




















































Appendix J 

Notification of Evaluation 

Contract, Temporary Contract, Categorical,  and Regular Faculty 

 

To:______________________________________ Date:_______________________________  

 

From:___________________________________  

                      Division Administrator  

 

Pursuant to the collective bargaining agreement between the District and CCFT, faculty are 

evaluated according to the following schedule, except as provided in -17.4.11 and 17.6: 

contract probationary faculty are evaluated once during each of their first three semesters, once 

in their third year, and in the fall semester of their fourth year, prior to the granting of regular 

status. Regular tenured faculty are evaluated once every three years.  

_____Contract (probationary, tenure track) faculty:  semesters 1, 2, 4, 6, and 7 

_____Temporary contract faculty, one semester contract:  semester 1 

_____Temporary contract faculty, two semester contract: semester 2  

_____Categorically funded (non-tenure track) faculty: semester 1 and 3, then every three 

years 

_____Regular (tenured) faculty:  every three years 

 

This semester is an evaluation period for you. You are due for an evaluation this semester. 

 

Evaluation TeamYour evaluation team will consist of:   

_____Contract probationary (tenure track) faculty:  your administrator, plus one peer 

selected by you. In semesters 1, 2, and 7, an additional peer will be selected by the 

administrator from your list below. 

_____Temporary contract faculty:  One peer selected by the administrator from your list 

below. You may choose a second observer. If you are a new employee, you will be observed 

by your administrator. If you have been evaluated previously, your administrator may 

choose to do an observation. 

_____Categorically funded (non-tenure track) faculty:  One peer selected by the 

administrator from your list below. You may choose a second observer. In semester 1, you 

will be observed by your administrator. In subsequent observations, your administrator 

may choose to do an observation. 

_____Regular (tenured) faculty:  one peer selected by you. You or your administrator may 

request an additional peer, selected by the administrator from your list below. The 

administrator may choose to do an observation. 

 

You will be evaluated by a team consisting of no less than two (2) academic staff, including the 

appropriate administrator or his/her administrative designee, who shall chair the team. You shall 

select the other team member. Whenever possible, the team shall consist of at least one person 

within the discipline or field of the evaluatee. If the evaluatee teaches a distance education class, 



whenever possible, one of the team members shall have experience teaching distance education 

courses. At the option of you or the appropriate administrator, a third team member may be 

selected by the appropriate administrator from a list of three (3) or more faculty members 

submitted by you. For contract and probationary faculty, a team of three (3) is required during 

the first three evaluations. Regular, tenured faculty may request the “sixth year option” involving 

only a single peer evaluation, a self-evaluation, and the final evaluation if they meet the criteria 

of Article 17.7.10.  

 

Please provide the following information and return this form to me no later than___________ , 

so that the evaluation may proceed in a timely manner.  If you have any questions concerning the 

evaluation process, please refer to Article 17-Evaluation, of the CCFT collective bargaining 

agreement.  

 

Regular and contract faculty:  Please indicate your faculty selection for the evaluation team: 

 

Team Faculty Member  

___________________________________________________  

                                       Name 

 

All faculty:  If you have the option of selecting an additional team faculty member, please 

indicate your choice: 

______________________________________  OR _____No optional team member requested. 

                                       Name 

 

Optional Team Member: Is a third team member requested? Yes No  

All faculty:  Please list three additional faculty members from which a third your administrator 

could select a team member could be selected: 

 

_______________________________________________________ 

 

_______________________________________________________ 

 

_______________________________________________________ 

 

 

Acknowledgement  

I acknowledge that I have received a Notification of Evaluation, and I understand that I will be 

evaluated during the semester.  

 

Date:___________________                  Signed:_______________________________________ 

 



Appendix K 

Notification of Evaluation 

Adjunct Faculty 

 

To:______________________________________ Date:_______________________________  

 

From:___________________________________  

                      Division Administrator  

 

Pursuant to the collective bargaining agreement between the District and CCFT, adjunct faculty 

are evaluated during the first, and third, and seventh semesters worked, and then every three 

years six semesters except as provided in 17.6.-917.4.11 and 17.6. This semester is an 

evaluation period for you. You are due for an evaluation this semester. 

