	2011-12 Part-Time Faculty Evaluations Calendar

	Month/Date
	Responsibility
	Department Chair
	 Evaluator
	Part-Time Faculty Evaluee

	
	Fall ’11 Evaluations Calendar-Part-Time Faculty Evaluations
	
	
	

	8/29-9/12
	Depart chairs verify with the TERB Office, all newly hired part-time faculty and all returning part-time faculty scheduled for evaluation this year. (Part-timers are evaluated at least once every three years.)

	             X            
	
	

	9/19-9/26
	The TERB Office sends all evaluations materials for part-time evaluees to the dept chairs. Dept chairs may designate other full-time faculty members to conduct part-time faculty evaluations. Evaluations consist of one set of student evaluations, one classroom/workplace observation, and review of course materials.

	            X
	
	

	10/3
	Student evaluations begin. Classroom and workplace evaluations begin. Student evaluation results should be sent to TERB as soon as completed so they can be tabulated. The tabulated results will be returned to the dept chair.

	
	              X
	

	10/3-11/18 (or sooner)
	Part-time faculty evaluee submits syllabi and other relevant course materials to the evaluator.
	
	
	               X

	11/28
	All student evaluations for part-time faculty are due in the TERB Office. The evaluator keeps the results of the classroom or workplace observation and submits it to the TERB Office with the evaluation report.

	
	              X
	

	1/23-2/24 (or sooner)
	The evaluator reviews evaluation results and writes the report, then schedules a meeting with the part-time evaluee to review the results.

	
	              X
	                 X

	2/27

	The evaluator submits the part-time evaluation report to the TERB Office. Part-time faculty have a 10-day comment period from the time they sign the report to attach any official response to their evaluation.

	
	              X
	

	
	Spring ’12 Evaluations Calendar-Part-Time Faculty Evaluations

	
	
	

	1/24-2/13
	Dept chairs and the TERB Office verify newly-hired part-timers and the part-time faculty who will be evaluated in the spring based on the 3-year evaluation cycle. 

	               X
	
	

	2/21-2/24
	TERB sends all evaluation materials for part-timers to Dept chairs. Chairs may designate other full-time faculty to conduct part-time evaluations. Evaluations of part-timers consist of one set of student evaluations, one classroom/workplace observation, and a review of course materials.

	               X
	
	

	3/5
	Student evaluations and classroom/workplace observations begin.

	
	              X
	

	3/5-4/6 (or sooner)
	Part-time faculty evaluee submits syllabi and other relevant course materials to the evaluator.

	
	              
	               X                       

	4/9
	All student evaluations of part-time faculty are due in the TERB Office for tabulation. Evaluators keep classroom observation results until the report is written, then all materials are submitted to the TERB Office.

	
	              X              
	

	4/9-4/30
Or sooner
	Evaluator reviews evaluation results, writes the report, and meets with part-time evaluee to discuss results. 

	
	              X
	                X           

	5/7
	Evaluator submits completed part-time evaluation report and supportive materials to the TERB Office. Part-time faculty sign their evaluation report at the time of their evaluation meeting or at the TERB Office.

	
	            X
	                                   

	5/7-5/18
	Comment period for part-time faculty. During the 10 day comment period, which occurs after the evaluee signs the report; part-time faculty may attach an official written response to their evaluation report.


	
	
	                 X


