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FULL-TIME TEACHING FACULTY

The Southern Association of Colleges (SACS) expects continuous improvement is an integral part of
faculty evaluation and that an institution uses the results of faculty evaluation to improve student
learning and teaching quality.

The purpose of faculty evaluation at PVCC is to improve teaching quality and thus, student learning.
Consistent with this purpose, the full-time faculty evaluation process is intended to provide useful

information about a faculty member 6s performance

personnel decisions (summative). To this end, a new faculty evaluation system was implemented in
2002-2003 to be one that is more formative, self-monitoring, and self-correcting. The process
includes each full-time faculty member writing an individual development plan, student rating of
instruction, self-assessment, optional peer observation, and an evaluation conference with their
respective dean. Systemic data collection, data analysis, and self-reflection provide faculty an
opportunity to maintain current achievements, change performance, and monitor progress.

QUALITY OF INSTRUCTION AND FACULTY EVALUATION OVERVIEW

INDIVIDUAL DEVELOPMENT PLAN

Each full-time faculty member will write an IDP (set explicit measurable outcomes and a strategy to
reach these outcomes) and submit this plan to his/her supervisor each academic year. This plan

(form

becomes one of the criter-asaessmént.t he faculty member 6s

RATING OF INSTRUCTION

Any system should take a positive approach to soliciting student input, and focus on student learning
rather than emphasize the instructor's teaching techniques or personality. Teaching effectiveness
should be determined by student progress, not by an inflexible model of what effective teaching is
supposed to be.

SELF-ASSESSMENT

This component includes the faculty member reflecting on their teaching objectives, approaches, and
practices; analyzing their student rating of instruction data; and judging their accomplishments for the
academic year based on their outcomes and strategies in their IDP. This reflection process is based
on the belief that being an effective teacher is a self-motivating and continuous process.

PEER OBSERVATION

This is a formative application only; however, it may be used in the evaluation summary if the faculty
member elects to use it in this way. Faculty may receive assistance with arranging for formative
evaluation in the Center for Excellence in Instruction.

FEEDBACK

Once the supervisor has all of the above materials, he/she will analyze these data for strengths and
weaknesses, write an evaluation summary, and meet with each faculty member individually. While the
evaluation summary contains a rating per VCCS policy, it also contains appropriate diagnostic
observations and expected corrective actions, if necessary. Any formative actions to improve teaching

gual ity wild.@l become part of the faculty member 6s
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This refocused faculty evaluation process and new practices will provide systematic mechanisms and
provide an effective use of feedback to facilitate teaching quality.

PURPOSES OF FACULTY EVALUATION

For faculty evaluation policy posted in the VCCS Policy Manual, click here and search for Faculty
Evaluation or scroll to section 3.6, pages 31-33

The primary purpose of faculty evaluations is to improve professional performance.

Consistent with this purpose, evaluations are intended:
(1) To provide useful information to faculty members about their performance.
(2) To assist in making personnel decisions so that performance is appropriately rewarded.

To accomplish these aims:

(1) Faculty members should receive clear, comprehensive, regular and timely information that is
both evaluative and constructive.

(2) Faculty members should participate in the evaluation process by describing the nature and
significance of their work.

(3) Faculty members have the right to examine all documentation utilized in the evaluation
process.

(4) The C&l Committee must review the evaluation plan at least every three years.

(5) A majority of full-time faculty members must approval all revisions to the evaluation plan.

RELATIONSHIP BETWEEN CRITERIA AND RANK

The rank one currently holds should be a factor considered by all evaluators (except students) when
reviewing faculty.

For Multi-Year Appointment: faculty should be performing at least at the minimum level of their
current task.

For Promotion: faculty should be performing at least at the minimum level of the rank being sought.
CRITERIA USED TO EVALUATE FACULTY
Four elements

(1) Teaching and curriculum development

(2) Professional development

(3) Service to the college community

(4) Adherence to the policies, procedures, and regulations of the college and the VCCS, are
specified in VCCS faculty personnel policy. The definitions and descriptions express PVCC

policy.

Faculty members should provide sufficient information to the evaluators, so that the value of the
above activities can be assessed.

Teaching

Teaching comprises the sum total of all activities designed to engage students in acquisition of
information, knowledge and skills. These activities consist of the planning of experiences, the


http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf

selection of equipment and materials, the actual delivery of the content, the evaluation of the
knowledge received, and the resulting revisions in the methods of instruction.

Some fields may have special considerations in the evaluation of knowledge received because of
testing requirements.

Curriculum Development

Curriculum development consists of making changes to modernize the subject matter or to revise the
content of a course, making changes in the materials or methodologies used to teach or evaluate
learning in a course, developing a new course, and developing a new program or degree.

Professional Development

Professional development is the improvement of one's teaching and scholarship.

The activities to be considered in evaluating faculty members' professional development include, but
are not limited to:

Membership and participation in professional organizations

Participation in professional conferences, workshops and meetings
Writings, speeches, research and consulting in professional field
Participation in business or industrial activities related to professional field
Efforts to stay apprised of current developments in professional field
Course work and/or work towards advanced degree

Other activities related to professional development

=4 =4 =8 -8 -a-9-1

Consideration will be given to the possibility of overlap between those activities that relate to
professional and those relating to curriculum development. A teacher may develop professionally as
current developments or research in his or her field is incorporated into a course.

Faculty members need not participate in all activities listed. Significant efforts in one or two areas may
be the equivalent of some activity in all areas. The important consideration is the effect of their efforts
on improving teaching and scholarship.

Service to the College Community

The college community refers to the concept that the college has many communities: its internal one;
its service areas; and statewide, national and international communities.

Service to the college community means the scope of activities that one may engage in that will be
recognized as part of one's valued contribution to the college's community. The value to the college
will be determined by the faculty member, the immediate supervisor and others in the evaluation
process.

Faculty may choose to participate more in one area (internal, service area, statewide, national or
international) than in another, and must be free to do so without prejudice. Some faculty may prefer
PVCC committee work. Others may choose to be active in professional organizations outside the
college. Still others may hold office at the national level. Regardless, the primary focus should be on
activities, which relate to professional service as opposed to activities, which are primarily for
personal benefit.

The faculty member is expected to establish and maintain positive and effective professional
relationships with colleagues, supervisors, students and the community.



Adherence to Policies, Procedures, and Reqgulations of the College and the VCCS

All faculty members are required to adhere to the policies, procedures, and regulations of the college
and the VCCS.

ATTRIBUTES OF RANK

For information from the VCCS Policy Manual, click here and scroll to Section 3.0, page 1.

