
Regular Faculty Evaluations 

10/17/18 

 

 

 

 

April/May: Determine regular faculty 
due for evaluation in the next fall 

term.

April/May: Send out Peer Review 
Forms to regular faculty due for 

evaluation (evaluatees) requesting 
suggestions for faculty for the peer 

review panel and for the two classes to 
be surveyed (according to contract 

guidelines).

August: Send email to confirmed peer 
review panel , evaluatees and 
appropriate dean detailing the 
evaluation and student survey 

processes and due date. Include 
apppropriate forms.

Mid-November: Completed evaluation 
packets due to the Vice President of 

Instruction with a recommendation of 
satisfactory performance or continued 

evaluation.

If recommended for continued 
evaluation, follow the contract 

guidelines for development of the 
improvement plan and the process for 

continued evaluation (8.6.h). If 
appropriate, follow contract guidelines 

for augmented evaluation (8.6.i).

http://occportal/Departments/Instruction/OfficeOfInstruction/PT%20Forms/1/Evaluations_Online_and_Scannable_Process_FINAL.pdf


Tenure Track Faculty Evaluations 

10/17/18 

 

 

 

 

 

* The Tenure Track Faculty Academy is designed to provide two years of orientation to tenure-track faculty. The academy provides new faculty with the resources 
and skills for a standard of excellence in the performance of faculty responsibilities and their interaction with students and colleagues. The two-year academy is 
designed to strengthen the link between faculty and student success. Participants will engage in a series of lectures, workshops and activities to orient tenure-
track faculty in Orange Coast College’s mission and familiarize faculty with its students, programs and resources. 

February: Determine tenure-track 
faculty who should be scheduled for 

evaluation for the next fall term 
(evaluatees).

Confirm evaluation committee 
members.

Within the first two weeks of the fall 
term: initiate the first meeting of the 
Tenure Track Faculty Academy*. This 

meeting includes Tenure Track 
Committee Training. 

August/September: Send email to 
evaluation committee members, 
evaluatees and appropriate dean 
detailing the evaluation steps and 
student survey process (following 

contractual guidelines) and due dates. 
Include apppropriate forms.

February: Completed evaluation packets 
due to the Vice President of Instruction 

with a committee recommendation 
indicated and confirmed by the dean. 

The Vice President, after reviewing the 
file and the determination of the 

committee, will recommend to the 
President of the college continuance of 
employment, with or without specific 

recommendations for improvement, or 
discontinuance of employment.

The President will make a 
recommendation to the Chancellor and 
the Board of Trustees, relying primarily 
on the advice of the evaluation team 

and following contractual guidelines if a 
change in recommendation is proposed 

(CFE/AFT 7/1/18-6/30/20, Section 
8.5.e.1.g).

Follow contractual guidelines for 
continuance of employment with or 

without recommendations for 
improvement or discontinuance 

(CFE/AFT 7/1/18-6/30/20, Section 
8.5.e.1.f-h).

http://occportal/Departments/Instruction/OfficeOfInstruction/PT%20Forms/1/Evaluations_Online_and_Scannable_Process_FINAL.pdf
http://occportal/Departments/Instruction/OfficeOfInstruction/PT%20Forms/1/Evaluations_Online_and_Scannable_Process_FINAL.pdf
http://occportal/Departments/Instruction/OfficeOfInstruction/PT%20Forms/1/Evaluations_Online_and_Scannable_Process_FINAL.pdf
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Barno, Maria

From: Barno, Maria
Sent: Thursday, October 18, 2018 9:59 AM
To: Barno, Maria
Subject: XXXXXXXXX (Visual and Performing Arts) Tenure Review
Attachments: Tenure Training Packet for Academy 9-7-18.pdf

Thank you for your participation on the Tenure Review Committee for: 
 

XXXXXXXXXXXX, Tenure year 3 
 

The following information will help you with the process: 
 

1. At the end of the process, the Dean should return the completed evaluation packet to me on or before Tuesday, 

February 12, 2019. 

 

2. The committee members are listed below.  

Dean  Hiring Committee  (Within Discipline)  Senate (Outside Discipline)  

XXXXXXXXX  XXXXXXXXXX  XXXXXXXXXXX  XXXXXXXXXXX 

 

3. Please follow the timeline below. Details are available in the Tenure Track Training Packet (attached), in the 

contract guidelines under 8.5.e. 

Evaluation forms are currently being updated. I will email them to you and post them at 

the OCC Portal – Office of Instruction site: FT Faculty/Counselor Evaluation Forms when 

they are finalized. 

 

Completion 
dates: 

Checklist for required steps and forms (in red):  What is required? 

