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part 1

Annual academiC staff review

With emphasis on
enhancing the Quality of Teaching and Learning
at ________________________ University
Introduction
As quality teaching underpins the core activities at the _____________ University, it is considered prudent to look at ways in which this can be enhanced.  Annual academic staff reviews can then be approached with this key objective in mind:

Defining “Quality of Teaching”
Factors normally considered:

Responsibilities as outlined in the job specifications and descriptions for all lecturing staff. Lecturers and Professors are responsible for (inter-alia), providing academic leadership and developing an effective learning environment for students, some major responsibility areas include:
· Design / revision / upgrading of courses,

· Teaching of assigned courses,

· Provision of academic leadership,

· Research supervision, and

· Regular research publications

1. Factors included in Student Satisfaction Key Performance Indicators (KPIs) [expressed in percentages]

a. Lecturers or Professors who help students to understand their chosen career,

b. Lecturers / Professors who know their subjects,

c. Lecturers / Professors who are up-to-date in their specialist fields,

d. Lecturers / Professors who present subject material effectively, and

e. Lecturers / Professors who are helpful outside of class.

2. Factors commonly noted in the literature (pedagogia and didactics)

a. Content

i. What is taught

ii. What material is used

iii. The medium used

b. Assessment

i. Teaching methodologies

ii. Peer review

iii. Student review

iv. Student result statistics

c. Professional Development

i. Upgrading content  / knowledge

ii. Upgrading teaching skills

iii. Annual “credit” points for continuing professional development

d. Academic Learnership

i. Initiative in new areas

ii. Leadership in the teaching community

3. Analogies and examples of excellent teaching achievements
a. Teaching content that is grounded on up-to-date subject expertise.

b. Teaching delivery that is supported by good organization and teaching skills.

c. Appropriate use of educational technology.

d. Teaching and professional behaviour that models invitational education including integrity, courtesy, consistency and earned mutual respect.

4. Tools to enhance the quality of teaching

a. Academic staff recruitment and orientation.

b. Academic staff professional development with retention strategies.

c. Support for effective use of new technologies.

d. Support from student services facilities.

e. Student, employer and peer feedback.

f. Annual academic staff evaluation and reveiw.

5. The University Culture – Evaluation of Teaching

a. Teaching / Learning as a core function of the University.

b. Teaching / Learning as part of the University and Regional professional culture.

c. The importance of quality assurance and accountability in the teaching / learning domain.

d. Emphasis on formative versus summative evaluation
Principles of staff evaluation at _________________________________ University
· Each employee group (lecturing, administration, support) to have an evaluation instrument

· Ensure a formal process that is manageable and doable

· The process must be of a formative nature

· The processes for all three employee groups are to be reveiwed / revised and modified over time as we learn and improve our systems

1. Best practice from other Higher Education Institutions

a. Use of multiple sources of information.

b. Formative approaches, with emphasis on professional reflection.

c. Portfolio models.

d. Exploration 360 degree feedback models

2. Strategies for improvement

a. Focus on fostering success.

b. Improve support systems in lecture rooms

c. Improve recruitment, orientation, development and retention.

d. Improve professional development, counselling and other support services.

e. Provide feedback from students.

f. Revise evaluation for staff on probation.

g. Study academic staff formative evaluation systems at other institutions

The current situation at _____________ University:  Academuic Staff Evaluation
· Rich feedback on program from curriculum development committee advisory groups and other Senate sub-committees.
· Opportunities for professional development and information sharing.
· No formal review feedback to individual lecturing staff.
· No consistent feedback from students on teaching and courses.
· Heads of Departments (HODs) and Heads of Schools (HOSs) have from 5-25 full-time staff reporting directly to them, plus part-time staff and support-staff and also teaching loads.
· Overall full time span of control for academic HOD’s ranges from 5-25 direct reports.
· Evaluations are not happening on a regular / consistent basis.
· Limited capacity to do research.
The proposed annual review pack was compiled with this brief background in mind and is not intended to be all encompassing and the final document, but a start to a very strategic area in our business.

An annual evaluation pack for academic staff, as approved by Central Quality Assurance Committee (14 February 2007) and recommended for approval by the Senate.

PART 2
Procedure
(Continues on succeeeding pages – practical aspects of review)

This document covers the calendar year (January 01 – December 31)

1. The staff member should read the Annual Academic Staff Review Procedure (Section 2) and Criteria (Section 3).

2. The staff member should prepare the Annual Academic Staff Review Academic Planning Document (Section 4) and submit it to the Head of Department for review in October of each year.

3. The staff member should prepare the Annual Academic Staff Review Report of Accomplishments (Section 5) and submit it to the Head of Department for evaluation in March, along with the Head of Department’s Evaluation (Section 6) and the Dean’s Evaluation (Section 7) forms for completion by the administration, respectively:

(a) Supporting documentation must be provided and organised to conform to the Annual Academic Staff Reveiw Criteria (Section 3).

(b) A five-year vita (organised in the style required by the Vice-Principal Academic) must also accompany this document.

4. The Head of Department should evaluate the entire Annual Academic Staff Review, completing the Head of Department’s Evaluation (Section 6), discuss it with the staff member and transmit the results to the Dean’s office in a timely manner.  (Please refer to the annual official University calendar for the exact date of all submissions).