THE PROFESSOR

The professor is the standard of highest achievement in teaching, professional development and
service to the college community against which other faculty may assess their present stage
development. The professor is recognized as a distinguished, dedicated teacher who has and will
continue consistently and successfully to develop his or her professional talents. The professor is an
energetic leader within the college community, committed to the pursuit of collective excellence.

THE ASSOCIATE PROFESSOR

The associate professor has increased in stature with experience, achieving at a very high level in
teaching professional development and service to the college community. The associate professor
has a sustained record of highly accomplished teaching and has demonstrated a serious and
continuing commitment to professional development. The associate professor is an integral part of
the college community, often assuming leadership roles.

THE ASSISTANT PROFESSOR

The assistant professor has consistently demonstrated a high level of achievement in teaching,
professional development and service to the college community. The assistant professor's
professional potential has been so clearly established as to merit being selected from among
instructor peers for advancement. The assistant professor is a consistently effective teacher who has
shown clear signs of professional maturity and evidence of development. The assistant professor
participates actively in the college community and makes useful contributions.

THE INSTRUCTOR

The instructor is a consistently effective teacher who has shown evidence of professional
development, as well as promise of further development. The instructor participates willingly and
contributes to college community activities.

PROCEDURES FOR EVALUATION

ANNUAL EVALUATION

Individual Development Plan (IDP)

The faculty member will develop an annual IDP per PVCC guidelines.

Click here for Individual Development Plan Guidelines

Immediate supervisor (and secondary supervisor, if applicable) reviews IDP, and the faculty and
supervisor(s) agree to the plan, which must be mutually beneficial to the individual faculty member
and institution.


http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf

Since the primary function of faculty at PVCC is teaching and curriculum development, these areas
should be weighted most heavily. The distribution on the Individual Development Plan (IDP) will be:

Min. to Max.
Teaching and Curriculum Development 60% to 80%
Professional Development 10% to 30%
College Service 10% to 30%

These percentages must total 100%. Unique circumstances will be handled on a case-by-case basis.
Multiple measures, where appropriate, may be used in each category to give a fuller picture of a
faculty member 6s per f orsoraswil be.agreed upen withithe supesvisar. f

Students

Student reaction to instruction (Click on PYCC Developed Tool for pertinent information.) (and any
other evaluation the instructor wishes) will be sent to the supervisor as follows:

Adjunct Faculty

For adjunct faculty student reaction to instruction will be collected every semester for their
first six fall/spring semesters teaching at PVCC. If the adjunct faculty member has a

summative eval wvaetriyogoeogwalort defkcell ento for
they will be evaluated once a year thereafter, unless circumstances warrant more frequent
evaluation.

Full-time Faculty

For new full-time faculty, student reaction to instruction will be collected every semester
during the first three years at PVCC. After this period of time, student reactions will be
collected once a year. The individual faculty member will select the semester in which the
student reactions are done.

Faculty on Partial Contracts

For faculty members on partial contracts, student reactions to instruction will be collected at
the discretion of their supervisor.

Peer Observation

A formative process; may be used in the summative evaluation if faculty member elects to use it in
that way.

Secondary Supervisor for Faculty with Split Appointments

Information should be provided to the immediate supervisor, for inclusion in the final evaluation.
(Click here for Secondary Supervisor_and Eval Statement information.)

Immediate Supervisor

Annual performance evaluations should include the following:

1 Information from student rating of instruction and other supervisors where appropriate.
1 Supervisory interview (a meeting to discuss job performance prior to written evaluation).

me a
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1  Written evaluation from the supervisor. (Click here for Supervisory Evaluation of Teaching
Faculty information.)

Approved by full-time faculty on May 7, 2002

Approved by Frank Friedman on August 7, 2002

Revision Approved by full-time faculty, August 2003

Revision approved by Curriculum & Instruction Committee, December 3, 2003
Revision approved by PVCC Senate, November 14, 2003

Revision approved by Frank Friedman, January 20, 2004

FALL 20091 SPRING 2010 DATES

Mon. 8/24/09 Fall Semester 2009 begins.

Mon. 9/14/09 Faculty turn in their completed 08-09 IDP (assessment of all goals/self
assessment) to their supervisor.

Fri. 10/16/09 Division dean completes the 08-09 evaluations and reviews the evaluation
with the faculty member.

Fri. 10/30/09 Faculty turn in their 09-010 IDP to their supervisor.

(Weeks 1271 15) Students complete and return fall 2008 student rating of instruction online.
Fri. 12/18/09 Compiled data of fall 2008 student rating of instruction available to faculty.
(Weeks 127 15) Students complete and return spring 2009 student rating of instruction online.
Fri. 5/14/10 Compiled data of spring 2009 student rating of instruction available to faculty.

INDIVIDUAL DEVELOPMENT PLAN

The following section is the outline faculty members follow in developing their Individual Development
Plan.

Each full-time faculty member will write an IDP and submit this plan to his/her supervisor each
academic year. The IDP sets explicit measurable outcomes and a strategy (plan) to reach these
outcomes. This plan becomes one of -adsds®Emerd.r i t er i

a
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t
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Individual Development Plan Guidelines

Faculty Member:
Semester for Student Rating of Instruction: Fall2__ Spring 2

TEACHING AND CURRICULUM/COURSE DEVELOPMENT
(At least 60% and up to 80% of total for this component)

TEACHING: Comprises the sum total of all activities designed to engage students in acquisition of
information, knowledge and skills. These activities include the planning of learning experiences, the selection
of equipment and materials, the actual delivery of the content, the evaluation of the knowledge received, and
the resulting revisions in the methods of instruction.

Teaching: % of total of total

Goal # 1:

Plan to Meet Goal # 1: 0 .3

Goal # 2: ¢ (b\
.\
Plan to Meet Goal # 2: \K\

CURRICULUM DEVELOPMENT: Consists of mgking changes to modernize the subject matter or to
revise the content of a course, making c he materials or methodologies used to teach or

evaluate learning in a course, developing‘@&n®wcourse, and developing a new program or degree.

Curriculum Development: __ 9 o@&o
Goal # 1:

Plan to Meet Goal # 1:

Goal # 2:

Plan to Meet Goal # 2:

PROFESSIONAL DEVELOPMENT
(At least 10% and up to 30% of total for this component)
Professional Development: % of total

Goal # 1:

Plan to Meet Goal # 1:

Goal # 2:

Plan to Meet Goal # 2:


http://www.pvcc.edu/mstoll/Local%20Settings/Temporary%20Internet%20Files/OLK124/faculty%20eval%20handbook%20full%20time.doc

COLLEGE SERVICE
(At least 10% and up to 30% of total for this component)

Professional Development: __ % of total
Goal # 1:

Plan to Meet Goal # 1:

Goal # 2:

Plan to Meet Goal # 2:

Faculty Member Signature: 0
Date: . @\

Date: O‘{\\
o)
5
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STUDENT REACTION TO INSTRUCTION FORMS

The following section gives directions on administrating the PVCC developed student reaction to
instruction tool.