8/27‐9/21  Initial Team Meeting to establish timeline  Required 

    • Elect/confirm chair 

      • Establish visiting schedule 

9/24‐11/16 
Faculty Observation reports ‐ Classroom 
Visit/Evaluation or Online Evaluation 

Four reports required ‐ one from each faculty evaluator and 
dean 

      • A response is included for each section 

      • Rating is checked 

     
• Date of post‐observation conference is included (must be 
within ten working days of visit) 

     
• Signatures of evaluatee and all committee members, 
including dean 

10/22‐12/16 
Student Surveys ‐ using hard copy or scannable 
survey forms 

Three sets required 

     
• If using hard copy surveys, include a cover sheet with tally‐
totals of responses (use blank survey form). 
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• If using scannable surveys, include Survey Results from 
Institutional Effectiveness Office (see guidelines in orange box 
below). 

      • Return surveys and completed tally form to the Dean 

11/19‐12/14  End of term review with evaluatee  Required 

     
• Meet with evaluatee to discuss strengths and areas of 
improvement and to help him/her prepare the self‐evaluation  

Due 1/28  Faculty Self‐Evaluation Form from tenure candidate  Required 

      • A response is included for each section 

     
• Signatures of evaluatee and all committee members, 
including dean 

1/28‐2/13 
Administrative Feedback and Evaluation of Faculty 
from Dean 

Required from Dean 

     
• Signatures of evaluatee and all committee members, 
including dean 

1/28‐2/13  Tenure Track Summary Evaluation Report  Required 

      • A response is included for each section 

      • Recommendation is checked 

     
• Signatures of evaluatee and all committee members, 
including dean 

2/13  Completed evaluation packet due from Dean to VP  Required 

      • Completed packet 

 
 

4. Special notes: 

a. Student surveys should be distributed to at least three classes, two of which are selected by the 

evaluatee. 

b. Surveys for online classes are administered through Institutional Research (IR). If you need an online 

survey administered, please contact me by 9/28 at X25630 or by email to coordinate the process 

(see blue box below for specific details). 

c. Scannable versions of the student surveys are available from your Division Office. Steps for 

submitting scannable forms are listed in the orange box below. If you use scannable student 

surveys, hard copy student surveys are not needed. 

d. Student survey responses should be tabulated and discussed with the evaluatee. Include this 

summary in the final packet. The hard copies of the individual student surveys should not be shown 

to or released to the evaluatee. These will be released to the evaluatee after grades are posted. 

 
Please contact me if you have questions. Thank you! 
 
Maria 
 

SCANNABLE SURVEY FORMS  

1. Evaluator notifies the division office to “opt into” the scannable survey option. Faculty should 
provide at least 48 hours’ notice to allow the Division Office time to print the scannable Class 
Climate survey at reprographics from the master file. The survey copies need to be high quality 
with accurate placement of the printing marks to ensure the survey will be scannable.  



3

2. Division Office prints surveys and places them into an envelope, then tapes the Evaluation 
Data Sheet to the front of the envelope.  

3. Evaluator has students fill out scannable forms. After the forms are done, evaluator places the 
surveys back into the envelope with the evaluation data sheet taped to the front of the envelope.  

4. Evaluator can directly deliver surveys to IE office (C & L 114) or to the IE mailbox 
(Administration Building) for an approximate 3 to 5 working days turn‐around. If left in the 
mailbox, the faculty member will send an email (to: occresearch@occ.cccd.edu) as a notification.  

5. Institutional Effectiveness scans the surveys and returns the report in an envelope to the 
evaluator.  

6. Evaluator returns surveys, along with completed evaluation, to the Division Dean.  

7. Division Dean will forward all materials to the Office of Instruction after review.  

 
 

ONLINE STUDENT SURVEY PROCESS 

1. Office of Instruction will email Instructional Innovation Center  
(Joe Milunas & Susan Harlan) and Institutional Effectiveness (occresearch@occ.cccd.edu) a 
tentative list of online classes due for evaluation for current semester. 
This list will include: 

 Name of Instructor (LAST, FIRST) 

 Name of Evaluator (LAST, FIRST) 

 Evaluators Email Address 

 Name of Course 

 CRN Number 

 8 or 16 week status 

 Start and End date 
Window for Student Evaluations 

 16 week schedule……..Weeks 9‐12 

 8 week schedule (1st 8 weeks)…..Week 5 

 8 week schedule (2nd 8 weeks)….Week 5 
Joe Milunas will remove access rights for evaluator after conclusion of evaluation period.	
2. Joe Milunas posts note at the beginning of the semester in Online Classroom to remind 
students to participate in survey. 

3. Evaluator will be given Canvas access for class observation during weeks 9‐12 for 16 week 
classes or during week 5 for 8 week classes. 

4. Institutional Effectiveness schedules student surveys to be sent out during weeks 9‐12 for 16 
week classes or during week 5 for 8 week classes. IE will send the start and end dates for the 
survey to Joe Milunas. 

5. Institutional Effectiveness sends out the surveys. Surveys will remain open for 2 weeks. If 
response rate is below 33%, the survey will be extended one additional week. Evaluator will 
receive an email from IE when the survey is sent out and if it is extended. Joe Milunas will be 
copied on the survey extensions. 