 

If you have any questions concerning the evaluation process, please refer to Article 17 - 

Evaluation, of the CCFT collective bargaining agreement.  

 

Please acknowledge that you have received this Notice of Evaluation by signing where indicated 

below and returning a copy of this form to me by__________________.  

 

By the end of the fifth week, your Dean will provide you with the name of the evaluator. You 

then have the option to return the form to the Dean with a request for a second evaluator (See 

Article 17.817.4).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Acknowledgement  

I acknowledge that I have received a Notification of Evaluation, and I understand that I will be 

evaluated during the semester.  

 

Date:___________________                  Signed:_______________________________________ 
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Draft Appendix L: Administrator’s Final Evaluation of Faculty 

 

Name___________________________ Dept./Division__________ Year/Semester_____ 
 

This form responds to the faculty member’s self-evaluation and includes information gathered by the 

administrator, including peer observations, student evaluations, and any documented recommendations, 

commendations, and complaints since the previous evaluation. 

 

1. Professional Growth and Development (Section 17.3.1) 
a. Comments on the faculty member’s previously set job-related goals as specified in previous 

evaluations, if applicable, and evidence of working toward them. 

 

(fillable text box) 

 

b. Comments on the faculty member’s professional activities that enhance his or her teaching: 

 

(fillable text box) 

 

c. Priority goals for the next evaluation period: 

 

(fillable text box) 

 

 

2. Performance with Students (Section 17.3.2) 

Notes, recommendations, and commendations on the faculty member’s performance with students: 

 

(fillable text box) 

 

 

3. Performance of Professional Responsibilities (Section 17.3.3) 

a. Does the instructor complete and submit required paperwork, such as grade and census reports, flex 

forms, and SLO class assessments, in a timely manner? 

____Satisfactory              ____Needs improvement 

 

b. For contract, temporary contract, and regular faculty:  Does the faculty member participate in 

department and division activities, college governance, student support activities, and/or other 

campus activities? 

____Satisfactory              ____Needs improvement 

 

Notes, recommendations, and commendations on the faculty member’s performance of professional 

responsibilities:  

 

(fillable text box) 
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4. Professional Conduct (Section 17.3.4) 

Does the faculty member meet the contract criteria on professional conduct? 

____Satisfactory              ____Needs improvement 

 
Notes, recommendations, and commendations on the faculty member’s professional conduct:  

 

(fillable text box) 

 

 

 

Overall evaluation rating:   

____Exceeds contract requirements   

____Meets contract requirements   

____Needs some improvement   

____Requires significant improvement.   

 

Recommendations: 

_____Division re-evaluation  

_____Administrative re-evaluation 

_____Remediation plan (attach copy of plan) 

_____Reduced assignment (adjuncts only) 

_____Loss of reemployment preference (adjuncts only, see Section 16.8.5)) 

_____Non-reemployment  

 

Tenure and reemployment preference recommendations    

_____Not applicable 

_____Recommended for tenure (for tenure track contract faculty in the 7th semester) 

_____Recommended for reemployment preference (for adjuncts in the 7th semester) 

 

Administrator’s Signature __________________________________________Date ________ 

 

Team Member Signatures:  _________________________________________Date ________ 

 

                                             _________________________________________Date ________ 

 

Evaluatee’s Signature   ____________________________________________ Date ________ 

Signature by the person being evaluated only acknowledges that she/he has reviewed this document. It 

does not mean or imply agreement with its contents. Tenure and tenure-track faculty may submit a 

written response within 6 working days. Adjunct faculty may submit a written response within 20 

working days. 
 

