Evaluation Criteria 2009
Information About Preparing Your Evaluation Materials

This document containing the forms and cover sheets for each area is provided on the department web page under 'Department Forms.' The title of the document is Evaluation Materials 2009 (doc). 

Overall Organization of Material: Information in the notebook should be organized in the following order: 

· Title Page 

· Weighting Sheet 

· Faculty Evaluation Course/Advisee Data Sheet

· Information on Reassigned Time

· Teaching-Instructional Design and Development

· 3.0 Cover Sheet

· Self-Statement for the complete area

· 3.0 Evidence

· 4.0 Cover Sheet

· 4.0 Evidence

· 5.0 Cover Sheet

· 5.0 Evidence

· Teaching-Performance and Feedback

· 3.0 Cover Sheet

· Self-Statement for the complete area

· 3.0 Evidence

· 4.0 Cover Sheet

· 4.0 Evidence

· 5.0 Cover Sheet

· 5.0 Evidence

· Service

· 3.0 Cover Sheet

· Self-Statement for the complete area

· 3.0 Evidence

· 4.0 Cover Sheet

· 4.0 Evidence

· 5.0 Cover Sheet

· 5.0 Evidence

· Professional Development and Achievement

· 3.0 Cover Sheet

· Self-Statement for the complete area

· 3.0 Evidence

· 4.0 Cover Sheet

· 4.0 Evidence

· 5.0 Cover Sheet

· 5.0 Evidence

Size of notebook 

The Notebook is restricted to one 1½" notebook that is provided.

Information on Reassigned Time, Teaching. Service. and Professional Development and Achievement. There are cover sheets for each of four areas: the two Teaching areas, Service, and Professional Development and Achievement, and for each evaluation level within each area.  The cover sheet should precede the documentation for each area and rating. Everyone submitting an evaluation notebook will use the cover sheet for a 3.0 with the documentation.  For submissions documenting a 4.0 or 5.0, you will use the appropriate cover sheets for each level (4.0 and 5.0). The documentation should appear in the order listed and should be clearly labeled. When limits are placed on the number of documents to be included, these limits must be followed. 

The rating sought for each area is to be clearly indicated at the onset of the self-statement for that area. For each area, requirements for a 3.0 must be met before addressing requirements for a 4.0; requirements for a 5.0 must include meeting those for a 4.0. Meeting each level is a prerequisite for attaining the next level. The self-statement for each area is to address all evidence for the desired rating in that area. 

In cases where a tenured/permanent faculty member opts for the multi-year evaluation option, the materials for each year included in the submitted notebook are to be tabbed by year within each section with one comprehensive Self-Statement for each section covering all included years’ artifacts.
Evaluation materials (paper, electronic, or interview documentation) must be submitted to the department chair no later than the last day for submission as listed in the faculty handbook. 

Evaluation Options: Complete one of the following: 

1. Submit your notebook following the guidelines listed in this document, OR 

2. Participate in an interview with the DEC.

· Length of interview - 15 minutes 

· Notebook organization and materials supporting the interview are the same as above, with the following adjustments:

· Outline of bulleted statements (your self-statement) addressing each teaching area, service, and professional development

· Evidence to document bulleted statements (3.0 evidence is submitted with the documentation listed above by the due date. 4.0 and 5.0 evidence as indicated on the cover sheets is presented during the interview) 

Disclaimer: The interview option is NOT available at the University level. When applying for tenure or promotion, a notebook is required. 

Faculty Evaluation Course/Advisee Data Sheet

Name of Faculty: _____________________________

Academic Year: ____________

Check One:
(Tenured 

(Non-Tenured 

Date of Submission: __________ 

Work Load Data Sheet

	 Spring Teaching Load 

	 Frostburg 
	
	Off Campus
	

	 Course No./Section 
	Enrollment 
	Course No./Section
	 Enrollment 

	 1. 
	
	1.
	

	 2. 
	
	2.
	

	 3. 
	
	3.
	

	 4. 
	
	4.
	

	 5. 
	
	5.
	

	 6. 
	
	6.
	

	 Overload? 
	  (Yes        (No 
	     (Paid        (Unpaid 

	 Fall Teaching Load 

	 Frostburg
	
	Off Campus
	

	 1. 
	
	1.
	

	 2. 
	
	2.
	

	 3. 
	
	3.
	

	 4. 
	