6. Institutional Effectiveness provides one report in a sealed envelope and returns it to the 
evaluator. 

7. Evaluator returns surveys, along with completed evaluation, to the Division Dean. 

8. Division Dean will forward all materials to the Office of Instruction after review. 
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     Maria Barno 
     Instructional Load and Pay Analyst 
     Office of Instruction 

     Orange Coast College 
     2701 Fairview Road – Costa Mesa, CA 92626 
     Office: 714.432.5630 
     Email: mbarno@occ.cccd.edu 
     www.orangecoastcollege.edu 
 



From: Barno, Maria
To: Barno, Maria
Subject: XXXXXXXXXXX (Math and Sciences) Regular Faculty Evaluation
Date: Thursday, October 18, 2018 9:41:35 AM
Attachments: image003.png

Regular Evaluation forms.zip
CFE contract - Regular Evaluation process.pdf

Thank you for your participation on the Regular Evaluation Panel for:
 

XXXXXXXXXXXXXXX
 

The following information will help you with the process:
 

1.      Return the completed evaluation packet to your Division Dean by Friday, November 16, 2018 for processing. The Dean will submit
the packet to me by Friday, November 30, 2018.
 

2.      The panel members are:
Chair:                   XXXXXXXXXXXX
Peer Faculty:      XXXXXXXXXXXX
 

3.      Please follow the guidelines below. Details are available in the contract guidelines (attached).
Forms are attached and available at the OCC Portal – Office of Instruction site: FT Faculty/Counselor Evaluation Forms.
 

Checklist for required steps and forms (in
red):

What is required? Deadline:

Faculty Observation Reports - Classroom
Visit/Evaluation

Two reports required - one from each panel member

Due to Dean as part of
completed packet by

Friday,
11/16/18

or
Faculty Self-Evaluation Form (see below)
 • A response is included for each section  
 • Rating is checked  

 
• Date of post-observation conference is included
(must be within ten working days of visit)

 

 • Signatures of evaluatee and both panel members  

Student Surveys - using hard copy or
scannable survey forms

Minimum two sets required

 Due to Dean as part of
completed packet by

Friday,
11/16/18

 
• At least two classes will be surveyed (see below), one
which will be selected by the evaluatee. 

 

 
• If using hard copy surveys, include a cover sheet with
tally-totals of responses (use blank survey form).

 

 
• If using scannable surveys, include Survey Results
from Institutional Effectiveness Office (see guidelines
in orange box below).

 

 • Return surveys and completed tally form to the Dean  
Faculty Self-Evaluation Form from evaluatee Optional in place of Faculty Observation  
 • A response is included for each section  
 • Signatures of evaluatee and both panel members  

 
• The panel retains the right to go into the classroom
for an observation if the self-evaluation is chosen (CFE
contract 8.6.e (2)).

 

Administrative Feedback and Evaluation of
Faculty from Dean

Required from Dean

 Due as part of
completed packet

by Friday,
11/16/18

 
• Signatures of evaluatee and all panel members,
including dean

 

Evaluation Conference Required  

 
• Meeting with both members of the panel and
evaluatee before the panel submits its final evaluation
report.

 

  Due as part of
completed packet

mailto:mbarno@occ.cccd.edu
mailto:mbarno@occ.cccd.edu
https://occportal.orangecoastcollege.net/Departments/Instruction/OfficeOfInstruction/pages/FT%20Faculty.aspx




APPENDIX B-2 - Faculty Observation Report  - Classroom visit - 9-25-18.docx

APPENDIX B-2


COAST COMMUNITY COLLEGE DISTRICT


FACULTY OBSERVATION REPORT





[bookmark: _GoBack]Coastline Community College        Golden West College        Orange Coast College       .





Evaluator must communicate with the Evaluatee regarding the observation as soon as possible, but not later than the appropriate timelines identified in Article VIII. This completed form must be provided to the Evaluatee no later than ten working days after the observation.


Faculty Evaluatee Name:





Course Title: 





Date of visit/Time – From/To: 





Evaluator Name:





Tenure-Track Year:	One:          Two:          Three:          Four:        .


Tenured/Regular:          Categorical:          Temporary:          Part-time:        .


Summary of Lesson Content: 








Instructional Assessment Comments  


1. Knowledge of Subject:








2. Ability to present ideas; clarity of explanations:








3. Use of instructional techniques and aids that stimulate thinking, interest and meet student needs:








4. Encouragement of student participation:








5. Evidence of preparation for class and organization of material:











6. Evidence of effective class time management:








7. Instructional content follows course outline of record:








8. Instructor engages in regular and substantive interaction with students:








9. Student Learning Outcomes:  Are SLOs on the evaluatee’s course syllabus?  Yes:           No        .


How has the evaluatee used SLO assessments to improve student learning? 








Strengths:








RATING: 


           Satisfactory           





           Satisfactory but Needs Improvement (Part-Time evaluations only). If checked, must include a separate Improvement Plan.                   