Any system should take a positive approach to soliciting student input, and focus on student learning
rather than emphasize the instructor's teaching techniques or personality. Teaching effectiveness

should be determined by student progress, not by an inflexible model of what effective teaching is
supposed to be.

PVCC DEVELOPED TOOL

Administration Instructions

PVCC uses a web-based format to deliver the current faculty-approved, course evaluation questions.
All full-time and part-time faculty use this format.

Step 1. The Bb administrator will extract sections of all courses.

Step 2: Just before students are given access to the course evaluations, faculty are encouraged to
post and announce the following (or similar) statement:

Your ratings will be most helpful to PVCC and me if you answer thoughtfully and honestly.

As student raters, you should also know that the results of your ratings will be used as part
of decisions related to promotion and salary increases. Fairness to both the individual and
the institution require accurate and honest answers.

Step 3: Students will be sent an email via their PYCC email address to alert them that their course
evaluations are available. Faculty are encouraged to also remind students of the need to
complete these.

Step 4: To ensure higher return rates faculty may scheduled and have students report to a computer
classroom during class time to complete the course evaluation. To insure objectivity,
uni formity, and i nc reahatsheir esaluatidnasrconidéntiat, afterftne d e n ¢
instructions are given, the instructor should leave the room while students complete the
rating of instruction forms.

Step 5: Students who have not completed assigned course evaluations will receive reminder emails
every 3 days.

Step 6: The day following the closure of grade posting, deans will make course evaluation data
available to faculty. Deans will also begin review of these evaluations.
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VERPRINTING WITHIN THESE LINES |

1. Self Evaluation: compared to my other courses my effort in this course was
A.very low B.below average C.average D.above average E, very high

i J 2. Self Evaluation: my attendance for this course was e
A.very low B.below average C.average D, above average E. very high )

3. Self Evaluation: before taking this class. my interest in this subject was -
A.very low B.below average C.average D. above average E. very high 25 8

4. Self Evaluation: after taking this class, my interest in this subject is
SRRy A.very low B.below average C.average D.above average E. very high

Hid SIHL N

{ 43\

5. Course Evaluation: the course objectives were clearly explained
A.very low  B.below average  C.average D. above average E. very high

S NOI

-

6. Course Evaluation: the expectations of the professor were clearly defined
lotelole A.very low B.below average C.average D.above average E. very high ‘ c

7. Course Evaluation: course discussions were consistent with course objectives
AEE) @ A.very low B.below average C.average: D.above average E. very high

8. Course Evaluation: the course assignments were consistent with the course objectives (|
A.very low B.bclow average C.average D, above average E. very high

9. Course Evaluation: the grading procedures were appropriate, fair. and impartal
AEEAEE A.very low B.bclow average C.average D.above average E. very high

10. Instruction Evaluation: the professor is interested in and enthusiastic about the course
A.very low B.below average C.average D.above average E. very high

11. Instruction Evaluation: class presentations are clear and coherent from day to day
A.very low B.below average C.average D.above average E. very high

12. Instruction Evaluation: the professor recognizes when some students fail to understand and is
actively helpful with problems

A.very low B, below average C.average D. above average E. very high

13. Instruction Evaluation: the professor encourages students to think for themselves

5) (D A.very low B. below average C.average D, above average E. very high

14. Overall, I would rate the quality of instruction in this class as
BREEEE A.very low B.below average C. average D. above average E. very high

Please use a #2 pencil to bubble in your answers to the above questions. Please
also write the instructor’s name and class section along the side of the form in
the box marked “Survey Name.” Example: Smith ENG 243-02.

Please see additional questions on the other side.

10
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}  KEEP OVERPRINTING WITHIN THESE LINES |

PLEASE WRITE OUT YOUR ANSWERS TO THESE QUESTIONS

1. What are some things that your professor has done especially well?

Ii. Do you have any suggestions for the improvement of this course?

111. What would you tell another student who asked you about this
course and instructor?

IV. Additional comments?
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SELF-ASSESSMENT GUIDELINES

The following section is the outline faculty members follow in developing their self-assessment. The
format is identical to the IDP except an additional section is added i self-assessment of each
goal/plan.

This component includes the faculty member reflecting on their teaching objectives, approaches, and
practices; analyzing their student rating of instruction data; and judging his/her accomplishments for
the academic year based on their outcomes and strategies in their IDP. This reflection process is
based on the belief that being an effective teacher is a self-motivating and continuous process.

12



Faculty Member:
Semester for Student Rating of Instruction: Fall2___ Spring2___

TEACHING AND CURRICULUM/COURSE DEVELOPMENT
(At least 60% and up to 80% of total for this component)

TEACHING: Comprises the sum total of all activities designed to engage students in acquisition of
information, knowledge and skills. These activities include the planning of learning experiences, the
selection of equipment and materials, the actual delivery of the content, the evaluation of the
knowledge received, and the resulting revisions in the methods of instruction.
Teaching: % of total
Goal # 1:
Plan to Meet Goal # 1:

Self-Assessment of Goal/Plan #1

Goal # 2: \0
*
Plan to Meet Goal # 2: \@

*
Self-Assessment of Goal/Plan #2 \K\

CURRICULUM DEVELOPMENT: C%Qnaking changes to modernize the subject matter or to
C

revise the content of a course, makj hanges in the materials or methodologies used to teach or
evaluate learning in a course, K ifg a new course, and developing a new program or degree.
%

Curriculum Development': §
Goal # 1: $

Plan to MeeCGoal # 1:

f total

Self-Assessment of Goal/Plan #1

Goal # 2:
Plan to Meet Goal # 2:

Self-Assessment of Goal/Plan #2

13



PROFESSIONAL DEVELOPMENT
(At least 10% and up to 30% of total for this component)

Professional Development: __ % of total
Goal # 1:
Plan to Meet Goal # 1:

Self-Assessment of Goal/Plan #1

Goal # 2:

Plan to Meet Goal # 2:

Self-Assessment of Goal/Plan #2 06
*
COLLEGE S I
(At least 10% and up to %\ft for this component)

Professional Development: % of total
Goal # 1: O

Plan to Meet Goal # 1: \
Self-Assessment @g #1

Goal # 2:
Plan to Meet Goal # 2:

Self-Assessment of Goal/Plan #2

14



SECONDARY SUPERVISOR AND EVALUATION STATEMENT

Secondary Supervisor's Role in Evaluation:

A secondary supervisor is any additional person beyond the immediate or primary supervisor who
directly supervises the work of faculty. This work may be planned and continuous, such as a faculty
member teaching six semester hours each term in a second division, or performed on an irregular
and non-continuous basis, for example, a faculty member teaching an occasional course for
Continuing Education.

