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Performance Planning and Appraisal Review Guide






                               Part Time/Adjunct Faculty Member


Rating Definitions:
5 Consistently Exceeds Expectation Produces high-quality performance results day after day, without exception; takes initiative and consistently performs beyond the scope of position.

4 Consistently Meets and Sometimes Exceeds Expectation Consistently meets the requirements of the job; sometimes exceeds many aspects of his/her job requirements.

3 Consistently Meets Expectation Consistently performs all job duties in a satisfactory manner.  Every aspect of an employee’s performance meets requirements.  An experienced, well-trained employee typically achieves this level of performance.
2 Sometimes Meets Expectation Employee requires regular supervision and direction; inexperienced employee who may be new to his/her position or someone who is struggling with meeting performance expectations.
1 Does Not Meet Expectation Does not satisfy requirements of the job; performance is inadequate; requires performance counseling and immediate improvement.

	1.  Establishes a learning centered classroom conducive to collaborative learning and student involvement. (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not follow the course syllabi
· Does not use lesson plans

· Uses only one instructional style

· Regularly receives poor classroom observation results or feedback

· Does not use outside resources 

· IDEA progress on learning objectives 3.0 or less


	· Occasionally refers and uses the course syllabi

· Uses lesson plans but does not follow not the learning centered  template 

· Regularly receives poor classroom observation results or feedback

· IDEA progress on learning objectives 3.0-3.5


	· Follows course syllabi

· Demonstrates a learning classroom through the use of learning centered  lesson plans

· Uses a variety of teaching  strategies

· Uses textbook and outside resources

· Competent formal classroom observation results

· IDEA progress on learning objectives 3.6-4.1

	· Consistently follows course syllabi

· Demonstrates a learning centered classroom through the use detailed  learning centered lesson plans

· Uses a variety of teaching strategies

· Sometimes receives excellent  formal classroom

· observation results
· IDEA progress on learning objectives 4.2-4.7


	· Consistently  uses course syllabi as a learning tool

· Documents  school resources on classroom syllabi such as library research assignments, etc

· Demonstrates a learning centered classroom through the use of detailed learning centered lesson plans and updates lesson plans on a quarterly basis

· Students are actively involved
· Consistently receives outstanding classroom observation results
· IDEA progress on learning objectives 4.8 and above




	2.  Performs student assessment of learning objectives based on course curriculum and exit competencies.  (10%)


	1
Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not use clear grading and assessment criteria


	· Does not consistently use clear grading and assessment criteria


	· Demonstrates through the use of  clear grading and assessment criteria 

	· Demonstrates through the consistent use of  clear grading and assessment criteria 

	· Demonstrates student assessment of learning objectives by linking grading and assessment criteria to course objectives

· Demonstrate how learners apply knowledge

· Creates and utilizes rubrics




	3.  Demonstrates a commitment to student success in fostering academic and career goals plus partnering in the learning process.  (10%)


	1

Does Not Meet Expectation 
	2

Sometimes Meets Expectation 
	3

Consistently Meets Expectation 
	4

Consistently Meets and Sometimes Exceeds Expectation 
	5

Consistently Exceeds Expectation 

	· Does not demonstrate a commitment to student success in fostering academic and career goals and partnering in the learning process

	· Occasionally demonstrates a commitment to student success in fostering academic and career goals and partnering in the learning process

	· Demonstrates empathy

· Relates the course to student career goals

· Connects the value of the course to industry

· Develops consistent course delivery


	· Consistently demonstrates empathy

· Relates the course to student career goals

· Connects the value of the course to industry for most students

· Develops consistent course delivery


	· Consistently demonstrates empathy

· Every class period relates the course to student career goals

· Connects the value of the course to industry for each and every student

· Develops consistent course delivery




	4.  Communicates constructive feedback at each class period; provides weekly constructive feedback to students.  (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not provide feedback other than mid term and final
	· Communicates only with a small group of students in the class
	· Demonstrates through the use of  a systematic approach to communicate with all students in the class

· Keeps students apprised of academic standing throughout the quarter
	· Consistently demonstrates through the use of  a systematic approach to communicate with all students in the class

· Allows time for follow-up with students outside of the classroom via email, voice mail or in person
	· Demonstrates through the use of a learning centered syllabi to establish communication expectations

· Uses reflective activities so student become a partner in their learning
· Demonstrates by providing ongoing feedback to each and every student in the classroom and demonstrated through lesson plans and activities

· Links assessment activities to the learning objectives


	5.  Performs classroom set up in a timely manner; arrives prior to class start, maintains an active presence, and provides active classroom instruction for the entire class period.
(10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not have the classroom set up in a timely manner; 
· Does not arrive prior to class start, 
· Does not maintain an active presence in the classroom,
· Lets the class out early

· Has classroom management issues
	· On occasion does not have the classroom set up in a timely manner; 
· On occasion, does not arrive prior to class start
· Does not maintain an active presence in the classroom,
· On occasion leaves class to make copies or handouts

· On occasion, lets the class out early

· On occasion has classroom management issues
	· Has the classroom set up in a timely manner

· Arrives early to class, writes objectives on the board, lesson plan available 

· AV is set up and in working condition
· Handouts and instruction materials prepared in advance
	· Consistently has the classroom set up in a timely manner

· Arrives early to class, writes objectives on the board, lesson plan available-sometimes stays after class to answer questions 

· AV is set up and in working condition

· Handouts and instruction materials prepared in advance

· Is sometimes available outside of class to answer questions via email, voice mail or in person
	· Consistently has the classroom set up in a timely manner; consistently arrives early prior to class start
· Consistently maintains an interactive presence -fosters an active classroom instruction for the entire class period
· Is consistently available outside of class to answer questions via email, voice mail or in person


