
FACULTY/COUNSELOR PROFESSIONAL GROWTH REVIEW

I.   
PHILOSOPHY
(The language in this section refers primarily to faculty, but the guiding principles apply to counselors as well.)
We of Madison Area Technical College believe that the Faculty Professional Growth Review Process (FPGRP) must have as its primary purpose the growth and development of faculty members in their role as instructors.  To this end, we intend to separate the components of this system from other activities which may lead to discipline or dismissal of the faculty member.  If a supervisor finds it necessary to begin such a process, no documents produced within the FPGRP can be used as documentation for discipline or more serious action.  Such information must be gathered under a separate fact-finding process.

Just as the faculty members= roles on the campus are multi-faceted, so the FPGRP  must be.  No single component should be viewed as more important that another, nor should it be viewed in isolation from others.  This system encourages many forms of input and attempts to produce a holistic picture of the faculty member.  The system encourages options and alternatives and is open to creativity and initiative on the part of both the faculty and the supervisor.

The system is rooted in several assumptions about the role of faculty members at the college.  It employs a three-part division of faculty activities which can be found both in the Plan of Professional Development and in several other data gathering tools.  These three activities are:

Professional Growth -The constant process of deepening and enriching the personal understanding of the subject matter of instruction and other issues related to the educational process.

Pedagogic Development -The constant process of improving and widening the skills of instruction, curriculum development, and other abilities which promote student learning.

Institutional Involvement -The productive involvement in the decision-making, planning, and problem-solving work of the program, division and institution as a whole.

By transforming these categories into faculty duties, we find the following:


Professional Growth Activities

Keeping current in content area
Keeping current on teaching and learning
Pedagogic Activities

Delivery of instruction
Immediate Preparation for class

            ii.         Delivery of classroom activities

iii.        Relevant lab/shop activities

Curriculum Activities
Course development

Identification of competencies

Identification of instructional strategies

Materials preparation

Program development/course coordination

Alternative delivery development

Implementation of instructional technology



Assessment
Grading students

Correcting assignments/tests

Student Guidance
Working with individual or groups of students to facilitate learning

                                    b.         Office hours

Advising

Motivating learning and achievement

Career/job preparation

Institutional Involvement Activities

Program Level
Advisory committee activities

Program evaluation involvement

Acting as liaison to external partners

Acting as liaison to internal partners

Recruiting/orienting new students

Division Level
Coordination with other programs

Budget development

College Level
Service on committees

Community
Service to local organizations on behalf of the college

The FPGRP is predicated on the essential value of building trust within the college community.  This system will promote trust by engaging colleagues in productive dialogue about commonly accepted goals.  Further, it will mutually commit faculty and administrators to positive activities to mutually achieve those goals.

The Committee for the Faculty Assessment Program (CFAP) believes that written comments produced in a thoughtful, respectful, and responsible way provide much more information than three or five-point scale ratings.  The latter system can force attention on the rating itself and not on the activity which the rating attempts to evaluate.

The CFAP believes that student input plays an important role in the faculty growth review process.  Carefully constructed student opinionnaires provide objective and useful information about classroom performance.  In the faculty professional growth review process, student opinionnairs constitute only one component of a holistic view of faculty performance.

The CFAP  also believes that peer input has an important role in the faculty professional growth review process.  Clearly, faculty do not function in the supervisory role of administrators; however, this Faculty Professional Growth Review Process is clearly separate from evaluation for discipline.  Peer input can take its rightful place as an important piece of information in the full picture for assessing faculty effectiveness.  Finally, it also encourages administrators to develop the skills of mentoring and coaching, thereby becoming a more effective partner in promoting instructional excellence.

II.   
FACULTY PROFESSIONAL GROWTH REVIEW PROCESS

ANNUAL PROCESS
Professional Development Plan
Each year every faculty member will create a Professional Development Plan.  This plan will follow the outlines on the forms provided and will cover the three basic areas of faculty activity:

Professional Growth

  

Pedagogic Development

  

Institutional Involvement

The Professional Development Plan (PDP) is designed to aid faculty in their professional development.  Plans are developed and reviewed yearly.  There are four phases to the PDP.

Phase 1 - Development of the PDP
The PDP is developed annually by all full-time faculty.  These plans are to be reviewed and/or revised annually with the divisional dean/supervisor.  Faculty may obtain input for their plans from various sources, including students, peers, administrators, and professional associates.

Phase 2 - Review and Finalization of PDP with Dean/Supervisor
Faculty member meets with dean/supervisor to discuss PDP.  Specific institutional support is indicated in the plan.  The faculty member and dean collaborate on the implementation of the plan.