5. The Dean should review all Annual Academic Staff Reviews and Head of Department Evaluations and complete the Dean’s Evaluation (Section 7), noting related comments and / or concerns raised.  These comments will then become a part of the evaluation packet and are, therefore available to the staff member and the Head of Department.  (Please refer to the annual official University calendar for the exact date).
PART 3
Criteria

This criteria will be used for merit performance increment purposes (points will accumulate when no merit increase is given in any financial cycle).  A score of 60 or better is needed to receive special grants or awards and to be considered for vacation employment.  Anyone receiving less than 50 points in any given period receives no points for that period towards merit.  (3) Annual review scores of 60 or less in any given 5-year period triggers a post-tenure review.

**  Student evaluations will be used in assessing this item.

***  Research articles may be carried forward for (2) years.  No refereed journal article in a previous two-year period results in (0) zero points for section 2 for the current year.

Teaching Excellence [60 points]
1. Quality Instruction [45 points maximum]

a. Relevant course outlines

b. Regular Class attendance

c. Regularly maintained office hours

d. Acceptable student evaluation **(minimum score of 6 out of a possible 10 on evaluation) [10 points]
e. Integration of Technology (Audio/visual/computer) [5-10 points]

f. Other teaching enhancing activities [5-10 points]

2. professional development related to teaching [15 points]
a. Relevant professional development related to teaching which may include teaching-related conferences, workshops, seminars, continuing professional development and education, post-doctoral studies etc.

Research / Intellectual Contributions [28 points]
1. Intellectual Contributions (as defined by Senate) [8 points]
a. Intellectual Contributions – No. __________________________
2. refereed journal article *** [20 points maximum]

a. In area of discipline [20 points]

b. Other [10 points]

Service [12 points – 3 points each category]
1. Student involvement evidence – [at least one]
a. Student advising, sponsoring student organizations
b. counselling
c. Sponsoring student organizations 
d. Other
2. Department, school, or university committee service [at least one]
a. Department
b. Faculty
c. University
3. Professional / Community Service [at some level]
a. Professional service activities – No. ____________
b. Community service activities – No. _____________
4. regular attendance and / or participation in Faculty functions [at least two]
a. Awards
b. banquets
c. orientation
d. meetings
e. Institutional seminars
f. school hollidays / winter school 
g. other
PART 4
Academic planning document

Name


Faculty


Department / School


Semester 


Year


Teaching
Goals / Objectives:
action plan:
Research
Goals / Objectives:
action plan:

Community Service
Goals / Objectives:
action plan:

Academic Staff Development
Goals / Objectives:
action plan:

Resourced Needed
	1.
Teaching activities
	R

	2.
research activities
	R

	3.
Community Service
	R

	4.
Academic staff development activities
	R

	5.
technological upgrades
	R

	
Total resources needed
	R


Part 5
Report of accomplishments

Name



Faculty


Department / School



Semester 


Year



Teaching
Research
Community Service
Academic Staff Development
PART 6
Head of dept/school’s evaluation
Name



Faculty


Department / School



Semester 


Year




Reviewed Annual Staff Review:
Yes
No
Date   

Teaching Excellence [60 points]
1. Quality Instruction [45 points maximum]

a. Relevant course outlines

b. Regular Class attendance

c. Regularly maintained office hours

d. Acceptable student evaluation **(minimum score of 6 out of a possible 10 on evaluation) [10 points]

e. Integration of Technology (Audio/visual/computer) [5-10 points]

f. Other teaching enhancing activities [5-10 points]

2. professional development related to teaching [15 points]

a. Relevant professional development related to teaching which may include teaching-related conferences, workshops, seminars, continuing professional development and education, post-doctoral studies etc.

Research / Intellectual Contributions [28 points]
1. Intellectual Contributions (as defined by Senate) [8 points]
a. Intellectual Contributions – No. __________________________
2. refereed journal article *** [20 points maximum]

a. In area of discipline [20 points]

b. Other [10 points]

Service [12 points – 3 points each category]
1. Student involvement evidence – [at least one]
a. Student advising, sponsoring student organizations
b. counselling
c. Sponsoring student organizations 
d. Other
2. Department, school, or university committee service [at least one]
a. Department
b. Faculty
c. University
3. Professional / Community Service [at some level]
a. Professional service activities – No. ____________
b. Community service activities – No. _____________
4. regular attendance and / or participation in Faculty functions [at least two]
a. Awards
b. banquets
c. orientation
d. meetings
e. Institutional seminars
f. school hollidays / winter school 
g. other
This criteria will be used for merit performance increment purposes (points will accumulate when no merit increase is given in any financial cycle).  A score of 60 or better is needed to receive special grants or awards and to be considered for vacation employment.  Anyone receiving less than 50 points in any given period receives no points for that period towards merit.  (3) Annual review scores of 60 or less in any given 5-year period triggers a post-tenure review.

**  Student evaluations will be used in assessing this item.

***  Research articles may be carried forward for (2) years.  No refereed journal article in a previous two-year period results in (0) zero points for section 2 for the current year.

Comments
[15 points total]





[15 points total]
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