However, grievances of procedura violationsin the Full Professiona Performance Evauation
process must be filed at the appropriate step of the Grievance Procedure (Step One, Two) as provided
forin Article VI, subject to the timeliness provided therein. For purposes of determining the timeliness
for filing grievances at Step Three of the Grievance Procedure, University actionsin the Full Professond
Performance Evaluation process shdl be construed to have occurred when the Association receives a
copy of the Program for Improvement (origind or extension) from the Dean.

Once aProgram for Improvement has been established, timelinessin the program shal govern any fur-
ther evaluation of areas of deficiency or extensons of the program. The faculty member’s progress shdll
be assessed by the Department Head in consultation with the Department Personne Committee at as-
sessment points specified in the Program for Improvement.

The Department Head shall report the results of evauations conducted at any interim assessment points
provided in a Program for Improvement, and the find results of the assessment of a faculty member’s
compliance with a Program for Improvement to the Dean of the College who shdl determineif the fac-
ulty member has satisfactorily completed the Program for Improvement. If he/she so concludes, he/she
shdl inform the faculty member in writing and provide a copy to the Provost and Vice President for
Academic Affairs, the faculty member, and the Association.

Professonal Performance Evaluation Criteria

Tenured faculty membersin the Department of Computer Information Systems should engage in schol-
arly activity on acontinuing basis. Professond Performance evauations shal be conducted for each
four years of atenured faculty member’s employment. The Department Personnel Committee shdl rate
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the faculty member’ s performance as SATISFACTORY or BELOW SATISFACTORY. Thisrating
will be based on Faculty Activity Reports and other available information made available to the Depart-
ment Personnd Committee, referred to as the committee. Materid used by the committee that are not
presented, or made available by the faculty member, must be of known and documented authorship.
The committee will base its eva uation on the faculty member’ s performance, during the four (4) years
under review, on the three (3) areas of Ingtructiona Effectiveness, Scholarly and/or Crestive Activity
and Service.

To achieve an overdl rating of SATISFACTORY,, the faculty member must achieve arating of Average
in Ingtructiond Effectiveness, Scholarly an/or Crestive Activity, and Service.

The Personnel Committee will assign Scholarly and/or Crestive Activity ratings. The Committee will
evauate al materids reated to Scholarly and/or Crestive Activity permitted by the EMU-AAUP con
tract agreement. The Committee will assgn a Scholarly and/or Creative Activity rating of Averageif a
minimum of 15 pointsis accumulated from the list below.

a. Refereed papers published in atext or journa including empirica articles, literature reviews,
and cases depending upon the nature and qudity of the journd (14 points).

b. Non-refereed but works published under editorid scrutiny induding empiricd artides, literature
reviews and cases (7 points).

c. A monograph or book published by a college publisher paying royalties or a reputable profes-
sond or scholarly organization (16 points).

d. Refereed convention papers or cases (7 points).

e. Inevduating grant proposds and/or grant administrative activity of publishable qudity, the Per-
sonne Committee will judge the level of depth, completeness, and quality and use these as cri-
teria (2 points).

f. Standard that is published by arecognized professond organization (14 points).

g. Thedevdopment of origina software for public use (7 points).

h. Traning courses (5 points).

i. Professond certification (7 points).

j. Book/paper review (2 points).

k. Written cases with Ingtructiond Materid (5 points).

I.  Design and Development of new course/seminar materid (5 points).

Any scholarly and/or creative activity not listed above will be assigned points by the Personnel
Committee.

This requirement shal become effective a the sart of next PPE evauation period for each faculty
member. 1t will be effective immediatdy for anyone hired after this document is approved.
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STANDARDS
APPOINTMENT STANDARDS
ACADEMIC CREDENTIALS AND ADDITIONAL | EQUIVALENCIES OR EXCEPTIONS
CRITERIA
PROFESSOR °Appropriate Ph.D. or D.B.A. from an AACSB ac- | °None

credited school or its equivalent.
°Scholarly Activity: Commensurate with rank

ASSOCIATE PROFESSOR

°Appropriate Ph.D. or D.B.A. from an AACSB ac-
credited school or its equivalent.
°Scholarly Activity: Commensurate with rank.

°Ph.D. in related area with at least 15
Graduate credit hours in an appropriate
major subject to majority faculty approval.