The finalized PDP is signed by faculty member and dean/supervisor and kept on file within the division.  By signing the PDP, deans/supervisors indicate their approval and support of the PDP.  PDP will be used to document a faculty member=s request for professional development funding.

Phase 3 - Implementation
Faculty member follows through on PDP and receives support from the dean/supervisor and the institution.

Phase 4 - Review
Faculty member meets with dean/supervisor to review accomplishments.  The outcome of this assessment is utilized in the development of the next year=s PDP.

The faculty member will do the following in each area:   (a) review goals previously established to determine whether they were achieved; (b) set goals for the coming year; (c) determine what administrative support is needed in order to achieve these goals; and (d) determine what institutional support is needed to achieve these goals.

This plan will be reviewed in an annual conference by the faculty member and his/her supervisor.  Additional goals of this process are as follows:  (a) to review appropriate materials from the Information Packet insofar as they shed light on the goal reviewing and setting process; and (b) to plan what additional materials should be included in the portfolio for the more elaborate four-year evaluation process.

If mutually agreeable to the supervisor and faculty members, the annual process may be conducted with a small team of faculty members.  This option would be appropriate if the faculty members have similar goals and experiences during the year.

Student Opinionnaires
Faculty involved exclusively in the Faculty Professional Growth Process shall have student opinionnaires conducted in classes on a rotational basis to ensure that each course taught by that instructor will have been represented by student opinionnaires at least once every other year.  At a minimum, student opinionnaires will be conducted at least once every other year in summer school classes.  Student opinionnaires shall be conducted in every class each semester for faculty involved in the Faculty Evaluation process.

 
FOUR YEAR PROCESS
While each faculty member completes a Professional Development Plan and has a developmental conference each year, a more intensive evaluation process should take place every three to five years.  This process is viewed to be a year-long, in-depth consideration of all aspects of the role of the faculty member at the college.

During this process, the faculty member looks back over the previous four years and sets some long-term goals for the next four-year period.  In order to accomplish this process, a variety of data gathering activities should take place.  Some are mandatory; others are optional.  But they all should serve to enrich the information about the performance of the faculty member in all of the essential components of his/her professional life.  Information related to this process has been gathered in the Information Packet, both over the last four years, and in the year=s evaluation itself.  Such documentation will culminate in the following activities:

- The Faculty member will schedule a Classroom/Lab Visitation.

- Summaries of student opinionnaires from the current professional 


   development review cycle will be included in the Information Packet.

- An AEvaluation by Self@ will be produced by the faculty member and included in the          Information Packet along with a written statement of educational philosophy.

- A variety of other documents of an optional nature may be produced and included in          the Information Packet.

At the end of this data-gathering and self-reflective period, the faculty member will meet with his/her supervisor to have a conference, at which time a Plan for Professional Development with a four-year focus will be produced.  This plan will be reflective of the issues which have emerged from all of the wide variety of data-gathering activities.  It will, in a sense, set the agenda for the faculty member for the next period and will indicate the level of support required to accomplish these activities by both the supervisor and the institution as a whole.

Probationary faculty may participate in the annual growth review  process each year of their probation; however, all probationary faculty will participate in the Faculty Evaluation Process.

INFORMATION PACKET
General Information
The Information Packet information is to be divided into the following two sections: 

(a) Academic Information, which shall be made available during the Visitation, and (b) Other Information, which will be used during the process to produce the Plan for Professional Development.  It is recognized that some materials in the Information Packet are not meant for public distribution and are available only for confidential review during visitation.

Information Packet
 1.    Academic Information (to be available for the Visitation)

Course Outline, including course assignments

Course Syllabus

Samples of Examinations and Quizzes

Samples of materials, handouts, and duplicated materials distributed in class           

Evaluation Procedure used for final grade

          
2.    Written statement of educational philosophy

3.    Student Opinionnaires

4.    Evaluation of self

5.    Additional Items that may be included:

Department Activities


College Activities (including Union activities)

Other Professional Activities

New Courses Developed

New Teaching Techniques

Conferences Attended

Presentations Made

Published Works

Community Services Performed

Awards and Honors Received

Advisory Committee Involvement

Program Direction

Maintenance and Budgeting Work

Other...

CLASSROOM/LAB VISITATION

A mandatory component of the four-year FPGR process is a Classroom/Lab visitation to the faculty member=s classroom.  It is the goal of this activity to give the faculty member accurate feedback on various aspects of his/her classroom performance.  There are two options for this activity, a Supervisor Visitation or a Team Visitation.