______ Evaluatee’s Written Response Attached 
 

______ For Department Chairs/Academic Specialist Directors:  Evaluation on DC/ASD criteria 

(Section 17.3.5) is attached   
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Administrator’s Final Evaluation of Department Chair/Academic Specialist Director, based on 

the following criteria from Section 17.3.5: 

 

a) Performs assigned duties and responsibilities as described in the Job Description (Appendix AA) and 

as agreed upon with the appropriate administrator;  

b) Performs appropriate recordkeeping, correspondence, coordination and reporting;  

c) Demonstrates fairness, collaboration, and responsiveness to program faculty and program needs; and  

d) Complies with college policies and procedures, including program specific requirements.  

 

Does the Department Chair/Academic Specialist Director meet the contract criteria? 

____Satisfactory              ____Needs improvement 

 
Notes, recommendations, and commendations on the faculty member’s performance as Department 

Chair/Academic Specialist Director:  

 

(fillable text box) 
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Draft Appendix L.1:  Faculty Self-Evaluation 
 

Name:_____________________________________ Dept./Division__________ Semester/Year:______ 

 

1. Professional Growth & Development  

If this is your first evaluation, start with question 1d 

a. Briefly state your job-related goals from your previous self-evaluation and provide a progress 

report on meeting them. If your goals have changed since your previous evaluation, describe them: 

 

(fillable text box) 

 

 

b. What were your supervisor’s recommendations for goals from your previous evaluation, if any? 

Describe any steps you have taken in response. 

 

 

(fillable text box) 

 

 

c. Describe your participation since your last evaluation in professional activities that have enhanced 

your teaching. This may include:  attendance at workshops, seminars, and professional meetings; 

course work you have completed; publications, conference presentations, and artistic 

exhibits/performances; reading and research in your field; community involvement specific to your 

academic area; or other appropriate activities.  

 

(fillable text box) 

 

 

d. What has been challenging for you in your teaching or other work? 

 

(fillable text box) 

 

 

e. What has been rewarding for you in your teaching or other work? 

 

(fillable text box) 

 

 

 

2. Performance with Students  
How do you assess your own work with students in an ongoing way? What have you learned that will 

help you in your work with students? This may include: SLO assessment results and discussions; 

student performance and feedback; peer discussion and feedback, use of campus resources, or any 

other self-assessment methods you have found useful. 

 

 

(fillable text box) 
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How do you view the following aspects of your work with students? Note that you may feel 

you do a good job on a criteria, but still wish to improve in that area: 

Contract Criteria (Article 17.3.2) I 
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a.  Clear and engaging communication with students    

b.  Effective classroom or worksite organization and management    

c.  Use of methods, materials, and technology that are challenging for students, 

responsive to their needs, and appropriate to the subject matter or work task  

   

d.  Provision of course materials that are clear, appropriate, and consistent with 

approved course curricula, including syllabi, grading criteria, classroom 

policies, student learning outcomes (SLOs); and relevant texts or other written 

materials and/or provision of clear and appropriate materials for students that 

are consistent with your job duties 

   

e.  Use of appropriate methods to assess student progress     

f.  Patience, fairness, and promptness in the evaluation and discussion of student 

work 

   

g.  Respect for and responsiveness to the needs of a diverse student population    

h.  Openness to the right of students to voice opinions and concerns appropriate to 

the class/worksite, and respect for students’ rights as outlined in the Student 

Rights and Responsibilities Handbook 

   

i.  Maintenance of confidentiality     

j.  Maintenance of regular office hours at appropriate times    

k.  Meeting of course/work site objectives     

l.  Coordination with other faculty regarding curriculum sequencing and/or 

provision of student services when needed 

   

m.  Currency and depth of knowledge of information relevant to my assignment    

n.  Currency and depth of knowledge of pedagogy relevant to my assignment    

If you provide online instruction, whether hybrid, fully online, synchronous or asynchronous, 

how do you view your performance on the following: 

o.  Initiation of regular interaction with students to determine if they are accessing 

and comprehending course materials 

   

p.  Availability for at least the same number of instructor contact hours per week 

that would be available for face-to-face students 

   

q.  Provision to the students of clear guidelines for instructor-initiated contact and 

instructor feedback 

   

r.  Use of appropriate and varied resources to initiate and maintain contact with 

students, such as: discussion boards, email, announcements in the learning 

management system, timely feedback for student work, instructor-prepared 

online lectures, and instructor-prepared introductions to publisher-created 

materials 
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Which of the above criteria, if any, (up to 3) do you feel you excel at, and why? 

