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DEPARTMENT CHAIR/DIRECTOR EVALUATION

Northern New Mexico College

 (Pre-Evaluation Meeting & Evaluation Meeting)
FACULTY MEMBER___________________ACADEMIC YEAR__________ DATE (Pre-Evaluation) _____________ DATE (Evaluation)___________ 

In consultation with your supervisor (Dean for Chairs and Chair for Directors) please determine what weights, (where you will place your effort), are appropriate for you for the upcoming academic year.  You must weight any area at least at the minimum level. The total of your weights must equal 100%.  Your supervisor must approve the weights. This consultation should take place during the annual evaluation process for the previous year.  Major changes to the goals, expectations, and weights will require an additional meeting and signatures.
	Criteria
	Minimum Weight
	Your Weight
(The combination must add to 100%)
	Rating per Category

	Teaching
	10%
	
	

	Scholarly Activity
	10%
	
	

	Departmental Service
	10%
	
	

	College and Community Service
	10%
	
	

	Advisement
	10%
	
	

	Leadership
	30%
	
	

	Total
	80%
	
	XXXXXXXXXXXXX


Supervisor:  
Summarize the pre-evaluation conference in terms of what is expected of the Chair/Director member for the upcoming academic year.

Statement:   To the best of my ability, I will evaluate the employee honestly, fairly, and objectively            _____________

                       Initials

	Performance Categories 
(ItaliCiZed are mandatory)

	GOALS & Expectations
	Accomplishments 
	RATING
1-Unsatisfactory

2-Below expectations
3- meets expectations

4- exceeds expectations
5- Outstanding 

	· Teaching (Supervisor and Faculty member select some goals)
· Meets all class sessions and starts and finishes on time.

· Submits final grades on time.
· Student course evaluation, dean, peer, student and self will evaluate instructional delivery, instructional design, content expertise, course management, and mentoring as applicable. 

· Integration of college wide outcomes and accrediting agency (when applicable) outcomes in course syllabi, instructional design and student assessment.

· Integration of technology in instructional design and delivery.  Blackboard integration into the course for student learning enhancement. 

· Development of online courses.

· Alignment of courses, exploring new adaptive technologies into course content, board discussions, hybrid classes, etc.

· Integration of industrial credentials/standards into courses and curriculum.

· Inviting speakers to classroom or general audience talks.

· Mentoring undergraduate student research.

· Submitting Early Alert tickets and follow up with students that are low performing.

· Others as indicated in the faculty handbook.
	
	
	

	· Scholarly Activity (Supervisor and Faculty member select some goals. Some could be mandatory while others are negotiable to the needs of the academic unit)
· Published/edited books.

· Patents or Product development.
· Grants awarded (PI or Co-PI).

· Author refereed journal article.

· Author presentation (conference/symposium).

· Proposals submitted as PI and Co-PI.
· Peer-reviewed creative work in the field.

· Peer-reviewed innovations.

· Curriculum development.
· Others as indicated in the faculty 
              handbook.
	
	
	

	· Departmental Service (Supervisor and Faculty member select some goals. Some could be mandatory while others are negotiable to the needs of the academic unit)
· Participation in departmental committees.
· Academic Program development.

· Program coordination or assistance.  

· Student organization advisor.

· Timely submission of requested documentation. 

· Participation in departmental sponsored activities (meetings with majors, recruitment activities, Friday academy, engineering day, open house, symposia, etc.).

· Arranging professional opportunities for students.

· Working on activities related to the grants of your department.

· Others as indicated in the faculty handbook.
	
	
	

	· College and Community Service (Supervisor and Faculty member select some goals. Some could be mandatory while others are negotiable to the needs of the academic unit)
· Participate actively in at least one faculty senate committee (governance) and attend at least 80% of the meetings of such committee.
· Participate in the implementation of the Strategic Plan Initiatives.

· Participate in college-sponsored programs (commencement exercises, convocation activities). 

· Participate in other campus-wide activities including Convocation workshops. 

· Community service (participation in local, state, national civic/scientific/academic activities/organizations without pay - community group, date, activity, hours involved).

· Service to the public schools (demonstrated leadership in the classroom/school setting).

· Others as indicated in the faculty handbook.
	