	4.
	

	 5. 
	
	5.
	

	 6. 
	
	6.
	

	 Overload? 
	  (Yes       (No 
	     (Paid         (Unpaid 

	Advisement Load 

	 Number of undergraduates ______
	 Number of graduates ______



Reassigned Time Load 1 (if applicable)

Directions: Complete this form if you had a reassigned time assignment during the spring and/or fall semesters. Submit a self-statement about your reassigned time responsibilities and performance, including the items below. 

a. Amount of reassigned time 


Spring: 

Fall: ___________

b. Reason for reassigned time: 


Spring: 
 

Fall: ___________________________________________

c. List the duties and describe in-depth the accomplishments for the reassigned time assignment (provide evidence) 

d. If an evaluation was conducted, describe the evaluation of reassigned time and the results of the evaluation (provide evidence if applicable) 

Reassigned Time Load 2 (if applicable)

Directions: Complete this form if you had a second reassigned time assignment during the spring and/or fall semesters. Your self-statement should reflect your reassigned time responsibilities and performance for the second assignment as well. 

a. Amount of reassigned time 


Spring: 

Fall: __________

b. Reason for reassigned time: 


Spring: 
 

Fall: ___________________________________________

c. List the duties and describe in-depth the accomplishments for the second reassigned time assignment (provide evidence) 

d. If an evaluation was conducted, describe the evaluation of reassigned time and the results of the evaluation (provide evidence if applicable) 
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Teaching - Instructional Design and Development Requirements for a 3.0

Directions: Use this page as the cover sheet for documentation for a rating of 3.0. Provide documentation in the order listed. 

· Submit a self-statement about your instructional design and development, including what rating you are requesting. 

•      All of the criteria listed below must be met. 

____1.  Construct syllabi in NCATE format with outcomes and indicators listed and include a bibliography. Submit only ONE sample syllabus as evidence.

____2.  Construct appropriate assessment techniques in each course taught. Submit a total of TWO samples as evidence.

____3.  Use appropriate technology integration techniques in teaching. Submit evidence of ONE technology integration technique. 

____4.  Course materials and resources must reflect current trends and issues. Evidence of currency is to be detailed in the self-statement (written or oral). 
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Teaching -Instructional Design and Development Requirements for a 4.0

Directions: Use this page as the cover sheet for documentation of the criteria for a 4.0 and/or 5.0. Provide documentation in the order listed. Your self-statement on instructional design and development should support your request for a rating of 4. O. 

• Must meet all criteria for a rating of 3.0 

· Must submit evidence of at least one (1) of the following (indicate which of the following criteria are documented): 

____1.  Revision of course syllabi, materials, and/or teaching methods to reflect current scholarship or program standards. 

____2.  Development of new or revised performance assessment(s) and/or scoring tools for a course. 

____3.  Work on curriculum development. 

____4.  Other evidence of performance in instructional design and development at the 4.0 level (specify). _________________________________________
Teaching - Instructional Design and Development Requirements for a 5.0

Directions: Provide documentation in the order listed. Your self-statement on instructional design and development should support your request for a rating of 5. O. 

• Must meet criteria for a rating of 3.0 and 4.0 

· Must submit evidence of at least one (1) of the following (indicate which of the following criteria are documented): 

____1.  Use of innovative teaching styles. 

____2.  Substantial or significantly expanded use of technology in course or program design/delivery. 

____3.  Design and delivery of a new course or program.
____4.  Other evidence of performance in instructional design and development at the 5.0 level (specify). ________________________________________
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Teaching - Performance and Feedback Requirements for a 3.0

Teaching Performance and Feedback refers to performance in all aspects of classroom instruction of students, supervision of interns in the field, and student advising. 

Directions: Use this page as the cover sheet for documentation. Provide documentation in the order listed. 

· Submit a self-statement about your teaching performance and feedback, including what rating you are seeking, including Performance and Feedback data from Intern Supervision, if applicable.  

• All of the criteria listed below must be met (as applicable).

Faculty must obtain a minimum overall student evaluation of 3.0 in Teaching and Intern and Practicum Supervision, if applicable. Provide student evaluation summary sheets for each course. Extenuating circumstances for receiving a lower evaluation should be addressed in the self-statement.

____1.  Submit a representative sample of student written comments from all courses from which free responses are received (maximum total of ten samples). 