In all cases, the role of a secondary supervisor is to:

1) Communicate with faculty on performance.

2) Administer and review student rating of instruction forms or other evaluation instruments
that are part of the institution's evaluation plan; and

3) Transmit this information to the primary supervisor with a summarizing cover memo.

The primary supervisor will consider the input of the secondary supervisor when he or she completes
annual evaluations and makes recommendations for promotion and multi-year appointments. If
faculty members, under separate contract, accept certain special assignments outside their primary
teaching field, the evaluation would not be given to the primary supervisor except as agreed to by the
faculty member.

Approved December 1990

SUPERVISORY EVALUATION OF TEACHING FACULTY

The following section is the outline the primary supervisor will use to write the Supervisory Evaluation
of Teaching Faculty. The format builds on the faculty me mb e r 6 sselfifafdéssmeent.d

Once the supervisor has all of the annual evaluation data, he/she will analyze these data for strengths
and weaknesses, write an evaluation summary, and meet with each faculty member individually.

While the evaluation summary contains a rating per VCCS policy, it also contains appropriate
diagnostic observations and expected corrective actions, if necessary. Any formative actions to

i mprove teaching quality will become paryarof t

This refocused faculty evaluation process and new practices will provide systematic mechanisms and
provide an effective use of feedback to facilitate teaching quality.

15
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Faculty Member: Date:
Evaluator: Year: 200_-200_

The primary purpose of faculty evaluation is to improve professional performance. The evaluations
are intended to provide useful information to faculty members about their performance and to assist in
making personnel decisions so that performance is appropriately rewarded. To accomplish these
aims, it is essential that faculty members receive clear, comprehensive, regular and timely information
that is both evaluative and constructive.

This form is to be used by supervisory personnel for the evaluation of teaching faculty members.
Each specific topic listed below must be addressed in narrative form by the supervisor. The response
to each item is to indicate the strengths of the individual faculty member, and the areas in which
performance could be improved. A completed and signed copy of the final supervisory evaluation is

the only standard evaluation form_ to be placed
TEACHING: Comprises the sum total of all activities designed to egg ents in acquisition of
information, knowledge and skills. These activities include the glanmgg.g¥learning experiences, the
selection of equipment and materials, the actual delivery of % tegt, the evaluation of the

knowledge received, and the resulting revisions in the metho8g of Instruction.

*
Teaching: % of total in evaluation . Q\
Goal # 1: Q{\\

Plan to Meet Goal # 1:

Self-Assessment of Gw 1:
Goal # 2: \'
Plan to a;# 2:

Self-Assessment of Goal/Plan # 2:

Selected comments from the 200_-200_ student rating of instruction are listed under the four
categories as follows:

1. What are some things that your professor has done especially well?
1
1
1
2. Do you have any suggestions for improvement of this course?
1
1
1
3. What would you tell another student who asked you about this course and faculty member?
1
1
1

4. Additional Comments.
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PVCC developed tool: The mean score for the overall rating on the quality of instruction in the class
isa out of a possible score of 5.

Based on student reaction to instruction data, students rate this instructor's overall teaching
performance as:

Poor Fair Good Very Good Excellent

With regard to teaching (Evaluator Comments):

Overall teaching performance is:

Poor Fair Good Very Good Excellent

CURRICULUM DEVELOPMENT: Consists of making changes to modernize the subject matter or to

revise the content of a course, making changes in the materials or methodologies used to teach or
evaluate learning in a course, developing a new course, and developing a new program or degree.

Curriculum Development: % of total in evaluation
Goal # 1:
Plan to Meet Goal # 1:

Self-Assessment of Goal/Plan # 1:

Goal # 2:
Plan to Meet Goal # 2:

Self-Assessment of Goal/Plan # 2:

With regard to curriculum development (Evaluator Comments):

Overall curriculum development performance is:

Poor Fair Good Very Good Excellent

Teaching and Curriculum Development - combined % of total of evaluation
Overall performance in teaching and curriculum development is:

Unsatisfactory Fair Good Very Good Excellent
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IIl. PROFESSIONAL DEVELOPMENT: | s t he i mprovement of dip.eAdtvites eachi ng a
to be considered in evalwuation of faculty membersdé pr of
limited to: membership and participation in professional organizations; participation in professional
conferences, workshops and meetings; writings, speeches, research and consulting in professional
field; participation in business or industrial activities related to professional field; efforts to stay
apprised of current development in professional field; and course work and/or work towards advanced
degree.

Professional Development: % of total in evaluation

Goal # 1: 066

Plan to Meet Goal # 1:

Self-Assessment of Goal/Plan # 1: \@'
*
Goal # 2: K\\
Plan to Meet Goal # 2: O
Self-Assessment of G@X 2:

With regard to profe ielopment (Evaluator Comments):

Overall performance in professional development is:

Unsatisfactory Fair Good Very Good Excellent

Ill. SERVICE TO THE COLLEGE COMMUNITY: Means the scope of activities that one may engage
in that wil!/ be recognized as part of oneébés valued cot
be considered may be campus or service area based, or may be regional, national or international
in scope. Faculty may choose to specialize their efforts or to become involved in many activities. In
all cases, faculty members are expected to maintain positive and effective professional
relationships, and evaluative judgments should measure the value of the service to the college
community.

Service to the College Community: % of total in evaluation

Goal # 1:
Plan to Meet Goal # 1:
Self-Assessment of Goal/Plan # 1:

Goal # 2:
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Plan to Meet Goal # 2:

Self-Assessment of Goal/Plan # 2:

With regard to college service (Evaluator Comments):

Overall performance in service to the college community is:

Good Very Good xc@

Unsatisfactory Fair
0
IV. Adherence to the policies, procedures, an S of the college and VCCS.
Does this faculty member adhere to the d&r cedures, and regulations of the college and
VCCS?
Yes

&0‘

V. Overall (all areas %ed) the performance of this faculty member is:

Unsatisfactory

Fair

Good Very Good Excellent

VI. Summary Statements:

Currently

as

, the faculty

VCCS minimum expectation for this rank is
Areas for Improvement - these areas must appear on faculty me b% nex-t

f
f
1

@

member 6s

DP

Evaluator's Signature

( > Date

Comments by the Person Bein@ed:

N\

| have read this s@é (Signature does not necessarily indicate agreement.)

