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	Faculty Annual Evaluation

	
	Academic Year

	
	
	20
	Year 	-
	20
	Year	

	
	

	Directions: The instructor should complete this form and submit it electronically to their supervisor prior to the evaluation meeting.

	Faculty Member
	Faculty Member First and Last Name
	Job Title
	Job Title                
	Program/Division
	Program and/or Division
	Supervisor
	Supervisor Name                  


Section 1: Instructional Data

Directions: Please provide the information below: 
· Enrollment means the number of students the day after the end of drop/add.
· Withdrawal rate is based on the number of students who withdraw after the drop/add period.
· Pass rate includes the following grades: “A,” “B,” and “C.”  
· For the “Code” column, please see the appropriate codes below:
	H = Hybrid
	I = Independent Study
	M = Mini-Term
	O = Overload
	S = Stacked
	V = Online/Virtual



SUMMER YYYY
	Course
	Enrollment
	Withdrawal Rate
	No Shows
	Pass Rate
	Student Evaluation Completion
	Student Evaluation Score
	Code

	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	
	
	Directions: Please calculate your average withdrawal rate and average pass rate. You will do this by adding the values together and dividing by the number of courses that you taught. Please enter your averages in the fields to the right.
	Average WD Rate
	AV WD Rate
	Total Enrollment
	Total Enrollment	
	Average Pass Rate
	AV Pass Rate






FALL YYYY
	Course
	Enrollment
	Withdrawal Rate
	No Shows
	Pass Rate
	Student Evaluation Completion
	Student Evaluation Score
	Code

	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	
	
	Directions: Please calculate your average withdrawal rate and average pass rate. You will do this by adding the values together and dividing by the number of courses that you taught. Please enter your averages in the fields to the right.
	Average WD Rate
	AV WD Rate
	Total Enrollment
	Total Enrollment	
	Average Pass Rate
	AV Pass Rate


SPRING YYYY
	Course
	Enrollment
	Withdrawal Rate
	No Shows
	Pass Rate
	Student Evaluation Completion
	Student Evaluation Score
	Code

	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	Course	Enrollment	Withdrawal Rate	No Shows	 Pass Rate	Evaluation Completion	Evaluation Score	Choose an item.
	
	
	Directions: Please calculate your average withdrawal rate and average pass rate. You will do this by adding the values together and dividing by the number of courses that you taught. Please enter your averages in the fields to the right.
	Average WD Rate
	AV WD Rate
	Total Enrollment
	Total Enrollment	
	Average Pass Rate
	AV Pass Rate







Section 2: Instructional Performance

Directions: Using the box below, please information detailing your instructional performance over the past academic year. Items to consider: Courses taught, delivery methods (hybrid or online), technologies used, major revisions of courses, extemporary assignments, teaching methods or strategies, significant initiatives that you have implemented over the last academic year, etc. Also, please evaluate your overall instructional performance using the following scores: 1 = Needs Improvement, 2 = Satisfactory, or 3 = Excels.

	Instructor Information

	Instructors should click here to enter the information for this section.  The field will expand to allow for more text.
	Self
Evaluation
	1 = Needs Improvement, 2 = Satisfactory, 3 = Excels
	Type Score Below
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	Choose an item.
	Supervisor Evaluation
	1 = Needs Improvement, 2 = Satisfactory, 3 = Excels
	Type Score Below

	
	
	Choose an item.
	Supervisor Comments

	 Supervisors should click here to enter the information for this section.  The field will expand to allow for more text.


Section 3: Professional Development, College Service, and Achievements
(Optional)

Directions: Using the box below, please list any professional development activities, service to the college, or
achievements which you think are pertinent to your annual performance evaluation.

	Instructor Information

	Instructors should click here to enter the information for this section.  The field will expand to allow for more text.
	Supervisor Comments

	 Supervisors should click here to enter the information for this section.  The field will expand to allow for more text.


Section 4: Performance Evaluation
Directions: Using the table below, please evaluate your overall performance as an instructor using the following scores: 1 = Yes or 0 = No.