Supervisor Visitation
The following points outline the essential components of this visitation:

Supervisor Selection -It is assumed that the visiting supervisor is normally the direct supervisor of the faculty member.  

Goals/Schedule of Classroom Observations - The supervisor may meet with the faculty member to mutually select goals and determine the number of classroom observations and the dates.  If that is not deemed necessary, the faculty member may submit to his/her supervisor a copy of the form ten days before the first visit.  Multiple observations are encouraged.

Preparation for the Visitation - Ten days before the first visit, the visiting supervisor will receive from the faculty member items found in Section I of the Information Packet: Academic Contents (Course Outline, including course assignments; Course Syllabus; Samples of Examinations and Quizzes; Samples of materials, handouts, and duplicated materials distributed in class; and, Evaluation Procedure used for final grade).  The faculty member may, at his/her option, also choose to share with the visiting supervisor other components of the Information Packet as background for the visitation.

Following the Visitation - After the Classroom/Lab Visitation(s) are conducted, the visiting supervisor will complete the Classroom/Lab Visitation form.  A post-conference meeting is held to review comments and to discuss any questions that may arise.  Any areas for development which are identified should then become items for the Plan of Professional Development.

Options - Should Classroom/Lab Visits prove impractical or undesirable, some faculty may choose to videotape several classes for the visiting supervisor to review.

Team Visitation
The following points outline the essential components of this visitation:

Team Selection - A team will be composed of a minimum of three individuals.  One team member will be an administrator who is the supervisor of the faculty member.  The administrator and the faculty member jointly choose the two other members of the team.  One will be a peer faculty member chosen from the department or division of the evaluee.  This team member is chosen especially for his/her expertise in the content of the material to be observed.  The third member of the team should be chosen based on the particular goals for the evaluation.  For example, if teaching strategies are to be focused on, a member of the Critical Literacy Seminar could be chosen; if the business and industry connection is paramount, a member of the Advisory Committee could be chosen.

Goals/Schedule of Classroom Observations - The members of the team meet with the faculty member to mutually select goals and determine the number of classroom observations and the dates.  Multiple observations are encouraged.

Preparation for the Visitation - Ten days before the first visit, members of the team will receive from the faculty member the following items listed in Section 1, Academic Contents, of the Information Packet: (a) Course Outline, including course assignments; (b) Course Syllabus; (c) Samples of Examinations and Quizzes; (d) Samples of materials, handouts, and duplicated materials distributed in class; and, (e) Evaluation Procedure used for final grade).  The faculty member may, at his/her option, also choose to share with the members of the team other components of the Information Packet as background for the visitation.

Following the Visitation - After the classroom visitations are conducted, the team members may confer but each will separately complete the Classroom Visitation form.  The faculty member will thus receive a minimum of three separately filled-out forms.  The team then has a post-conference with the faculty member to review comments and to discuss any questions that may arise.  Any areas for development which are identified should then become items for the Plan of Professional Development.

Options
1.         If the faculty member chooses, the team visit may be replaced by two         separate visits using the same format by a peer and by the supervisor

2.         Should classroom visits prove impractical or undesirable, some faculty                   may choose to videotape several classes for the team to review.

EVALUATION BY SELF
As part of the preparation for the four-year review, faculty members shall complete an AEvaluation by Self.@  This form will guide the faculty member through a consideration of the three basic responsibilities of the faculty members:

Professional Development

Pedagogy

Institutional Involvement

In addition, the document will allow the faculty member to assess the level of institutional support which has been available in the last three to five years.  Among other issues, this will enable the faculty member to comment on the financial support provided for staff development activities, the facilities and equipment provided for teaching, and the quality of supervision the faculty member has received from the appropriate administrative personnel.

OTHER DATA GATHERING
In addition to the mandatory components, the faculty member may choose to gather information through a variety of other activities to further illuminate his/her professional performance.

Whichever methods are used, the materials produced should be included in the Information Packet.


Peer Evaluation

Supervisor Evaluation

P.S.R.P. Evaluation

Alternative Student Evaluation Tools

Professional Associates Evaluation

Focus Group Evaluation

Videotaping and Micro-teaching

Peer Coaching

Mentoring

Classroom Research

Other













FORMS 

(On following pages)                                                     
Faculty Annual Professional Development Plan
Teacher=s Name _____________________ Department __________________ Coming School Year _______

(Please note: it is not necessary to put a response into every space.  Respond only to those which describe your individual

 goals for the coming year.)
I.  
Pedagogic Activities 




Quality of Delivery of Instruction




Course Development





Program Development/ Course Coordination



Alternative Delivery Development




Implementation of Instructional Technology



Professional Growth Goals for _______ (year)

II.
Assessment of Course/ Program Outcomes  

(Work with development of course and/ or program outcome measures/ assessment of core abilities outcomes.)
Professional Growth Goals for _______ (year)

III.
Student guidance/ Mentoring or Student Organization Sponsorship



A   Student Organization Sponsorship



B.  Student Advisement





C.  Career/ Job Preparation Activities Outside Classroom






D.  Other Student-Centered Activities



Professional Growth Goals for _______ (year)

IV.
Institutional and Cross Divisional Activities (such activities may correspond to involvement in 


community outreach & service, program level, division level and college-wide initiatives.)