____2.  Provide qualitative evaluation of student products. Submit a total of TWO examples of feedback to students. 

____3.  For supervision of field work submit the following: 

· Evidence of completing at least the minimum number of observations. 

· Representative sample of mentor teacher evaluations of supervisor, if available, indicating total number of evaluations received. 

· Representative sample of observation forms with lesson plans (and indicate total number of observations made). 

· OR other appropriate documentation of field-based supervision. 
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Teaching - Performance and Feedback Requirements for a 4.0

Directions: Use this page as the cover sheet for documentation of the criteria for a 4.0 and/or 5.0. Provide documentation in the order listed. Your self-statement on teaching performance and feedback should support your request for rating of 4. O. 

• Must meet all criteria for a rating of 3.0 

• Must submit evidence of all of the following: 

____1.  Evidence of high quality teaching performance. 

____2.  Evidence of detailed and/or narrative feedback to students and/or interns. 

Teaching - Performance and Feedback Requirements for a 5.0 

Directions: Provide documentation in the order listed. Your self-statement on teaching performance and feedback should support your request for a rating of 5. O. 

• Must meet all criteria for a rating of 3.0 and 4.0. 

• Must submit evidence of all of the following: 

____1.  Evidence of mentoring of students beyond classroom contact hours or minimum requirements. 

____2.  In-depth reflection and analysis of teaching effort and student feedback. A statistical analysis of evaluation data is optional. 

____3.  Other evidence of teaching performance and feedback at the 5.0 level (specify). ____________________________________________ 
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Service Requirements for a 3.0

Directions: Standard service occurs at departmental and college level. Use this page as the cover sheet for documentation for a rating of 3.0. All of the criteria listed below must be met. Specific documentation beyond the self-statement is not required for a rating of 3.0. 

· Submit a self-statement about your service activities, including what rating you are seeking. The self-statement must include but is not limited to discussion about the following: 

____1. Regular attendance at and participation in department and college meetings. 

____2. Fulfillment of normal committee assignment(s). 

____3. Participation in appropriate departmental and college activities. 

Evaluation Criteria 2009 Cover Sheet

Service Requirements for a 4.0
Directions: Use this page as the cover sheet for documentation of service at the 4.0 and/or 5.0 level. Provide documentation in the order listed. Your self-statement on service should detail the breadth and depth of your service activities and support your request for a rating of  4. O. 

• Must meet criteria for a 3.0 

• Submit evidence of at least two (2) of the following: 

____1. Serving on Faculty Senate. 

____2. Membership on, and attendance of University, community, or professional committees or task forces. 

____3. Serving University, community, or professional needs. 

____4. Participating in school-related functions/activities, as appropriate to departmental mission. 

____5. Other evidence of service at the 4.0 level (specify). _______________________________________________

Service Requirements for a 5.0

Directions: Provide documentation in the order listed. Your self-statement on service should detail the breadth and depth of your service activities and support your request for a rating of  5.0. 

• Must meet criteria for a 3.0 and 4.0 

• Submit evidence of at least one (1) of the following: 

____1. Serving as chair for a department committee. 

____2. Supervising department initiatives such as accreditation or major curricula revisions. 

____3. Organizing conferences or other activities that contribute to the University or community. 

____4. Chairing University, community and/or professional committees. 

____5. Extensive involvement in meeting University, departmental, community, or professional needs. 

____6. Other evidence of service at the 5.0 level (specify).  ___________________________________________________

Evaluation Criteria 2009 Cover Sheet

Professional Development and Achievement Requirements for a 3.0

Continuing professional development and achievements that are evidence of that development are a normal expectation for all university faculty. The Department of Educational Professions is committed to a set of six Unit Outcomes and to the expected outcomes of our affiliated professional organizations for our candidates and to the four professional development themes for our faculty. Therefore, we believe that individual faculty professional development and achievement should focus primarily on growth and development that will enhance faculty ability to promote these outcomes in our candidates. Annually, faculty members in the Department of Educational Professions are required to choose two of the four professional development areas for their own professional development. In their self-​statements and in the evidence they include, faculty shall document the activities, growth, and achievement in their two selected areas of emphasis as well as growth, activities, and achievement in promoting the development of Unit Outcomes in our candidates. (Note: Current unit professional development themes are assessment, diversity, collaboration, and technology.) 