           Unsatisfactory          


Suggestions:  








Date of Post-Observation Conference: _________________ 





Remarks by Instructor (Evaluatee):


____________________________________________________________________________________


________________________________________________________________________________________________________________________________________________________________________


Additional Comments by evaluator(s):


____________________________________________________________________________________


________________________________________________________________________________________________________________________________________________________________________





Signature of Faculty Evaluatee:  __________________________________   Date: ________________ 





Signature of Evaluator who authored this Observation Report: _______________________________Date: ________





SEE NEXT PAGE FOR COMMITTEE REVIEW AND SIGNATURES PAGE



Committee Review and Signatures





Committee Names – Print Legibly                                              Committee Signatures                     Date
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APPENDIX B-5





[bookmark: _GoBack]COAST COMMUNITY COLLEGE DISTRICT


INSTRUCTIONS FOR ADMINISTERING PAPER 


STUDENT OPINION OF TEACHING FORMS





To be administered by a student or other third party after the instructor has left the room: 





1.  Write the evaluatee’s name (the instructor’s name), today's date, and the CRN# of the class on the board. 


2.  Please read the following script aloud to students: 


"In order to assist in the maintenance of high teaching standards, you are being asked to provide your opinions about this course. This information will remain anonymous and written comments will not be given to your instructor until after final grades have been posted. Please respond to each question to the best of your ability. There is also space on the other side for any further comments you would like to add about this instructor and/or course.  Take your time and be honest in your responses.  Remember that your name does not go on this form.  When you have finished, please bring the forms, questionnaires, and borrowed pencils to me.”





3.  Pass out the opinion forms. 


4.  When students are finished, put all the forms in the envelope and seal it.  Once the envelope has been sealed completely, sign your name (the student signs his/her name) across the seal.


5.  Deliver the envelope to the instructor of the class, who shall return the sealed envelope to the chair of the evaluation committee. 














CFE/AFT 7/1/18-6/30/20
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APPENDIX B-6





[bookmark: _GoBack]COAST COMMUNITY COLLEGE DISTRICT


ANONYMOUS SURVEY OF STUDENT OPINION OF TEACHING





Instructor Name _____________________


Course _____________________________


			Please identify the degree to which you agree with each statement below


			Strongly Agree


			Agree


			Disagree


			Strongly Disagree


			Not Applicable / Does Not Apply


			Comments





			Expectations and Grading





			1. The instructor makes course requirements clear.


			


			


			


			


			


			





			2. The instructor uses class time effectively. (For site-based or on-campus classes only.)


			


			


			


			


			


			





			3. Criteria for assignments and the final grade are provided. 


			


			


			


			


			


			





			4. Instructions for how assignments and homework are to be turned in are clear and easy to understand.


			


			


			


			


			


			





			Communication





			5. The instructor is available to students during scheduled office hours or at other times by appointment.


			


			


			


			


			


			





			6. The instructor addresses your questions.


			


			


			


			


			


			





			7. Exams and/or assignments are corrected and returned within a reasonable amount of time.


			


			


			


			


			


			





			8. The instructor communicates effectively.


			


			


			


			


			


			





			9. The instructor provides feedback on my performance.


			


			


			


			


			


			





			Teaching Style / Learning Strategies 





			10. The instructor creates interest in the subject matter.


			


			


			


			


			


			





			11. The instructor encourages student participation when appropriate.


			


			


			


			


			


			











Add additional comments on back: 


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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APPENDIX B-8





			
COAST COMMUNITY COLLEGE DISTRICT 


FACULTY SELF-EVALUATION


FORM








[bookmark: _GoBack]Coastline Community College        Golden West College        Orange Coast College       .





Faculty Evaluatee Name:





Date: 





Tenure-Track Year:	One:          Two:          Three:          Four:        .


Tenured/Regular:          Categorical:          Temporary:          Part-time:        .





Purpose of Self-Evaluation:  The self-evaluation process is a tool to aid in reflection by faculty on their learning, growth, teaching and professional activities as instructors and to facilitate a dialogue with the evaluation committee.   





Please base all of your responses on your accomplishments since your last completed self-evaluation.  





Institutional Effectiveness





1. Use of Knowledge in the Classroom:  How have you incorporated a newly acquired piece of discipline-specific knowledge into your classroom? 








2. Teaching Styles/Learning Strategies:  Describe styles/strategies you found to be effective with your students, and why.








3. Risk-Taking Strategies/New Ideas:  By taking risks and trying something new, faculty can discover new ways to reach students.  Describe at least one learning strategy you have tried with your students during this evaluation period.  Include your assessment as to its degree of success in meeting your goal, what re-tooling if any you have done or will do in the future, or if you decided it was not effective.  What else might you try in the future?











4.  Organization:  Give an example of how you organize the semester which has contributed to student success. 











5.  Student Evaluation Methods:  What different types of student evaluation methods do you use and how are they effective? 