Signature

Date

19
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ADJUNCT FACULTY

Adjunct faculty teaching is evaluated primarily by student course evaluations. Adjunct faculty, in
consultation with the division dean may employ additional methods (such as peer observation) of
teaching assessment.

ADMINISTRATION INSTRUCTIONS

Delivery of the faculty approved course evaluation questions for adjunct faculty will be web based.

The process is as follows:

Step 1: The Bb administrator will extract sections of all courses.

Step 2: Faculty and deans will determine who has access to specific sections of the course
evaluation data.

Step 3: Students will be sent an email via their PYCC email address to alert them that their course
evaluations are available. Faculty are encouraged to also remind students of the need to
complete these.

Step 4: Students who have not completed assigned course evaluations will receive reminder emails
every 3 days.

Step 5: The day following the closure of grade posting, deans will make course evaluation data
available to faculty. Deans will also begin review of these evaluations.

Adjunct faculty are encouraged to utilize the services provided by the Center for Excellence in
I nstruction. I f an adjunct facultyomembamotthemnsfesr moofu
formative teaching evaluation, he/she is free to submit this information to the division dean.
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PROFESSIONAL FACULTY

Professional faculty members include Masteros

Each year, all fulltime professional faculty members undergo job performance evaluation. They are
evaluated based on the following criteria: Interpersonal skills; group leadership skills; development of
programs and activities; knowledge/information bases; professionalism; contribution to success in
divisional efforts; organizational skills; consultation; and an overall performance rating. Counselors
are also rated on their counseling skills.

The evaluation process begins in the spring of the academic year and the final evaluation is due to
Human Resources by June 15.

The professional faculty member will complete a self evaluation using the Professional Faculty
Performance Evaluation Form. The evaluation form uses a continuum from unsatisfactory to excellent
(see page 22). There is also a space for comments for each category. The completed evaluations are
sent to the appropriate dean who meets with each professional faculty member to review their
evaluation. A final copy is typed, signed by the dean, and given to the faculty member. At this time the
faculty member may enter any relevant comments or observations. The faculty member signs the
final evaluation, returns it to their dean, and it is then forwarded to Human Resources and placed in
their personnel file.

Professional faculty will also be evaluated by their peers and subordinates using an online survey
based on the Professional Faculty Performance Evaluation Form.

21
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PROFESSIONAL FACULTY PERFORMANCE EVALUATION FORM

Supervisor Evaluation
Self-Evaluation:

Name: Evaluation Year:

A.

C.

Interpersonal Skills: Demonstration of sensitivity and concern for others; initiative, enthusiasm
and cooperation in relationship with others; promotion of good communication with faculty, staff,
students.

Unsatisfactory Fair Good Very Good Excellent
Comments:

Group Leadership Skills: Skill in planning for and leading gro gstanding of group process
and dynamics; ability to respond effectively when working %ith S.

Unsatisfactory Fair Good ®'\ Very Good Excellent
*
Comments: . ()\

Counseling: Exhibits knowledge of g theory and strategies; seeks to expand and refine
skills. (For counselors only.)

Unsatisfactory 6\ Good Very Good Excellent
Comments: \'&

Developme grams/Activities: Ability to identify student needs and initiate responses in
terms of servi®gs and programs (to include workshops, courses, etc.); awareness of real or
potential problems which relate to implementing ideas; solicitation of opinions, ideas and
assistance of others; follow-through in developing activities.

Unsatisfactory Fair Good Very Good Excellent

Comments:

Knowledge/Information bases: Demonstrates up-to-date knowledge regarding college programs,
procedures, policies. Displays understanding of human development theories and application of
these to community college setting. Seeks, uses information effectively in assisting or responding
to student needs.

Unsatisfactory Fair Good Very Good Excellent

Comments:
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F. Professionalism: Knows and demonstrates professional ethics; possesses respect of colleagues;
is active in identifying and pursuing knowledge and skills relating to growth and effectiveness in
their role at the college.

Unsatisfactory Fair Good Very Good Excellent

Comments: c. e

G. Contribution to Success of Divisional Efforts: Show unde ar@f and support for philosophy
and goals of Student Services; is viewed as a contriput roup efforts; promotes good staff
relationships; is dependable; displays support for wo\ ers.

*

Unsatisfactory Fair &@ Very Good Excellent
Comments: OK

H. Organizational Skills: Orgar@efﬁciently; completes assigned tasks within specified time

frame; maintains appropriat s and/or reports.
Unsatisfactory O Fair Good Very Good Excellent
Comments:

I. Consultation: Able to articulate philosophy and role of student services to other segments of the
college community. Seeks opportunities for working with faculty, administrators and support staff
to foster the development of students; is effective in the design and implementation of efforts to
introduce student development concepts in other segments of the institution.

Unsatisfactory Fair Good Very Good Excellent

Comments:

College Coordinating Function: N 0

responsibilities effectively. Informs staff members of activiie (NeVents sponsored by area. Is
knowledgeable about how area can enhance divisiona\

Unsatisfactory Fair Good O
Comments: \

ery Good Excellent

Overall Rating of Performance z@ﬁss onal Faculty:
Unsatisfactory F% Good Very Good Excellent

Comments:

General Comments:
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Deand s gné&ture: Date:

Comments by person being evaluated:

This statement has been reviewed. (Signature does not necessarily indicate agreement.)

Faculty Signature: Date:
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ADMINISTRATIVE FACULTY

PURPOSE OF ADMINISTRATIVE FACULTY EVALUATION

The primary purpose of administrative faculty evaluation is to improve professional performance.
Thus, the evaluation shall be of both a formative and summative nature. The evaluations shall provide
useful information to administrative faculty members about their performance and shall assist the
college leadership in making sound personnel decisions. To accomplish these aims, administrative
faculty members shall receive clear, comprehensive, regular, and timely evaluations that are both
useful and constructive. Administrative faculty members shall also participate in the evaluation
process by describing the nature and significance of their work.

RELATIONSHIP BETWEEN CRITERIA AND RANK

The faculty rank currently held by an administrator shall be a factor considered by all evaluators. For
promotion, administrative faculty shall be performing at least at the minimum level of rank being
sought.

CRITERIA FOR ADMINISTRATIVE FACULTY EVALUATION

Administrative faculty shall be evaluated in the four areas of administrative functions, organizational
participation, professional development, and service to the college community. The specific criteria for
each of these are delineated below.