Directions: The following criteria must be met. Use this page as the cover sheet for documentation of the criteria. Provide documentation in the order listed. 

• Submit a self-statement about professional development, indicating what rating you are seeking. Include a discussion of your selected areas of emphasis in the self-statement. Check your two areas of professional development emphasis (from the data sheet above):
(Assessment
(Collaboration
(Diversity
(Technology
• Submit evidence of at least two (2) of the following (indicate which of the following criteria are documented): 

____1.  Reading and continuing scholarship in one's field of specialization. 

____2.  Presenting evidence of incorporating into courses new content and/or activities related to the Unit Outcomes or selected professional development themes. 

____3.  Maintaining active membership in professional organization(s) related to one's field of specialization and/or Unit Outcomes or professional development themes. 

____4.  Attending sessions at local, regional, state, multi-state or national conferences or workshops related to Unit Outcomes or selected professional growth themes. 

____5.  Sharing disciplinary expertise within the university and university service area (e.g., workshops, in-services, presentations, consultations). 

____6.  Serving as an officer, reviewer, moderator, adjudicator for a local organization, school, or LEA. 

Evaluation Criteria 2009 Cover Sheet

Professional Development and Achievement Requirements for a 4.0

To achieve a rating of 4.0, faculty should meet the requirements for a rating of 3.0 but also show evidence of demonstrating their growth and achievement beyond the campus and local environment. 

Directions: Use this page as the cover sheet for documentation. Provide documentation in the order listed. Your self-statement should detail the extent of your professional development and achievement activities and provide support your request for a rating of 4.0. 

• The criteria for a rating of 3.0 must be met. 

• Submit evidence of at least one (1) of the following: 

____1.  Completion and submission of materials required for certification or licensure in one's specialty. 

____2.  Contributing to the development of instructional, leadership, and/or counseling techniques or materials for K-16 programs and partners. 

____3.  Serving in a leadership or organizational role for a local or statewide conference (e.g., program committee, panel organizer/moderator, session chair). 

____4.  Making a presentation or conducting a workshop on the local or statewide level (paper presentation, panel discussant, etc.). 

____5. Publishing a book review in a professional association journal or specialty newsletter. 

____6.  Presenting a poster session at a major conference.  

____7. Serving as reviewer or editor of a journal article. 

____8.  Developing a new area of expertise related to one's teaching field/assignment or to the Unit Outcomes, affiliated professional association outcomes, or professional development themes. 

____9.  Producing a performance or artistic creation that receives at least statewide or multi​state recognition. 

____10. Other evidence of professional development at the 4.0 level (describe).  ______________________________________
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Professional Development and Achievement Requirements for a 5.0

To achieve a rating of 5.0, faculty should meet the requirements for a rating of 3.0 and 4.0 but also show evidence of demonstrating their growth and achievement beyond the campus and local or state​wide region. 

Directions: The following criteria must be met. Use this page as the cover sheet for documentation. Provide documentation in the order listed. Your self-statement should detail the extent of your professional development and achievement activities and provide support your request for a rating of 4.0. 

• The criteria for a rating of 3.0 and 4.0 must be met. 

• Submit evidence of at least one (1) of the following. 

____1. Producing a publication, presentation, or workshop that is peer-reviewed and receives at least statewide or multi-state recognition. 

____2. Participating in the organization or direction of a major regional, state, multi-state, or national conference. 

____3. Presenting at a multi-state, national, or international conference (e.g., paper presenter, panel moderator or discussant, workshop presenter, etc.). 

____4. Writing, submitting, and/or administering an external grant related to departmental, college, or university professional goals or outcomes. 

____5. Editing a professional journal. 

____6. Presenting and/or publishing results of conducted research projects related to Unit Outcomes, affiliated professional organization outcomes, or unit professional development themes. 

____7. Developing and maintaining a web page or serving as a newsgroup facilitator. 

____8. Conducting a research project related to Unit Outcomes, affiliated professional association outcomes, or unit professional development themes. 

____9. Serving as a textbook reviewer.

____10. Training, preparation, and induction into a new department, College, or University leadership role (e.g. Department Chair, NCATE Coordinator, Program Coordinator). 

____11. Other evidence of professional development at the 5.0 level (describe).  ________________________________________

Professional Development Strands (Check Two)





____ Assessment				____ Collaboration





____ Diversity					____ Technology
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