6.  Student Learning Outcomes (SLOs):  Are SLOs on your course syllabus?            Yes           No  


How have you used SLO assessments to improve student learning?











7.  Diversity:  Evaluate your approaches in teaching to the diverse needs of your students. 











8.  Critical thinking:  How do you promote students to be critical thinkers? 











The Department, the Division, the College, and the District: Professional Life





9.  District or College Service:  What department, division, college, and/or District work or committee service have you been involved in and what do you both give to and gain from this service? 








Professional Growth and Goals





10.  Professional Development Gained through Research:  What professional development activities have you participated in, such as academic research or professional group activities; on-campus or District workshops, curriculum creation; or off-campus activities such as conferences, artistic exhibits, publication, work in a professional organization, or community activities. 











11.  Reflections on Past Commentary/Goals:  Based on your last evaluation commentary, praise, suggestions, and/or goals, what have you enhanced or changed about your teaching?  








12.  Goals for Next Year:  What professional goals will you set for the next year and what are these particular goals based on? Please explain specifically below. 











13.  If applicable, please comment and provide documentation on the satisfactory completion of any required improvement plan. 





















Evaluatee’s Name - Print Legibly	                          Evaluatee’s Signature                        Date


			





			


			


			














Committee Review and Signatures





Committee Names – Print Legibly                                              Committee Signatures                     Date
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APPENDIX B-9





COAST COMMUNITY COLLEGE DISTRICT





ADMINISTRATIVE FEEDBACK AND EVALUATION OF FACULTY 





[bookmark: _GoBack]Coastline Community College        Golden West College        Orange Coast College       .


Faculty Evaluatee Name:





Date: 





Administrator Name:





Tenure-Track Year:	One:          Two:          Three:          Four:        .


Tenured/Regular:          Categorical:          Temporary:         .





			Instructions:


			Indicate by a check on the appropriate line, the evaluation which in your best judgment describes the performance of the faculty member.  Use back for suggestions and explanations as necessary.














			


			


			Satisfactory


			Needs improvement


			Comments 


(required if needs improvement checked)





			A.





			Office Hours


(Per Article XI section 1(a)3)





			


			


			





			B.


			Meets Classes


			


			


			





			C.





			Final Grades and Attendance Records Submitted


in Timely Manner


			


			


			





			D. 


			Participates in Department/


Division Responsibilities such as meetings, SLO/PLO assessment, curriculum, etc.


			


			


			











1. Commendations (Use back of sheet for additional space):








1. 



2. List of committees participated in per Article XI section 1(a)5:











3. Meets the Obligations of Individual Faculty as set forth in the Agreement: 











4. Additional comments: 











5. Administrator’s Name - Print Legibly	                                 Administrator’s Signature                Date


			





			


			


			











Faculty Evaluatee Comments:





________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Evaluatee’s Name - Print Legibly	                          Evaluatee’s Signature                            Date


			





			


			


			











Tenure Review Committee Review and Signatures





Committee Names – Print Legibly                                              Committee Signatures                    Date
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APPENDIX B-10





COAST COMMUNITY COLLEGE DISTRICT





REGULAR / TEMPORARY / CATEGORICAL FACULTY


EVALUATION SUMMARY REPORT





[bookmark: _GoBack]Coastline Community College        Golden West College        Orange Coast College       .


Faculty Evaluatee Name:





Date of Report: 





 Date/Time of Meeting: 





Tenured/Regular Faculty:          Categorical:          Temporary:         .





1. Brief description of evaluation procedures (e.g. site observation, conference, written report). 





2. Professional growth activities: 








3. Specific areas of professional strength: 








4. Suggestions:








5.  Student Learning Outcomes:  Are SLOs on the evaluatee’s course syllabus? Yes:        No        .





How has the evaluatee used SLO assessments to improve student learning? 








6. Summary of Panel Evaluation: 









 


Evaluation Year: _______





Panel Evaluation Recommendation - Check one:


   Satisfactory or better.


   Satisfactory with suggestions.


   Unsatisfactory with continued evaluation and a written improvement plan.


   Unsatisfactory with an augmented evaluation (Regular Faculty only).





Improvement plan.  The improvement plan must contain the following elements:


1. A specific reference to the Faculty Evaluation Report element(s) where improvement is needed


2. A detailed description of the performance to be improved, including descriptions of the current and desired performance


3. Measurable or clearly discernible objective criteria by which to measure improvement


4. A reasonable timeline of milestones (dates or outcomes) for assessing progress before the next evaluation


5. Identified resources available, or which will be made available, to assist the faculty member in his/her efforts to improve





For Temporary Faculty Only:





   Would consider hiring again


   Would NOT consider hiring again.