 

(fillable text box) 

 

 

 

 

 

 

Which (up to 3) would you like to improve on to be more successful with students, and why? 

 

(fillable text box) 

 

 

 

 

 

 

 

3. Performance of Professional Responsibilities 
a. Do you complete and submit required paperwork, such as grade and census reports, flex forms, 

and SLO class assessments, in a timely manner? 

____Yes 

____Needs improvement 

 

Questions 3b and 3c are required for contract, temporary contract, and regular faculty and 

optional for adjunct faculty:   

b. How have you participated in department/program and division activities? This may include:  

participation in department and division meetings; work on curriculum development; participation 

in search committees and evaluations within your program; participation in program assessment 

and planning, including departmental discussions of SLO assessment results and implementation of 

agreed upon changes; or other appropriate activities. 

 

(fillable text box) 

 

 

 

c. How have you participated in college governance and campus activities?  This may include:  

service on college-wide committees, participation on search and selection committees and 

evaluation teams outside of your program, mentoring other faculty, mentoring students, advising 

student clubs, attending graduation, or other appropriate activities.   

First year contract faculty: describe what you have done to learn about college governance and 

campus activities. 

 

(fillable text box) 

 

 

 

 

  



 O:\Administrative Services\VP Adm Svs and HR Shared Files\C C F T\CCFT Negs 2015-16\Negotiations\Draft 5-15-16 L.1 self eval.docx Page 4 of 4 

 

4. Professional Goals 
a. What are your job related goals between now and the next evaluation?  Include all aspects of your 

assignment. 

 

(fillable text box) 

 

 

 

b. What steps will you take to reach these goals? 

 

(fillable text box) 
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Draft Appendix M:  Student Evaluation of Instructor 
 

Instructor_______________________ Course____________________________ Date_______  

Please use this form to help improve your instructor’s effectiveness as a teacher. The instructor will 

not see the evaluation until after grades are completed. Do not sign your name. Your fair and 

honest opinion is what really counts. 

 

Select what you feel is the appropriate rating for this instructor. Add comments and examples for 

your ratings in the space below. 
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a.  Shows depth of knowledge of course subject      

b.  Communicates clearly and in ways that engage students       

c.  Maintains effective classroom organization and management; 

stays on the topic of the class 

     

d.  Begins/ends class on time; has good attendance      

e.  Uses teaching methods, technology, and materials that are 

challenging and suitable to the subject matter 

     

f.  Provides an appropriate course description/syllabus      

g.  Provides clear and appropriate course requirements, grading 

criteria and classroom policies  

     

h.  Selects texts, assignments, and other written materials relevant to 

the subject 

     

i.  Shows patience, fairness, and promptness in evaluating and 

discussing student work and progress 

     

j.  Respects and responds to the needs of a diverse student population       

k.  Encourages students to voice opinions and concerns appropriate to 

the class, and respects students’ rights as outlined in the Student 

Rights and Responsibilities Handbook 

     

l.  Is accessible to students through office hours, emails, or other 

appropriate channels 

     

m.  Your overall assessment of this instructor      

Comments and examples for your above ratings (use additional sheets, if necessary): 

 

 

 

 

 

(please answer the questions on the back of this form) 
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How many hours do you spend on this course in a typical week, including class and homework? 

 

 

Describe the strengths of the instructor. Please be specific and give examples: 

 

 

 

 

 

 

 

 

 

 

What could the instructor do to improve his/her effectiveness as a teacher?  

 

 

 

 

 

 

 

 

 

 

Would you recommend this instructor to other students? Why or why not?  

