	2011-12 Probationary Faculty Evaluations Calendar 

	Month/Date
	Responsibility
	Department Chair
	Committee Chair
	Probationary Faculty

	
	Fall ’11 Probationary Faculty Evaluations Calendar
	
	
	

	8/29-9/8
	Dept Chairs form a tenure and evaluations committee for all first year probationary faculty in the dept and verify committee membership for 2nd, 3rd, and 4th year probationary faculty then submit names/changes re committee composition to the TERB Office. (The TERB Coordinator appoints a random committee member to all probationary faculty committees.)

	             X


	
	

	9/12
	The beginning of the challenge timeframe. Probationary faculty may “challenge” faculty membership on their evaluation committees as per the faculty contract. The challenge must be in writing and submitted to the TERB Office (AA-112) within 10 working days of this date (9/23).

	
	
	                X

	9/26-9/30
	The TERB Office sends evaluations materials to probationary committee chairs. The committee chair assigns evaluations responsibilities to other committee members. 

	
	              X
	

	10/3
	Student evaluations begin. Classroom and workplace observations begin. Student evaluations should be returned to the TERB Office immediately after completion for tabulation. Classroom and workplace observations are collected and kept by the committee chair until the evaluation report is completed. 

	
	              X
	

	10/31
	All student evaluations completed. Committee chair schedules a meeting reservation with the supervising vice-president and dean so that all committee members can attend, review the evaluation results, and write the evaluation report.

	
	              X
	

	10/31
	All classroom or workplace observations of probationary faculty completed.

Deadline for submission of all letters from faculty and supervising dean/program director or designee to the probationary committee chair. 

	
	              X
	

	10/31
	Deadline for probationary faculty to submit 1) their Professional Development Contract, 2) Professional Improvement Form, and 3) materials related to courses being taught (such as syllabi, tests, and course materials) to 
Evaluations committee chair
	
	
	                X

	10/31-12/9
Chair contacts supervising VP 10/31 or sooner to schedule meeting
	Evaluation committees review evaluations results and write evaluation report. Committee chairs must schedule at least one meeting that includes all committee members:  the supervising dean, the supervising VP, and faculty committee members to discuss the evaluations results. 
	
	              X
	

	11/14-12/9

	TEC chair arranges a meeting with the evaluee and other committee members to discuss evaluations results. 

	
	              X
	                 X

	12/9
	Completed probationary packets due in the TERB Office. The TERB Office will arrange for all report signatures from supervising dean and vice-president and the evaluee. On request, the TERB Office will provide student evaluations results to probationary faculty after they have submitted final grades. 

	
	              X
	

	1/17-1/18
	Probationary faculty sign evaluation reports if they have not done so previously. The ten-day comment period begins after the report is signed. Probationary faculty may attach a written response to their evaluation report during this time if they choose to do so. Probationary reports are subsequently taken to the President’s Office for review and for Governing Board action.

	
	
	                 X

	Month/Date
	Responsibility
	Department Chair
	Committee Chair
	Probationary Faculty

	
	Spring ’12 Evaluations Calendar for Probationary Faculty
	
	
	                                   

	2/21-2/24
	The TERB Office sends all evaluation materials needed for student evaluations of probationary faculty to TEC chair. The TEC chair determines evaluations responsibilities.  Note: there are no student evaluations for fourth year probationary faculty.
	
	              X
	                                   

	3/5
	Student evaluations begin. (Classroom/workplace observations in the spring semester occur only at the request of the TEC.)
	
	              X
	                                   

	4/9
	Completed student evaluations are due in the TERB Office for tabulation.
	
	              X
	                                   

	4/23-5/11
	Committee reviews evaluations and may meet with evaluee.
	
	              X
	                                   

	5/21
	Student evaluations results are available to probationary faculty after grades have been turned in. Either the committee chair or the TERB Office, on request, will provide copies of these results.
	
	              X
	                 X
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