Faculty Member Evaluatee's Response: ________________________________________________ 


________________________________________________________________________________ 


________________________________________________________________________________ 





Committee Review and Signatures


Agree  /  Disagree (with Team Evaluation) - Mark One





Agree Disagree     Committee Names – Print Legibly                 Committee Signatures                    Date


			








			








			





			


			


			





			








			








			





			


			


			





			








			








			





			


			


			





			








			








			





			


			


			











Evaluatee’s Name - Print Legibly	                            Evaluatee’s Signature                        Date
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Evaluation Summary Report Required
by Friday,
11/16/18

 • A response is included for each section  
 • Recommendation is checked  
 • Signatures of evaluatee and both panel members  
Completed evaluation packet submitted to
Dean

Required
Due to Dean by Friday,

11/16/18

 
• Completed packet, including all forms in red that are
noted as required and student surveys/tally sheets

 

Completed evaluation packet due from Dean
to VP

Required
Due to VP by Friday,

11/30/2018
 • Completed packet  

 
 

4.      Classes to be evaluated:
CRN 24941 – MATH A180
CRN 26322 – MATH A185
 

5.      Please remember that:
a.      You should set up a visiting schedule soon, to allow time to meet the 11/16 deadline.
b.      For classroom visits, the evaluator will consult with the evaluatee before choosing an appropriate date or range of dates for

the observation. 
c.      Scannable versions of the student surveys are available from your Division Office. Steps for submitting scannable forms are

listed in the orange box below. If you use scannable student surveys, hard copy student surveys are not needed.
d.      Student survey responses should be tabulated and discussed with the evaluatee. Include this summary in the final packet.

The hard copies of the individual student surveys should not be shown to or released to the evaluatee. These will be released
to the evaluatee after grades are posted.
 

6.      Some quick notes about the new forms:
a.      The forms included on the attached are the:

·        Summary Report
·        Observation Reports – for Classroom visit
·        Student Survey forms – Instructions and surveys for classroom visit
·        Faculty Self Evaluation Form (optional)
·        Administrative Feedback and Evaluation of Faculty

b.      Except for the student survey forms, these are fillable word forms that allow you to type in the response fields. If you
are unable to type in the response fields, try clicking “Enable Editing” in the banner across the top or go into “View” on
the tool bar and choose “Edit document”.

c.      The fields on the form that ask for feedback  (“Remarks”, “Additional comments”, “Response”) can be completed by
hand.

d.      Signatures must be entered by hand. After all required fields are entered, print the form and collect handwritten
signatures.

e.      If you encounter any problems using the forms, please let me know ASAP, so I can work on a solution right away. J
 

Please contact me if you have questions. Thank you!
 
Maria
 

SCANNABLE SURVEY FORMS

1. Evaluator notifies the division office to “opt into” the scannable survey option. Faculty should
provide at least 48 hours’ notice to allow the Division Office time to print the scannable Class Climate
survey at reprographics from the master file. The survey copies need to be high quality with accurate
placement of the printing marks to ensure the survey will be scannable.

2. Division Office prints surveys and places them into an envelope, then tapes the Evaluation Data
Sheet to the front of the envelope.

3. Evaluator has students fill out scannable forms. After the forms are done, evaluator places the
surveys back into the envelope with the evaluation data sheet taped to the front of the envelope.

4. Evaluator can directly deliver surveys to IE office (C & L 114) or to the IE mailbox (Administration
Building) for an approximate 3 to 5 working days turn-around. If left in the mailbox, the faculty
member will send an email (to: occresearch@occ.cccd.edu) as a notification.

5. Institutional Effectiveness scans the surveys and returns the report in an envelope to the
evaluator.

6. Evaluator returns surveys, along with completed evaluation, to the Division Dean.

mailto:occresearch@occ.cccd.edu


7. Division Dean will forward all materials to the Office of Instruction after review.

 
 

     Maria Barno
     Instructional Load and Pay Analyst
     Office of Instruction
     Orange Coast College
     2701 Fairview Road – Costa Mesa, CA 92626
     Office: 714.432.5630
     Email: mbarno@occ.cccd.edu
     www.orangecoastcollege.edu
 
 
 

mailto:mbarno@occ.cccd.edu
http://www.orangecoastcollege.edu/


Evaluations 
Regular Evaluations 
CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.6 

Contract guidelines: 
• Regular faculty are faculty who have passed tenure and are now on a three-year evaluation 

cycle (by academic year).  
• The evaluation panel is made up of one faculty member selected by the evaluatee and one 

selected by the Dean from a list of three options provided by the evaluatee. 
• At least two classes will be surveyed. 
• Re: 8.6.e.2: Regular Faculty can choose a classroom observation or a self-evaluation. If a self-

evaluation method is chosen, the evaluatee will submit to the panel the self-evaluation form in 
Appendix B plus any other materials deemed appropriate by the evaluatee. The panel retains 
the right to go into the classroom for an observation if a self-evaluation method is chosen. 

 
Evaluation Process and Schedule for Fall Evaluations 

1) April: Create the Regular Evaluation Excel Spreadsheet for the academic year using the Argos 
Evaluation Report. 