	6.  Has knowledge of and utilizes available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the use of lesson plans.  (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not have knowledge of nor utilize the available academic resources
· Does not direct each student in ways that foster a successful learning experience
· Does not use lesson plans
	· Has limited knowledge of the available academic resources and uses on occasion
· On occasion directs students in ways that foster a successful learning experience 

· Uses lesson plans but does not incorporate the academic resources
	Has knowledge of available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the lesson plans
Knows how to access technology, library, industry contacts, tutoring, online resources and academic director
	· Demonstrates  knowledge of available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the lesson plans

· Knows how to access and sometimes uses technology, library, industry contacts, tutoring,  online resources and academic director
	· Consistently demonstrates  the use of available academic resources and directs each student in ways that foster a successful learning experience, incorporating in the lesson plans

· Utilizes  technology, library, industry contacts, tutoring, and online resources effectively and incorporates in the lesson plans

· Brings new resources to the attention of the academic director


	7.  Is accessible and assists students in solving problems promptly that may impede successful course completion through advising and/or referrals; enforces institute academic and attendance policies.  (10%)



	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Is not accessible to assist students in solving problems for the purpose of successful course completion through advising and/or referrals
· Fails to enforces institute academic and attendance policies
	· On occasion is accessible to assist students in solving problems for the purpose of successful course completion through advising and/or referrals
· On occasion fails to enforces institute academic and attendance policies
	· Is accessible and assists students in solving problems promptly that may impede successful course completion through advising and/or referrals

· -Referrals include counseling, academic advising, financial services, student services and academic affairs department

· Enforces institute academic and attendance policies
	· Demonstrates effectiveness in assisting students in solving problems promptly that may impede successful course completion through advising and/or referrals

· Referrals include counseling, academic advising, financial services, student services and academic affairs department

· Enforces institute academic and attendance policies
	· Takes the lead role and initiates assisting students in solving problems leading to successful course completion through advising and/or referrals

· Follows through on the referral with the resource and the student to make sure the issue is resolved

· Consistently demonstrates knowledge of all academic policies and procedures




	8. Communicates appropriately with faculty, staff and administration; expresses ideas and thoughts clearly in written form, and in a professional manner. Involvement in the school community.  (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not communicate effectively with faculty, staff and administration; 
· Does not express ideas and thoughts clearly in written form, and in a professional manner
· Does not respond to voice mail, email, memos
· Does not follow chain of command
	· On occasion does not communicate effectively with faculty, staff and administration;
· On occasion does not express ideas and thoughts clearly in written form, and in a professional manner

· Does not respond to voice mail, email, memos without reminders

· On occasion, does not follow chain of command
	· Communicates effectively with faculty, staff and administration; 
· Demonstrated through timely  voice mail, email, memos, etc

· Follows chain of command 

· Attends one campus event a year such as portfolio show
	· Consistently communicates very effectively  with faculty, staff and administration; 
· Demonstrated through timely through voice mail, email, memos, etc

· Follows chain of command expresses ideas and thoughts clearly in written form, and in a professional manner 

· Attends one graduation/

· portfolio show a year


	· Always communicates effectively with faculty, staff and administration; 
· Continuously brings new ideas and thoughts and presents clearly and in a professional manner

· Follows through in all communication consistently

· Consistently follows chain of command.

· Attends every graduation/

      portfolio show 

· Demonstrates attendance at  school meetings, events, etc.


	9. Keeps accurate records; submits grades, attendance and other reports on time. (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not keep accurate records; 
· Does not submit grades, attendance and other reports on time and has to have reminders from administration 

	· On occasion does not keep accurate records;
· On occasion does not submit accurate grades, attendance and other reports on time and has to have reminders from administration 

	· Keeps accurate records; submits accurate grades, attendance and other reports on time

	· Demonstrates consistently keeping of accurate records; submits accurate grades, attendance and other reports on time

	· Consistently keeps accurate records; submits accurate grades, attendance and other reports on time
· Documents meetings with students




	10.  Maintains required academic credentials; continues to develop professional and technical skills; remains current on related software or industry trends as appropriate. (10%)


	1

Does Not Meet Expectation
	2

Sometimes Meets Expectation
	3

Consistently Meets Expectation
	4

Consistently Meets and Sometimes Exceeds Expectation
	5

Consistently Exceeds Expectation

	· Does not maintain required academic credentials

· Does not continue to develop professional and technical skills; 
· Fails to maintain currency on related software or industry trends as appropriate

· Does not attend school wide events.

· Does not complete a faculty development

· plan
	· Maintains required academic credentials

· On occasion fails to continue to develop professional and technical skills as necessary; 
· On occasion fails to maintain currency on related software or industry trends as appropriate

· On occasion does not attend school wide events

· Does not complete a faculty development plan in a timely manner
	· Maintains required academic credentials; continues to develop professional and technical skills; remains current on related software or industry trends as appropriate

· Submits annual faculty development plan at the 90 day evaluation period and then every 4 quarters thereafter
	· Consistently maintains required academic credentials; continues to develop professional and technical skills; remains current on related software or industry trends as appropriate

· Submits and fulfills annual faculty development plan requirements
	· Consistently maintains or exceeds academic credentials 

· Exceeds minimum level of faculty / professional development hours on an annual basis

· Participates in one of the following * examples:

*Leads a faculty development workshop

*Conducts a train the trainer course

*Mentors another faculty member

*Presents at an industry conference

*Encourages student involvement in industry events
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