ASSISTANT PROFESSOR

°Appropriate Ph.D., D.B.A., or A.B.D. from an
AACSB accredited school or its equivalent, leading
to appropriate Ph.D. or D.B.A.

°Ph.D. in related area with at least 15
Graduate credit hours in an appropriate
major subject to majority faculty approval.

INSTRUCTOR

A.B.D.* from an AACSB accredited school or its
equivalent, appropriate MS or MBA with enroll-
ment in an appropriate Ph.D. or DBA program in a
AACSB accredited school.

°None

* All But Dissertation
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REAPPOINTMENT AND TENURE STANDARDS

Pre-January 1997 Hires

PROFESSOR
Y ear 1 2 2 3 4
Evaluation Interim | FUll R Tenure | Interim Tenure
Instructional Effectiveness A A DAA DAA DAA
Scholarly/Creative Activity X A DAA X DAA
Service A A A A A
ASSOCIATE PROFESSOR
Y ear 1 2 3 3 4 5
Evaluation Interim | Full Full R Tenure Interim | Tenure
Instructional Effectiveness A A A DAA DAA DAA
Scholarly/Creative A ctivity X X* A DAA X DAA
Service A A A A A A
ASSISTANT PROFESSOR
Y ear 1 2 3 4 4 5 6
Evaluation Interim® | Interim? Ful? | FulR Tenure | Interim Tenure
Instructional Effectiveness A A A A DAA DAA DAA
Scholarly/Creative Activity X X X* A DAA X DAA
Service A A A A A A A

*  Scholarly/Cregtive Activity isadvisory only.  Rank & initid gppointment determines the

evaluation schedule of afaculty member.
1 All but dissertation hires must provide measurable evidence of progress toward completion
of the Ph.D. (Statement from Dissertation Chair required).

2 Proof of Completion of al requirements for the Ph.D. by the date of application or by the
date the Provost notifies or August 31.
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REAPPOINTMENT AND TENURE STANDARDS

Post-January 1997 Hires
PROFESSOR
Y ear 1 2 3
Evaluation Init. Int. | FUl R | Tenure
Instructional Effectiveness A A DAA
Scholarly/Creative A ctivity X A DAA
Service A A A
ASSOCIATE PROFESSOR
Y ear 1 2 3 4
Evaluation Init. Int. | FUll R Comp. Tenure
Int.
Instructional Effectiveness A A A DAA
Scholarly/Creative Activity X X* X DAA
Service A A A A
ASSISTANT PROFESSOR
Y ear 1 2 3 4 5
Evaluation Init. Int. 1 | Init. Full R Comp.Int. | Tenure
Int. 1 2

Instructional Effectiveness A A A A DAA
Scholarly X X X* X DAA
Activity
Service A A A A A

*Scholarly/Cregtive Activity is advisory only
1 All but dissertation hires must provide measurable evidence of progress toward
completion of the Ph.D. (Statement from Dissertation Chair required).

2 Proof of Completion of al requirements for the Ph.D.
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PROMOTION STANDARDS

YEAR ELIGIBLE ACADEMIC INSTRUCTIONAL | SCHOLARLY/CREATIVE
CREDENTIALS EFFECTIVENESS ACTIVITY SERVICE
TO PROFESSOR 5 years as associate | Appropriate Ph.D. or
professor at EMU D.B.A. from an
AACSB accredited DAA DAA
school or its equiva- DAA
lent
TO ASSOCIATE 4 years as assistant | Appropriate Ph.D. or
PROFESSOR professor at EMU D.B.A. from an
AACSB accredited DAA DAA
school or its equiva- DAA
lent
TO ASSISTANT 4 years as instructor | Appropriate Ph.D. or
PROFESSOR at EMU D.B.A. from an
AACSB accredited DAA DAA
school or its equiva- DAA

lent
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TECHNIQUES
I nstructional Effectiveness

Data Collection Procedures

1. Faculty member must write areport of activities and accomplishments for dl Full Evaua-
tions. Each gpplicant must include a persond report of activities and accomplishments (see
pages 5-8 for specific ingructions concerning format). Such areport may include, but is not
limited to, evidence indicating the extent to which the gpplicant does the following:

A. Preparesfor teaching
a Knows subject matter and keeps current.
b. Participates credtively in the subject area through the development of teaching meterids
and program coordination.
C. Seeksthelatest information in the subject are(s) taught, by reading, attending profes-
sona conferences and/or by communicating with colleagues.
d. Regularly evduates higher own past teaching methods, procedures and course content.