ADMINISTRATIVE FUNCTIONS

Criteria used to evaluate an administrate faculty memb:
functions area divided into the six broad areas of planning, organizing, staffing, leading, managing

financial resources, and evaluating. While the specific criteria for each of these six areas will vary

considerably depending upon the responsibilities of the administrator being evaluated, each

administrator to one extent or another must demonstrate a degree of involvement in the activities

which follow.

Planning

1. Determines needs in each area of responsibility, establishes written goals and objectives to meet
these needs, and prioritizes the goals and objectives. The goals and objectives for each
administrator shall be presented annually to his or her evaluating supervisor and shall form the
basis for the coming yeardés evaluation.

2. Establishes a plan for accomplishing annual goals and objectives. The plan shall indicate how
and when the goals will be accomplished.

3. Involves others as appropriate in determining changes needed for a particular area, and
implements these changes in a timely manner.

Organizing

1. Organizes schedules and routines so that work is accomplished in an accurate and timely
manner.

2. Schedules time commitments in an orderly manner so that priorities are met.
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3. Maintains a schedule for accomplishing goals and objectives within the time frame established in
the annual plan.

4. Involves subordinates in the process of establishing schedules and routines.

Staffing

1. Utilizes effectively the talents and interests of subordinates when assigning work projects.

2. Supervises the work of all subordinates to insure that it is accomplished in an effective and timely
manner.

3. Selects effectively and trains staff members.

4. Involves subordinates in decision-making.

Leading

1. Involves subordinates in establishing area goals and objectives, developing plans to meet these
goals and objectives and determining whether the goals and objectives were accomplished.

2. Encourages professional development among all subordinates.

3. Motivates subordinates to work enthusiastically and to the best of their abilities and talents.

4. Serves as an effective spokesperson for his or her constituency when interacting with other

members of college administrative work groups and the full college community.

Managing Financial Resources

1. Establishes and manages a budget which effectively meets the needs of the office and meets the
goals and objectives established by that office.

2. Manages revenues and expenditures in such a manner that a balanced budget is achieved at the
end of the fiscal year.

Evaluating

1. Recognizes strengths and weaknesses of subordinates, reinforcing areas of accomplishment
while suggesting strategies for improving areas of deficiency.

2. Demonstrates fairness in assessing the work performance of subordinates.

3. Conducts an annual evaluation of each subordinate in compliance with all state and college

policies governing employee performance evaluations.

ORGANIZATIONAL PARTICIPATION

Administrative faculty shall cultivate effective and positive working relationships with colleagues,
faculty, and students in other divisions and areas of the college. They shall participate in activities
outside of their division or area of the college and make contributions for the betterment of the college
as a whole.
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PROFESSIONAL DEVELOPMENT

For purposes of administrative faculty evaluation, professional development is the improvement of

oneds professional performance as &@eredancvaluatingtheé r at or . Th
professional development of administrative faculty members shall include, but shall not be limited to,

the items listed below.

1. Membership and participation in professional organizations.

2. Participation in professional conferences, workshops, and meetings.

3. Writings, speeches, research, and consulting in one?és:s
4, Participation in business or industrial activities re
5, Ef forts to stay apprised ofofessienalfielnt devel opments i n ¢

6. Course work and/or work toward an advanced degree.
7. Other activities related to professional development.

To assess properly the above activities, administrative faculty must provide sufficient information to
their respective evaluators. Administrative faculty need not be active in all areas mentioned. If they
commit significant efforts in one or two areas, they shall not be expected to be active in others. The
important consideration shall be the effect of their efforts toward improving professional development.

SERVICE TO THE COLLEGE COMMUNITY

The idea of the ficollege communityo embracegditst he noti ol
internal one and its service area, as well as statewide, national, and international communities.

iService to the college communityodo means the scope of
recognized as part of oneds contribution to the coll eg:
predicated on the college value assigned to a particular activity as determined by the administrative

faculty member, the immediate supervisor, and others in the evaluation process.

Some administrative faculty may choose to participate more in one area than another. For example,
one administrative faculty member may be very active in college committee work and have little
involvement with external organizations. Another may be very active in professional organizations,
holding office at the national level, and have little time for college committee work. Both individuals
would be responsible for demonstrating the value of their service to the college community. Above all,
the primary focus must be on activities, which relate to professional service as opposed to activities,
which are primarily for personal benefit. To assess the value of these activities, administrative faculty
members must provide sufficient information to evaluators.

ATTRIBUTES OF RANK

The professor is the standard of highest achievement in administration, organizational participation,
professional development and service to the college community against which other administrative
faculty may assess their present stage of development. The professor is recognized as a
distinguished, dedicated administrative faculty member who has and will continue to consistently and
successfully develop his or her professional talents. The professor is an energetic administrative
faculty member within the college community, committed to the pursuit of collective excellence.

The associate professor has increased in stature with experience, achieving at a very high level in
administration, organizational participation, professional development, and service to the college

27



community. The associate professor has a sustained record of highly accomplished administration
and has demonstrated a serious and continuing commitment to professional development. The
associate professor is an integral part of the college community, often assuming leadership roles.

The assistant professor has consistently demonstrated a high level of achievement in administration,
organizational participation, professional development, and service to the college community. The
assistant professor is a consistently effective administrator who has shown clear signs of professional
maturity and evidence of development. The assistant professor participates actively in the college
community and makes useful contributions.

The instructor is a consistently effective administrator who has shown evidence of professional
development, as well as promise of further development. The instructor participates willingly and
contributes to college community activities.

PROCEDURES FOR EVALUATION

ANNUAL EVALUATION

All administrative faculty shall be evaluated annually. The written evaluation shall provide a
summative rating of Excellent, Very Good, Good, Fair, or Unsatisfactory.

During the second week of January, the supervisor responsible for evaluating an administrative
faculty member shall inform that faculty member of the impending evaluation and discuss with him or
her how information will be obtained and what form the evaluation will take. At a minimum, the
administrative faculty member being evaluated shall complete a written self-evaluation covering all of
the criteria listed above. He/she shall also provide an evaluation form to appropriate administrators,
faculty, and staff reporting directly to him/her. Completion of these forms is optional, and a copy of the
evaluation form is appended to this document.

Using the same evaluation tool, Administrative Faculty will be evaluated by their peers and
subordinates.