 

 

 

 

 

 

Additional comments: 

 

 

 

 

 

 

 

 

 

 

Thank you! 
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Draft Appendix N:  Peer Observation and Evaluation of Faculty  

 

Evaluatee Name:_________________________________________ Dept./Division_____________ 

 

Observer Name:__________________________________________ Dept./Division_____________ 

 

Semester/Year:________ Date________ Class/Work Site Observed__________________________ 

 

Before observing, read the official course outline; class description/syllabus; sample assignments, 

exams, and handouts; and any other documents submitted by the evaluatee. 

Give a brief description of the activities you observed: 

 

(fillable text box) 

 

 

Based on your observation and the relevant documents, including student evaluations, rate the 

faculty member on the following contract criteria related to performance with students, as listed in 

Contract Article 17.3.2: 

Contract Criteria S
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a.  Uses clear and engaging communication with students     

b.  Uses effective class/worksite organization and management     

c.  Uses methods, materials, and technology that are challenging for 

students, responsive to their needs, and appropriate to the subject 

matter or work task 

    

d.  Provides course materials that are clear, appropriate, and consistent 

with approved course curricula, including syllabi, grading criteria, 

classroom policies, student learning outcomes (SLOs); and relevant 

texts or other written materials and/or provides clear and appropriate 

materials for students that are consistent with the job duties 

    

e.  Uses appropriate methods to assess student progress     

f.  Shows patience, fairness, and promptness in the evaluation and 

discussion of student work 

    

g.  Shows respect for and responsiveness to the needs of a diverse student 

population  

    

h.  Shows openness to the right of students to voice opinions and 

concerns appropriate to the class/worksite, and respect for students’ 

rights as outlined in the Student Rights and Responsibilities 

Handbook 
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Contract Criteria  S
a

ti
sf

a
ct

o
ry

 

N
ee

d
s 

S
o
m

e 

Im
p

ro
v

em
en

t 

N
ee

d
s 

S
ig

n
if

ic
a

n
t 

Im
p

ro
v

em
en

t 

N
A

 o
r 

n
o

 e
v

id
en

ce
 

i.  Maintains confidentiality     

j.  Maintains regular office hours at appropriate times     

k.  Meets course/work site objectives     

l.  Coordinates with other faculty regarding curriculum sequencing 

and/or provision of student services when needed 

    

m.  Shows currency and depth of knowledge of information relevant to 

the observed class or job assignment 

    

n.  Shows currency and depth of knowledge in pedagogy relevant to the 

observed class or job assignment 

    

 

If the class you are observing involves online instruction, whether hybrid, fully online, 

synchronous or asynchronous, rate the faculty member on the following additional criteria: 

o.  Initiates regular interaction with students to determine if they are 

accessing and comprehending course materials 

    

p.  Is available for at least the same number of instructor contact hours 

per week that would be available for face-to-face students 

    

q.  Provides students with clear guidelines for instructor-initiated contact 

and instructor feedback 

    

r.  Uses appropriate and varied resources to initiate and maintain contact 

with students, such as discussion boards, email, announcements in the 

learning management system, timely feedback for student work, 

instructor-prepared online lectures, and instructor-prepared 

introductions to publisher-created materials 

    

 

In your opinion, on which of the above criteria does the faculty member excel?  Give examples: 

 

(fillable text box) 
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In your opinion, on which of the above criteria, if any, does the faculty member most need 

improvement?  Give examples and any ideas and recommendations you may have: 

 

 

(fillable text box) 

 

 

 

 

 

 

 

 

 

 

 

Meet with the evaluatee within 10 business days to discuss the results of your observation before 

submitting it to the appropriate administrator. 

 

Meeting date ________________ 

 

________________________________________________ 

Peer Observer/Evaluator Signature 
 

 

       ________ 

Evaluatee signature 

Note that signing this form only acknowledges meeting with the observer and discussing the results. It does 

not signify agreement with its contents. 
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