B. Hanseffectively for teaching
a Hasadlear ideaof the function of hisher course(s) within the Department, within the
Univerdty and/or community, and of itsrole in preparing students for careers.
b. Hasaclear ideaof the long term objectives for the course(s) and for the day-to-day
classroom activities as evidenced by course syllabi.
c. Evauates students so as to measure the attainment of objectives set forth.

C. Practices good teaching methods

a Clearly informs students of the purposes and objectives of the course(s) and of units of
Study in the course(s).

b. Heps students devel op methods of study and skillsin self-direction.

c. Keeps studentsinformed of specific respongbilities (e.g., equipment usage, study re-
quirements).

d. Provides students with regular and prompt performance evauations.

e. Informs students of specific course assgnments (e.g., dates of exams, papers, etc.)

f. Attempts to establish a classroom environment conducive to learning.

g. Evauates students so as to measure the attainment of course objectives.

D. Iscommitted to sudents
a Heps students who need hishher help.
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b. Works beyond regular classroom responsibilities to help sudents with independent learn-
Ing experiences (e.qg., goecid problems, independent Sudy, thes's, publication).

c. Keeps up-to-date regarding practices and procedures necessary for academic advising.
d. Assgs students with academic problems.
e. Holds office hours on aregular bass.

E. Quality standards are set
a Academic leved of the materid presented is appropriate.
b. Grading and performance standards of the profession and department are met.
c. A high qudity-learning environment is being developed in the classroom.

2. Department Head evauations, including classroom vigitations. (See Appendix for Class-
room Vigtation Evauation Forms)

3. Department Personnd Committee evauations, including classroom visitations.

4. Student evauations from university-wide evaluation system and those required departmental
questions, if any, as selected by the department personnd committee. (The Department of
Computer Information Systems elected not to require Departmental- specific questions.)

5. Student evauations of advising, if applicable.
6. Teaching awards.

7. Peer evduations. (Mgority or at least three members of the Personnel Sub-committee in the
goplicant’ sdiscipline)

8. Other areas.
Ratings

The Personnd Committee and the Department Head will evaluate dl evidence submitted. The
most important factor in rating ingructiona effectivenessis the qudity of the learning experience
for sudents. For interim evauations, the Personnd Committee and the Department Head will
together meet with the applicant to discuss his’her performance and suggest appropriate direc-
tions for improvement, if such direction is necessary. Written reports will be made separately by
the Personnd Committee and the Department Head giving the rationde for the ratings awarded
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for full evauations for regppointment, tenure, promotion and four (4) year Professond Per-
formance Evauations.

Exceptiond (E): Awarded when the quality of ingtruction offered by the gpplicant shal be
evauated asthat of atruly superior teacher. Evauators must describe performance as better in
quality than digtinctly above average.

Digtinctly Above Average (DAA): Awarded when the quality of ingtruction offered by the ap-
plicant shal be evaluated as that of an excellent teacher. Evauators must describe performance
as better in qudity than average.

Average (A): Awarded when the quality of the ingtruction offered by the gpplicant shdl be
evauated asthat of agood teacher. Thisisthe minimum leve of performance.

Bdow Average (BA): Awarded when the quality of ingtruction offered by the gpplicant shall be
evauated asthat of awesk teacher. Evauators must describe performance as poorer in quality
than average.

Scholarly and/or Creative Activity

Data Collection Procedures

For dl Full Evauations each gpplicant must include a persond report of hisher scholarly and/or
cregtive activities and provide copies of papers, articles, books publications and/or other tangi-
ble documentation (see 5-8 for specific ingructions concerning format). Scholarly and/or crea-
tive activity is not evaluated during interim evauations.

Evaduation Reports

1. For dl Full Evauations the gpplicant must provide a narraive satement for each
activity describing in dear and explicit terms how and to what extent the activity
has met the criteriain the Department Evauation Document and the Agreement.

2. The Personnel Committee should comment on each activity including a Sate-
ment that clearly indicates how and to what extent the activity meets the criteria
in the Department Eva uation Document and the Agreement.
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3. The Department Head should comment on each activity including a satement
that clearly indicates how and to what extent the activity has met the criteriain
the Department Eva uation Document and the Agreemen.