By the beginning of February, the supervisor shall have completed a written, draft copy of the annual

evaluation. All criteria listed above shall be covered in the evaluation, and the overall performance of

the administrative faculty member being evaluated shall be rated according to a scale of Poor, Fair,

Good, Very Good, and Excellent. During the first two weeks of February, the supervisor shall meet

with the administrative faculty member being evaluated to present and discuss the draft evaluation. A

final, written copy of the evaluation shall be completed by the middle of February. The administrative

faculty member being evaluated shall be furnished with a copy of the evaluation, and the original shall

become a permanent part of the faculty memberés offici.

Administrators that supervise faculty may use an amended timetable instead of the one outlined

above. For these administrators, the evaluation process should begin no later than June 1 and should
be completed by August 15.
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PROMOTION

FULL-TIME FACULTY

FULL-TIME TEACHING FACULTY MULTI-YEAR APPOINTMENTS

The criteria and procedure outlined in VCCS Policy Manual Sections 3.4.0.4 -3.4.5.1 followed to
establish eligibility and consideration for multi-year appointments. Only full-time teaching faculty are
eligible for multi-year appointments.

Click here for the VCCS Policy Manual, Section 3, and scroll to section 3.4, pp. 14 to 28

FACULTY PROMOTION

Eligibility for promotion is initially determined by the division dean and the appropriate vice president.
Other procedures through the VCCS should be followed as appropriate.

By Self: Written request for consideration as candidate.
By Immediate Supervisor: Written recommendation.

By VP: Written recommendation (unless vice president is the immediate supervisor, in which case no
recommendation is written.)

By Promotion and Multi-year Appointments Committee: Written recommendation.
By President: Written decision.

Faculty must convey to the immediate supervisor that they wish to be considered for promotion
and/or multi-year appointment. The supervisor's recommendation goes to the candidate, the
Promotions and Multi-year Appointments Committee and to the appropriate vice president. The
committee's recommendation goes to the appropriate vice president prior to either the committee or
the vice president's recommendation to the president. The committee's recommendation and the vice
president's recommendation go to the president simultaneously. When a vice president is also a
faculty member's immediate supervisor, the vice president does not make a separate decanal
recommendation to the president. The president makes the final decision. The vice president's
recommendation and the narrative statement delineating the committee's recommendation and voting
results are attached to the president's decision letter that is forwarded to the respective candidate.

The composition of the nine-member committee includes:

1 One teaching faculty member from each of three divisions (and alternates)

1 Four teaching faculty members elected at large (and one alternate)

1 One non-teaching faculty member from library or counseling (and one alternate)
1 One academic administrator or immediate faculty supervisor (and one alternate)

No more than two teaching faculty members from a single division should serve simultaneously.
Similarly, two representatives from the library and counseling areas should not serve simultaneously.

ALTERNATIVE AVENUES TO PROMOTION POLICY
Piedmont Virginia Community College allows for the substitution of experience for academic credit

toward promotion. This policy is rooted in VCCS Qualifications of Faculty, Interpretive Specifications,
which reads:
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http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf

Interpretive Specifications for Promotions Only
x  Credit hour equivalency may be granted for no more than a total of 15 semester hours by either a. or b. below or a
combination of both during employment with the VCCS.
a) Active participation in given learning experiences (c. e. u. classes, workshops, conferences, seminars, etc.) when
part of a plan approved by the Community College President applying the following formula: 45 contact hours is
equivalent to one semester credit hour.
b) Non-t eaching work experience directly related to the faculty memt
credit hours per month of full- time equivalent work experience and not to include work experience applied toward
initial appointment.
x  Any exceptions to the criteria as outlined in the VCCS-29 must be fully justified and documented in accordance with the
Community Collegeds Human Resource Delegation Agreement.

Click here for the VCCS Policy Manual, Section 3, and then scroll to p. 5

More specifically, a PVCC faculty member seeking an alternative avenue to promotion must develop
a promotion plan, which effectively argues that the alternative activities to be substituted for academic
credit will provide a professional development experience at least as valuable as academic
coursework. For each activity or category of like activity, it must address the following:

The type or nature of the planned activity.

How the planned activity (1) is related to the faculty member's primary role at the college,
e.g., teaching or counseling; (2) will benefit the college in some substantial way and/or is of
significant value to the community; and (3) is otherwise of sufficient value to contribute toward
meeting the eligibility criteria for promotion.

The approximate time period in which the planned activity is expected to be completed.

How completion of the planned activity and realization of its expected value will be
documented.

f
f

= =

While the nature of a plan typically suggests that the activities which comprise it have not yet been
accomplished, some already accomplished activities -- e.g., workshops and conferences previously
attended, or non-teaching working experience occurring prior to the plan's development -- may be
included in the plan. Of course, the faculty member would still need to delineate the value of the
activity as defined above and provide the appropriate documentation for it. The activity would have
also had to occur during employment within the VCCS and after the faculty member's last promotion.

The alternative promotion plan must be approved by the faculty member's supervisor, vice president,
and president at least one year in advance of promotion consideration (that is, by February 1 of the
academic year prior to candidacy for promotion). Approval of the plan does not constitute an
endorsement of the faculty member's candidacy for promotion; however, it does acknowledge that,
with the successful execution of the plan, the faculty member has minimally met the educational
component of the promotion criteria.

Documentation for completion of the alternative promotion plan shall be reviewed by the faculty
member's supervisor. It, along with the written assurance of the supervisor that the faculty member
has satisfactorily executed his/her plan, must be forwarded to the Personnel Office by February 1 of
the year the faculty member is to be considered for promotion. Prior to commencing of the promotion
review process, the Personnel Office shall certify that the individual faculty member has minimally
met the educational component of the promotion criteria and so note it in the faculty member's file.
The approval date for individual faculty alternative promotional plans will be February 1.

All faculty members shall be paid at least the base rate for their rank if their evaluation meets the
minimum qualifying level for their rank based on VCCS 29.
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GUIDELINES FOR FACULTY ORGANIZATION OF FILES FOR BOTH MULTI-YEAR AND
PROMOTION CONSIDERATION

From the date of hire, faculty should continuously gather information for both the yearly Individual
Development Plan and promotion/multi-year portfolio.

New faculty should attend an information session about both the yearly performance review and the
multi-year appointment and promotion processes held during a planning week or early in the spring
semester. Each new faculty member will be assigned a mentor who will help them better understand
both processes.

At the information sessions, ther9e ,witlhle kdeo cai npernags drhtaat |

forth the fAnor mal minimum criteria for each faculty r a
they evaluate themselves each year and when they apply for multi-year appointment or promotion.

Faculty Personnel File

The Human Resources Office will prepare this file. Candidates should make an appointment with the
Human Resources Manager to review their file to assure completeness BEFORE the Multi-Year
Appointment and Promotions Committee begins their work.

