Spring Only Calendar (New faculty/new delivery/new location/etc):

	Due Dates
	Item Description
	Process

	Mar 15
	Learner Evaluation of Faculty Performance completed in the classroom
	The Faculty Member explains the Learner Evaluation instructions to the students according to the direction sheet on the front of the envelope.  The faculty member leaves the room during the process.

1. The Student Volunteer distributes the Scantron forms and Learner Evaluation forms to students.

2. After completion, the Student Volunteer collects all the forms.

3. The Student Volunteer returns the envelope to Divisional or Departmental Secretary as noted on packet.

	Mar 15
	Perform Classroom Observation of new faculty
	Each Division Dean or designee must observe all first-year instructors.  Observations will be included in the Faculty Performance Review as evidence.   (Use FORM C)

	Mar 31-Apr 15
	Completed Learner Evaluation packets processed by Division Secretary
	The Division or Department Secretary will compile and copy results.



	Mar 31
	Classroom Observation Form distributed to faculty
	Forms completed in the Fall should be returned to the faculty for inclusion in the Faculty Performance Review.

	Apr 15


	Completed Learner Evaluation distributed to faculty
	The Faculty member will receive the data from student evaluation without the narrative responses.

	Apr 30 Spring New Hires Only
	Faculty Performance Review completed by Faculty due to Division Dean
	1. The Faculty Member completes the “Self” section of the Faculty Performance Review by using the learning-driven evidence compiled in his or her portfolio.  

2. The Faculty Member completes the “Student” section of the Faculty Performance Review by using data from the Learner Evaluation of Faculty Performance.

3. The Faculty Member schedules a time to meet with his or her supervisor to discuss the annual performance review and all submitted evidence.

	May 15
	Faculty Performance Review Completed 
	Both parties should keep a copy of the review.  Human Resources should also receive a copy of the Faculty Performance Review Summary.  (FORM E)

	Nov 15 of the following  Fall
	Division Dean and Faculty revisit to discuss the faculty improvement plan 
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