Ratings

Exceptiond (E): Faculty member must accomplish Scholarly/Crestive Activity, which places the
individud’ s achievement clearly above the digtinctly above average rating.

Didinctly Above Average (DAA); Faculty member must accomplish the following:

1. Threerefereed journa articlesin an academic/professona publications; or
2. Two refereed journd articlesin academic/professond publications and
3. Oneof the following:
a Three refereed papers published in academic/professona proceedings or
b. Three presentations at nationa and regiona meetings.
c. One professiona monograph or textbook published by a reputable college publisher
paying roydties or by areputable professona or scholarly organization.
d. A reasonable qudity and quantity combination of the following types of activities as
determined by the Personnel Committee and Department Head.
(i) Publication of articles, proceedings, monographs, textbooks, software, or text-

book supplements.
(ii) Preparation and presentation at professona seminars, workshops, or  confer-
ences.

(ii1) Preparation of working papers, including those resulting from grants.
(iv) Published criticad reviews of professonas materias.

(V) Serving asan editorid referee for aprofessond journd.

(vi) Serving asaconsultant in some area of professiona specidization.

Average (A): Faculty member must accomplish the following

1. Onerefereed journd article in academic/professond publication; or
2. Oneof the following:
a) Two refereed papers published in academic proceedings, or
b) Two presentations at nationa and regiona mestings.
c) One professiona monograph or textbook published by a college publisher paying
royalties or by areputable professond or scholarly organization.
d) A reasonable qudity and quantity combination of the following types of activities as
determined by the Personne Committee and Department Head.
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(i) Publications or articles, proceedings, monographs, textbooks, software, or
textbook supplements.

(ii) Preparation and presentation at professona seminars, workshops or
conferences.

(i) Preparation of working papers, including those resulting from grants.

(iv) Published criticd reviews of professond meterids.

(v) Serving asan editorid referee for a professond journd.

(iv) Serving asaconsultant in some area of professiond specidization.

Sarvice Activity

Data Collection Procedures

The gpplicant will clearly identify hisher service activities rdaed to the department and the uni-
vergty in anarrative text (see pages 5-8 for specific indructions concerning format).  Supportive
evidence must be provided to indicate the quantity of different service activities and the quality

of the effort extended in those activities.

Sarvice Activities
Searvice to the department, university or community may include, but is not limited to, the follow-
ing.

Departmenta, college and university committee activities.

Work with student organizations.

Contributions toward curriculum development.

Specid assgnments.

Offices held a Eagtern Michigan University.

Service to professiona organizations and honor societies.

Consulting performed as volunteer or contributed services in professondly related activities.
Other professonaly related service activities.

O NO A WDNPE

Ratings

The Personnd Committee and the Department Head will evauate dl evidence submitted. For interim
evauations, the Personne Committee and the Department Head will together meet with the applicant
to discuss higher performance and suggest appropriate directions for improvement, if such direction is
necessary. Written reports will be made separately by Personnd Committee and the Department
Head giving the rationae for the rating awarded for Full Evaluations for regppointment, tenure, pro-
motion and Professiond Performance Evauations of tenured faculty.
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Exceptiond (E): Awarded when the quantity and quality of service shadl be evaduated, in addition to
the basis described for distinctly above average, asfar beyond that normally expected of faculty. This
shdl be evidenced by the faculty member serving the department, the college, the university or the
wider community with digtinction.

Didtinctly Above Average (DAA): Awarded when the qudity and quantity of service shdl be evau-
ated, in addition to the basis described for average, as substantidly more than onesfar share. This
shdl be evidenced by the faculty member serving the department, the college, the university or the
wider community over and above the norma requirements. Service to the department aswell as
other service must be substantidly more than onesfar share to obtain this rating.

Average (A): Awarded when the quality and quantity of service to the department, the college, the
univergty or the community shal be evauated as that normaly expected; ones fair share. Onée'sfair
share of service to the department includes adequate service, both in the scope of faculty member’s
service activities (“fair share’) and in the qudity of hisher contribution to service undertaken.  Service
isanorma part of one's professona responghilities.
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APPENDIX 1

STUDENT EVALUATION

The Student Evauation form for the Department of Computer Information Systems shdl consst of the
Universty-wide standard two questions plus at least Sx questions from the University-wide list of ap-
proved questions. Faculty members will be free to sdlect the questions beyond the standard two ques-
tions. The department of Computer Information Systems recognizes dl the questions from the Univer-
Sty-wide questions as gpproved questions for selection.