	Criteria
	Self-Evaluation
	Supervisor Evaluation

	1. Meets classes regularly and on time
	Choose Score	Choose Score
	2. Maintains and provides updated course syllabi (attach syllabi)
	Choose Score	Choose Score
	3. Maintains records properly
	Choose Score	Choose Score
	4. Maintains posted office hours
	Choose Score	Choose Score
	Directions: Using the table below, please evaluate your overall performance as an instructor using the following scores: 1 = Needs Improvement, 2 = Satisfactory, or 3 = Excels.  

	Criteria
	Self-Evaluation
	Supervisor Evaluation

	5. Uses a variety of teaching methods to address individual student needs
	Choose Score	Choose Score
	6. Accessible to students
	Choose Score	Choose Score
	7. Adheres to state, college, and departmental curriculum and program guidelines
	Choose Score	Choose Score
	8. Provides appropriate assessment methods (attach at least one major assignment or exam)
	Choose Score	Choose Score
	9. Provides timely assessment feedback
	Choose Score	Choose Score
	10. Uses teaching technologies effectively
	Choose Score	Choose Score
	11. Conducts oneself in a professional manner (effective interpersonal skills, positive attitude, appropriate dress, etc.)
	Choose Score	Choose Score
	12. Punctuality in completing/submitting reports and assignments
	Choose Score	Choose Score


Section 5: Classroom Observation
	Directions: (Supervisor Only) Using the spaces below, indicate the days, times, classes, and observation scores for each classroom observation.

	

	Date/Time:
	Click or tap to enter a date.	Class:
	Click or tap here to enter text.	Score:
	Score



Section 6: Additional Comments
(i.e. comments, recommendations, or suggestions for improvement)

	Instructor Information

	Instructors should click here to enter the information for this section.  The field will expand to allow for more text.
	Supervisor Comments

	 Supervisors should click here to enter the information for this section.  The field will expand to allow for more text.


Section 7: Faculty Job Description

ESSENTIAL FUNCTIONS
· Deliver each class to ensure an effective learning experience.
· Submit to the Division Chair/Academic Director a course plan for each course taught.
· Maintain a high level of competence and expertise in the teaching field or subject area
· Incorporate current teaching techniques, subject area developments, and current technology (if applicable) into the learning experience.
· Provide classroom instruction in accordance with approved course outlines.
· Inform students concerning course requirements, evaluation procedures, attendance requirements, and academic progress.
· Provide for effective evaluation of the learning experience of each student.
· Maintain necessary attendance, scholastic, and personnel records and submit them according to announced deadlines.
· Prepare and grade assignments, projects, and examinations as required in a timely manner.
· Demonstrate effective people skills, communication skills, and work ethics (i.e., preparation and punctuality).
· Demonstrate an understanding of and commitment to the mission and goals of the community college.
· Perform additional essential job functions that are unique to the instructor position and/or teaching field.
· Comply with all policies of the State Board of Education, the Alabama Community College System, and the College.

The intent of this job description is to provide a representative summary of the essential functions that will be required of positions given this title and should not be construed as a declaration of specific duties and responsibilities of any particular position. Employees will be assigned specific job-related duties through their hiring departments. Specific job-related duties assigned by hiring departments shall be consistent with the representative essential functions listed above and shall not be construed as expanding a particular position's role, scope, FLSA status, or grade.

REQUIRED EDUCATION, EXPERIENCE, STANDARDS AND TRAINING
· Appropriate credentials for the teaching field as per SACS Criteria 3.7 Faculty and the Faculty Credentials “Guidelines” and Board Policy 605.02.


	I have reviewed this employee’s personnel file and have included any relevant information in this performance evaluation.

	
	
	Click or tap to enter a date.
	Supervisor’s Signature
	
	Date

	This report has been discussed with me and I understand that a copy is available to me. My signature does not mean that I concur with or object to the contents of this document. It means only that I have had the opportunity to read the evaluation document.

	
	
	Click or tap to enter a date.
	Instructor’s Signature
	
	Date
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