2) April: Send out forms to request evaluation panel members for the peer reviews and request 
CRNs for classroom visits. 

3) May: Receive back the forms listing peer review panel members and fill out the excel sheet with 
names. 

4) August: Send out materials and guidelines for evaluations. 
5) November: Receive back the evaluations and record. 

 
Evaluation Process and Schedule for Spring Evaluations (for faculty out during the fall semester for 
banked leave, sabbatical, medical leave, etc.) 

1) February: Send out forms to request evaluation panel members for the peer reviews and 
request CRNs for classroom visits. 

2) February: Receive back the forms listing peer review panel members and fill out the excel sheet 
with names. 

3) February: Send out materials and guidelines for evaluations. 
4) May: Receive back the evaluations and record. 

 

 
Evaluation of Faculty on Special Assignment (CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.6.k) 

(1) A tenured Faculty Member on special assignment to non-instructional duties for fifty percent or 
more of a regular contract teaching load shall be evaluated only in the performance of those duties on 
the regular schedule.  
 



(2) The evaluation of the Faculty Member's performance of the special assignment shall be the same as 
Regular faculty, but limited to a self-evaluation (form found in Appendix B).  
 
(3) In the event that a categorical faculty member has 50% or more special assignment, a self-evaluation 
may be utilized by the faculty member using the self-evaluation form found in Appendix B. The panel 
retains the right to go into the classroom for an observation if a self-evaluation method is chosen. 
 

Regular Evaluation Spreadsheet 
• Evaluation Report: Run Argos – HR – Appraisals Due.  

o This report sorts from PEAREVW. 
o Sort the report into due date and employee class and name (in this order). 
o Check that everyone is coded correctly and the dates of the upcoming evaluation are 

correct. 
o Highlight any errors (see sample below) 

 Faculty are coded as AA and T2, but should be coded as AT. Send these to Diane 
Depretto to change. 

 Dates of the upcoming review are not 11/1. Go into PEAREVW and adjust the 
date of the review to 11/1 

 Note: This report runs nightly and does not update in real time 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The completed date is 
incorrect. This number fills in 
automatically when the 
completed box is checked. It 
should be 11/1/2016. 



 

• From this information, create the Regular Evaluation Excel Spreadsheet. Fill out the excel sheet 
with the people who are due THIS year. 

• If someone is retiring, take out the future evaluation date in PEAREVW. 

Send out Peer Reviews 
• Email the Regular Faculty Peer Review forms to faculty due for review (see sample). 
• Attach the appropriate contract language. 
• According to the contract, the evaluatee proposes one regular faculty member for the 

evaluation team and provides a list of three additional regular faculty members for the Dean to 
select the second member of the team/chair for the panel. 

• Re: Kevin (5/23/18) 
o The “one regular faculty member selected by the evaluatee” can be from any 

instructional unit as long as he/she is tenured. 
o The “list of three” that the Dean chooses from must be from the evaluatee’s 

instructional unit or a related discipline. 
• The Dean MUST tell the panel members they are serving on this panel and receive their 

confirmation before approving the panel members. People don’t always know they were 
selected to a panel, which results in major adjustments and delays in the evaluation process. 

• The regular faculty members serving on the panel MUST already be tenured. 
• Once the form is received, update the Regular Evaluation Spreadsheet. If a faculty member 

selected to serve on a panel is also on sabbatical or on banked leave during the semesters of 
review, email this evaluator and cc the Dean asking if he/she is still able to serve on the panel. If 
not, work with the evaluatee and the Dean to select another faculty reviewer. 

Sending Out the Materials 
• Send the email with the evaluation process, forms and timelines to the two panel members. CC 

the Dean, evaluatee, and the Division Coordinator. 
• The due date for all materials is mid-November. 
• Materials if online: Include the appropriate forms for reviewing and surveying an online class. 
• Materials if counseling: Include the appropriate forms for reviewing and surveying counseling 

appointments. 

Receiving the completed regular evaluation packet 
• Check for completeness. 

o A response is included for each section. 
o Rating is checked. 
o Date of post-observation conference is included (must be within ten working days of 

visit). 
o Includes signatures of evaluatee, panel members, and Dean. 

 The Deans will initial outside the box because they are not on the panel. 
• If everything is filled out correctly, mark in the Regular Evaluation Excel Spreadsheet the date 

you received the completed evaluation. You will then give the whole packet to VPI. He will 
review and sign off on it. Order of Packet: 



o Summary Reports 
o Observations 
o Admin Review 
o Tabulations 
o Self-Evaluation 
o Student Surveys 

• When he returns the packet, you will post that you received it in Banner (PEAREVW). Use the 
date that you received it. 

• Then, separate the student surveys and put them in a clasp folder with the evaluatee’s name on 
it. You will put this in the evaluatee’s mailbox AFTER grades are posted for that semester (for 
fall, put in mailbox in January). 

• The rest of the packet you will give to District HR (Diane Depretto/Kyla Bentley). 