The Univerdty-wide standard questions are:
What IsY our Overdl Rating of the Teaching Effectiveness of This Ingtructor?

What IsY our Overdl Rating of This Course?
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APPENDIX 2

CLASSROOM TEACHING OBSERVATION
Rating scale = (1 = below average, 2 = average, 3 = distinctly above average, 4 = exceptional, NA = not ap-

plicable
CATEGORY RATING COMMENTS
LEARNING ENVIRONMENT
1. Usesavariety of teaching techniques. 1 2 3 4 NA
2. .Motivates students through enthusiasm for 1 2 3 4 NA
the subject matter.
3. Develops student participation. 1 2 3 4 NA
4. Emphasizes the development of student’s 1 2 3 4 NA
thinking & analytical skills, rather than
simple memorization.
SUBJUECT MATTER
1. Shows evidence of background preparation 1 2 3 4 NA
2. Teaches the application of knowledge and 1 2 3 4 NA
knowledge & theory themselves.
3. Usesprofessional experience as examples 1 2 3 4 NA
in teaching.
4. Givesevidence of maintaining up-to-date 1 2 3 4 NA
course material.
5. Coverstopic at the appropriate level. 1 2 3 4 NA
6. main ideas are clear and specific. 1 2 3 4 NA
VERBAL/NON-VERBAL
1. Articulation and pronunciation clear. 1 2 3 4 NA
2. Volume sufficient to be heard. 1 2 3 4 NA
3. Rate of delivery was appropriate. 1 2 3 4 NA
ORGANIZATION
1. Statesthe purpose of the class session. 1 2 3 4 NA

2. Definesterms, concepts and principles. 1 2 3 4 NA
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3. Arranges and discussed the content in a
systematic and organized fashion.

4. Presents clear and simple examplesto clarify
abstract and difficult ideas.

USE OF QUESTIONS
1. Asksquestionsto see what the students
knew about the |ecture topic.

2. Uses questionsto gain student’ s attention.

3. Receives student questions politely and
enthusiastically.

4. Pauses after all questionsto allow students
timeto think of an answer.

INTERACTION
1. Listens carefully to student comments and
questions.

2. Instructor feedback was informative.

3. Noted and responded to signs of puzzlement,
boredom, curiosity, etc.

4. Encouraged student questions.

USE OF MEDIA
1. Writing on board/overhead/slides was
legible.

2. Information presented on board/overhead/
slides was organized and easy to follow.

3. The AV-materials used added to the student’s

Comprehension of the concept(s) being taught.

OVERALL RATING

EX CEPTIONAL

DISTINCTLY ABOVE AVERAGE

AVERAGE

BELOW AVERAGE

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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APPENDIX 3
Procedurefor Classroom Visits
Notice of Vist

1. The Personnel Committee Chair and Department Head will notify faculty inwriting a
least one week in advance that committee members and Department Head are to be
expected during specified two-week periods.

2. Faculty must inform the Personne Committee Chair and Department Head within three
days of the notifications of clas(es) not suited for vidtations
during the specified two-week periods, because of examinations, planned
fidd trips, etc.

3. Personne Committee members need not provide individud notification
to the faculty if they vigt within the two-week period identified by the Per-
sonnel Committee Chair. They are encouraged, however, to inform faculty
in advance (ord or written).

4, Personne Committee members who cannot perform the class vistation
within the two-week period indicated by the Personnd Committee Chair
must inform the faculty in writing, one week in advance, of the specific
day they plan to visgt. The same applies to the Department Head if he/she
cannot visit within the period indicated in Step 1.

Length of Vists
The length of classvidtsisto be determined case-by-case by individud committee

members. However, vidtations will not be less than the equivaent of one class period of a
regularly scheduled class.

Peer and Department Head evauations of classroom visitations must be in writing and
provided to the faculty member within ten (10) days following the dlassroom vist.

Number of Vigtors
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The mgority, or a least three members of the Personnd Sub-committee in the applicant’ s dis-
capline will make dass visitations.