	
	

	· Advisement (Supervisor and Faculty member select some goals. Some could be mandatory while others are negotiable to the needs of the academic unit)

· Meeting with all your advisees.

· Graduation clearance (degree audit).
· Contact unregistered advisees.

· Document the meeting with advisees.

· Advise students that are not your advisees in the absence of the primary advisor.

· Mentoring students.

· Others as indicated in the faculty handbook.
	
	
	

	· Leadership
· Responsible for the development of accreditation documents and new programs.
· Organize and attend departmental meetings.

· Keeping meeting minutes.

· Submit course schedule on time for the department.

· Submit textbook information on time for the department.
· Ensure the submission of final and midterm grades on time by faculty in the department or program.

· Assigning faculty advisors to all declared students in the department or program.

· Collect course syllabus for all courses in the department or program.

· Performs annual pre-evaluation and evaluation meetings with all faculty in the department or program.

· Performs class observations.

· Addresses concerns and provides feedback to faculty in a timely and fair manner.

· Attends and participates actively in meetings organized by the Provost or the Dean.

· Conduct objective faculty and staff annual performance evaluation on time.
· Ensures that student evaluations of faculty are done in a timely manner and provides feedback to faculty members.
· Provides guidance to faculty in accomplishing tasks.
· Prepares annual budget for the department and manage the budget appropriately.
· Encourages and participates actively securing funding through grants and donations.
· Others may be requested by the Dean or Chair (in the case of the Directors).

	
	
	


Teaching load, advisees, departmental/college service, and scholarly activities (to be completed during the academic year and submitted before evaluation)
	Faculty Name


	Teaching

Load
	SCH

&

Contact Hrs.
	Number of

Advisees

Assigned
	Number of

Advisees

Assigned Seen
	Departmental

Committees/

Assignments
	College

Committees/

Assignments
	Scholarship and

Creative Activity

Peer Reviewed
	Scholarship and

Creative Activity

Non-Peer

Reviewed
	Scholarship and

Creative Activity

in Progress

	
	
	
	
	
	
	
	
	
	


Department Report of Involvement with Public Schools 

	Faculty 
	School
	Date
	Activity
	Hours involved

	
	
	
	
	


Department Report of Involvement with Other Community Groups

	Faculty Member
	Community Group
	Date
	Activity
	Hours involved

	
	
	
	
	


Institutional Efforts
	Does the employee attend convocation meetings and graduation ceremonies (Yes/No)?   If no,  explain.
	

	Does the employee submit final grades for all courses on time (Yes/No)?   If no,  explain the length of the delay.
	

	Does the employee get at least 60% of all the student evaluations responses for all their courses (Yes/No)?   If no,  explain the reason.
	


Rating Description
5: Outstanding Performance: Truly unusual achievement in service to the college, department, profession, or community. For example, in leadership roles on special projects, program direction, multiple chairships for committees and boards, successful external grant application for service activities, etc. Maps to "superior."

4: Exceeds Expectations: High levels of achievement in service to the college, department, profession, or community. Similar, but less extensive, achievements of the kinds listed under 5, above. Maps to "meritorious."
3: Meets Expectations: This is the standard level, representing cooperative participation in service activities, membership on committees and boards, college advising and recruiting, departmental workshops and activities, etc. Maps to "meritorious."
2: Below Expectations: This rating reflects a tendency to avoid or neglect service duties of the types mentioned above, as evidenced by low levels of participation. A rating at this level or below must be followed by the design and implementation of a service improvement plan developed in collaboration with and approved by the department chair. Maps to "meritorious" with marked improvement according to plan.
1: Unsatisfactory Performance: A rating at this level indicates refusal to cooperate in service activities by repeated refusal to comply with requests for participation. Maps to "non-meritorious."
Print separately this page in order to keep both signatures

Post Evaluation Meeting Activity (if needed)
Please attach an improvement plan for faculty members who need to address weaknesses for the next academic term or year. Faculty may attach an addendum if he or she disagrees with the supervisor’s ratings.
Pre-Evaluation

_______________________________________                   _________________________    ____________

Faculty Member’s Signature                          Date
       
Supervisor’s Signature                 
Date

Evaluation
_______________________________________                   _________________________    ____________

Faculty Member’s Signature                          Date
       
Supervisor’s Signature                 
Date
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