  



Tenure Track Evaluations  
CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.5 

• Tenure Track: New hired faculty who go through the four-year review process to become 
tenured (i.e. Regular Faculty).  

o Year 1: T1 
o Year 2: T2 
o Year 3: T3 
o Year 4: T4 
o Year 5: now regular tenured faculty member 

• Evaluations for Tenure Track faculty are always due in February because they have to go to the 
Board by March 15th (per Education Code). If the contract is not renewed, a pink slip will be 
issued.  

• Tenure Track faculty attend the Tenure Track Faculty Academy during the first two years of their 
faculty hire. The Tenure Track Faculty Academy is designed to provide two years of orientation 
to tenure-track faculty. The academy provides new faculty with the resources and skills for a 
standard of excellence in the performance of faculty responsibilities and their interaction with 
students and colleagues. The two-year academy is designed to strengthen the link between 
faculty and student success. Participants will engage in a series of lectures, workshops and 
activities to orient tenure-track faculty in Orange Coast College’s mission and familiarize faculty 
with its students, programs and resources. 

• Those serving on a tenure committee attend a training presented jointly by union and 
management (Tenure Track Committee Training). 
 

Evaluation Process and Schedule for Fall Evaluations  
Recommended Calendar: CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.5.e. 

End of February before the start of the year of evaluation:  
• Create Tenure-Track Evaluation Excel Spreadsheet for the upcoming year using the previous 

year’s excel sheet. 
o Remove successful year 4 candidates from previous year, as these faculty are now 

tenured. 
o Move successful year 1, 2, and 3 candidates up one year for the upcoming evaluation. 
o Review committees to see if there are any changes to the current people serving.  
o Check the sabbatical/leave list. If a committee member is on leave, check if he/she can 

still serve. 
• Work with Ricky, Erin and the Deans to identify a hiring committee rep for all new hire positions. 

Due date by early April. 
 
March:  

• Work with Ricky for Senate approval for replacements.  
 
April: 

• Add hiring committee members for new faculty to the excel sheet. 



 
May: 

• Have VPI check in with the VPs at other campuses to see what OCC staff they are using for 
evaluations. 

 
August: 

• Revise the Tenure Track Evaluation Recommended Calendar Dates (8.5.e). 
 
End of August/ early September: 

• Send the email with the evaluation process, forms and timelines to the three committee 
members and the Dean. CC the evaluatee and the Division Coordinator (see sample). 

• Make sure the due date for all materials is the 3rd week of February. 
• Materials if online: Include the appropriate forms for reviewing and surveying an online class. 
• Materials if counseling: Include the appropriate forms for reviewing and surveying counseling 

appointments. 

 
February: 

• Evaluations are due during weeks 1-3 of the Spring Semester (CFE/AFT CONTRACT 7/1/18-
6/30/20, Section 8.5.e.1.f). 

• When packet is received, check for completeness. 
o A response is included for each section. 
o Rating is checked. 
o Date of post-observation conference is included (must be within ten working days of 

visit). 
o Signatures of evaluatee and all committee members, including dean. 

• The self-evaluation form is mandatory. 
• Each tenure track evaluation packet should include a cover memo to the Vice President of 

Instruction that summarizes the committee evaluation process and final recommendation.  
• If everything is filled out correctly, mark in the Tenure Track Evaluation Excel Spreadsheet the 

date you received the completed evaluation. You will then give the whole packet to VPI. He will 
review and sign off on it. Order of Packet: 

o Summary Reports 
o Observations 
o Admin Review 
o Tabulations 
o Self-Evaluation 
o Student Surveys 

• VPI looks at each Tenure Track evaluation and signs off on it.  
• Follow contract guidelines (CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.5.e.1.f) to confirm the 

final recommendation.  
• Determine and follow next steps for evaluatees who receive: 

o Satisfactory with documented areas for improvement or improvement plan,  
o Unsatisfactory with written improvement plan, 



o Unsatisfactory with discontinuance at the end of the current academic year. 
• Prepare the memo to the President on behalf of VPI with recommendations for advancement or 

discontinuance. 
• The evaluations are due to District HR on or before February 28th (in order to meet the next 

Board Date). They are submitted alphabetically in one bundle. 
March/April: 

• Prepare and process Tenure Track Stipends. These will be paid at the end of the Spring semester 
o CFE/AFT CONTRACT 7/1/18-6/30/20, Section 8.5.c.3.b- If a faculty member volunteers 

on two or more tenure track committees, the request will be reviewed by management. 
Anyone serving on 2 or more tenure track committees will receive a stipend at the end 
of the academic year of $500.  

 

Temporary Faculty Evaluations  
• For process see CFE/AFT CONTRACT Contract 7/1/18-6/30/20, Section 8.2. 

 

Categorical Faculty Evaluations  
• For process see CFE/AFT CONTRACT Contract 7/1/18-6/30/20, Section 8.3. 
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