approved 12/5/05, amended 5/18/09

Part-Time Counselor Evaluation Report Guidelines

Writing an evaluation report concludes a thoughtful review of a peer’s performance. The report consists of a series of evaluation summaries so care must be taken to ensure that each summary is factually based and includes the evidence and reasoning that the evaluator used to reach a specific performance rating decision. The facts and analysis used in the report must justify the conclusions that the committee reached. Responses must specifically address criteria listed on the evaluation report form.
To assist you in filling out the evaluation report, listed below are the components that may be relevant to each question.

1.
The counselor demonstrates depth of knowledge, experience and competency in his/her field.



a.  Classroom or workplace observation



b.  Student evaluations

c.  Professional Development contract

2.
The counselor demonstrates currency in subject area and proficiency in integrating new material, techniques, and ideas into the workplace.


a.  Professional Development contract

b.  Classroom or workplace observation

3.
The counselor presents or communicates material in a clear, well-organized, and informative manner.



a.  Classroom or workplace observation

b. Student evaluations

4.
The counselor demonstrates effectiveness in advising and counseling students in the areas of career goals, degree objectives and life values.



a.  Any relevant workplace evaluations and/or workplace report
b. Student evaluations
5.
The counselor adheres to the weekly schedule of appointments submitted to the department chairperson.

a. Student Evaluations 

b. Any relevant workplace evaluations and/or workplace report