This file will contain:

1 PVCC Supervisory Evaluation of Teaching Faculty i signed originals, most recent first
9 Division dean appointment/promotion recommendations i signed original
T Deands appoint ment/ pr osignédonginal (eroroyeam)e ndat i ons

1 Letters of commendation from the president, vice president of instruction and student
services, or dean

91 Letters of reprimand from the president, vice president of instruction and student services, or
dean

1 VCCS 29 Minimum Criteria for Promotion forms

Faculty Professional File

Faculty members are responsible for this file.
Each candidate for promotion or first multi-year appointment is required to write:

a) a brief note confirming eligibility and readiness to be considered, to be sent to the divisional
Dean

b) a second letter to the committee requesting the multi-year appointment or promotion. In the
letter, the candidate should make an affirmative case for the multi-year appointment or
promotion by summarizing and evaluating their Ateac
activities and c o mibdrundbrednsideratisnd The ivision Dedng willp e
certify in their recommendation letters thatthecan di dat e s 6 Afacademic preparat
ifexper i enc e quremengtoutlihed | VECS-29.
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Each candidate should submit a portfolio to document particularly important contributions as
supporting evidence to supplement the required letters and personnel file.

The portfolio will contain, in order:

A table of contents

p>3

the letter addressed to the committee

>

an up-to-date Curriculum Vitae

>

the following divided sections:

a) teaching effectiveness (including curriculum development)

b) professional development

c) service to the college and community

d) five year goals (optional)

Below are some suggestions about what to include in each section of the portfolio:
Teaching Effectiveness, including Curriculum Development

A written description of teaching techniques, projects, assignments, experiments, innovations, etc.
that worked well (or not so well) in your classroom

A report on how you have used technology to deliver educational material, e.g., Podcasts, online
quizzes, Blackboard sites, audience response system usage, links to useful material, PowerPoint
presentations, etc.

Awards and honors

Professional Development

Articles, books, papers presented at conferences

A summary of conferences and professional journals, webcasts, etc. you attended/read along with an
evaluation of how you incorporated new ideas into your courses

Descriptions of courses taken and how these courses have enhanced your curriculum or teaching
College Service

An evaluation of your service directly to PVCC, including work done on committees, student clubs,
student advising, projects, visits to high schools, etc.

Letters of commendation from the college, students, high schools, etc.
An evaluation of what you have done for the broader community

Five Year Goals
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Note: Only information relevant to the period under consideration should be included. For
instance, if applying for the first three-year multi-year appointment, include information from the time
of hire. For the first five-year appointment, include information from the most recent five years. If
applying for promotion, include information from the last promotion or from the date of hire if
requesting a first promotion

Subsequent Multi-year Appointments

Those seeking subsequent 5-year multi-year appointments need only submit a letter to their Dean
requesting an additional multi-year appointment.

Checklist

Prior to the appointment/promotion process, faculty should be familiar with the guidelines for starting
rank and promotion requirements in the VCCS 29 document.

Deadlines for submission of letter and portfolio for 2010:

1 1/08/10: Submit letter to dean requesting consideration of multi-year appointment or
promotion.

1 1/29/10: Portfolio (electronic or binder) that includes support documentation must be
submitted t adeahhhe facultyds

Portfolio Content:
The first item in the portfolio should be a table of contents.
The following sections are the minimum number of sections that should be included in the portfolio.
Each of the topics should be separated by tabs and contain short narratives describing activities that
support effectiveness in each of the areas. Lengthy support documentation for each section should
be included in an appendix and not in the tabbed section.

1 Letter to Committee

9 Curriculum Vita

1 Teaching Effectiveness /Methods (Podcasting, case studies, projects, lab manuals,
PowerPoint presentations, lecture note packets, quizzes, audience response system usage)

1 Curriculum Development

1 Professional Development: (conference presentations, conference attendance, web courses,
publications, certifications)

1 College Service
1 Future Goals

Suggestions for additional sections
1 Student Letters

1 Honors and Recognition
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ADJUNCT FACULTY

PAY ADJUSTMENT AND PROMOTION

Adjunct faculty are paid according to their rank and step on a 15-step pay scale. The Vice President
of Finance and Administrative Services will issue a revised adjunct faculty pay scale each year at
such time as the VCCS makes new adjunct faculty pay rates available.

The first step on the PVCC scale shall be the VCCS minimum, with increments through Step 14. Step
15 is reserved for faculty who have achieved emeritus status. Human Resources maintains a record
of the rank and step for each adjunct faculty member.

New Adjunct Faculty Appointment

When a new adjunct faculty member is appointed, the appropriate Division Chair uses the VCCS-29
to determine the adjunct faculty member's initial rank and step. The Division Chair completes a
VCCS-10 and forwards this form along with appropriate documentation to the Dean of Instruction &
Student Services for approval. New adjunct faculty members may be appointed at a maximum of
Step 4 of the appropriate rank. Adjunct faculty will not be hired or paid at a rate other than that which
applies to the rank and step at which they are placed. Upon approval, the Dean of Instruction &
Student Services forwards the VCCS-10 and accompanying documentation, as needed, to Human
Resources.

Promotion/Step Increase

Human Resources maintains a record of credits taught at PVCC by each adjunct faculty member.
The accumulation of these credits will begin with Fall 2001, and no retroactive adjustments will be
made. Once three full-time equivalent years are credited, the adjunct faculty member will receive an
automatic step increase. The division chair will be notified and a note placed in the adjunct faculty
member s personnel fil e.

The crediting and recording of any other accumulation of teaching or other experience which applies
to: 1) movement to another step on the salary scale, or 2) qualification for promotion to another rank
will be at the initiation of the faculty member working through the appropriate Division Chair. By July

15" of each calendar year, adjunct faculty will contact their respective division chair with information

regarding:

¢ additional graduate course work completed;

¢ receipt of an advanced degree; and/or

¢ teaching assignments of three (3) full-time equivalent years. (For calculation purposes,
30 semester hours of teaching are equivalent to one year.)

that warrant consideration for a promotion or step increase in the upcoming Fall semester.

For promotions or step increases, the Division Dean applies the appropriate VCCS-29 criteria to
determine if the individual is qualified for the promotion or step increase. As documentation, the
division chair submits:

¢ arevised VCCS-10

¢ official transcripts of additional graduate course work

¢ a Supplemental Experience Form to add to the Commonwealth of Virginia Application for
Employment

to the Vice President for Instruction & Student Services for approval. Once approved, the Dean
forwards the VCCS-10 and accompanying documentation to Human Resources. Human Resources
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