A.  Advisory Committee Activities





B.  Program Evaluation Involvement


C.  Liaison to External Groups


D.  Liaison to Internal Groups


E.  Recruitment/ Orientation of New Students


F.  Coordination with Other Programs




G.  Budget Development/ Revenue- Generating Activities (including Grants)





Professional Growth Goals for _______ (year)

V.  
Professional Growth Activities (attach additional sheets if needed)



ACTIVITY 1




____ A.  Currency in content area



____ B.  Currency in Teaching & learning methodology


____ C.  Meet academic field or industry standard

____ D.  Enhancement of teaching core abilities

____ E.  Institutional strategic alignment

____ F.  Department or division goal




____ G.  Certification of qualification activity

____ H.  Other _____________________________

Resource(s) Needed:



Suggested Sources:

ACTIVITY 2




____ A.  Currency in content area

____ B.  Currency in Teaching & learning methodology


____ C.  Meet academic field or industry standard

____ D.  Enhancement of teaching core abilities

____ E.  Institutional strategic alignment

____ F.  Department or division goal

____ G.  Certification of qualification activity

____ H.  Other _____________________________

Resource(s) Needed:



Suggested Sources:

VI.  
Teacher=s Assessment of His/ Her Accomplishments of Prior Year=s Goals

Collaborative Agreement Between Teachers and Supervisor:   To be completed at the time of the teacher/ supervisor 

meeting to agree on the PDP.  The signature of the supervisor is an affirmation of his/ her support of the teacher=s goals.

__________     _________________________      _________________________     ______________________________

Date of PDP      Conference 
                          Faculty Member=s Signature
     Supervisor’s Signature


Supervisor=s Response Form: Annual Professional Growth Review
1.     Summary Comments on Proposed Annual Goals:

A.      Fit with departmental, Educational and Career Planning Center, or institutional goals:

___Excellent

___Appropriate

___Somewhat Related

___Not Obviously Related

B.      Feasibility of Plan for Achieving Goals:

___Excellently designed

___Needs some further consideration of _________________________________

___Does not seem readily achievable because_____________________________

2.      Comments on Accomplishment of Prior Year=s Goals:

___Completed with excellence

___Good progress

___Requires re-design or additional effort

___Little or no progress

___No longer an appropriate and/or feasible goal

Comments:

3.     Noteworthy Achievements of Faculty Member in Past Year:

4.      Recommended activities/best practices related to Faculty Roles and Responsibilities for consideration by the faculty member in his/her growth plan:

Examples
Updating syllabi

Participating in departmental committee work

Learning about                                                                                               
Signed:__________________________ Supervisor________________________Date                 

Faculty signature below indicates that the above comments have been discussed with the faculty member.  The signature does not

indicate agreement or disagreement with the supervisor=s comments.

Signed:__________________________ Faculty Member ___________________Date                 
Supervisor's Response Form: 
Faculty 4-Year Plan Professional Growth Review
1.  
Summary comments on proposed 4-year plan and goals:

A.  
Fit with departmental, divisional or institutional  goals

___  Excellent

___  Appropriate

___  Somewhat related

___  Not obviously related

B.  
Feasibility of plan for achieving goals

___  Excellently designed

___  Needs further consideration of _____________________________________

 
       Does not seem readily achievable because                                                             

2.  
Comments on accomplishments of prior 3 years goals:

        Completed with excellence

___ Good progress

 
       Requires redesign or additional effort

___ Little or no progress

___ No longer an appropriate and/ or feasible goal

3.
Noteworthy achievements of faculty member in past 3 years

4.  
Recommended activities/ best practices related to faculty roles and responsibilities to further faculty member=s 

        continuing growth and development:

Signed  ____________________________ (supervisor)  ________________ (date)

________________________________________________________________________

Faculty signature below indicates that the above comments have been discussed with the faculty member. 

The signature does not indicated agreement or disagreement with the supervisor=s comments.

Signed  _______________________________, (faculty member)  ____________, (date)

12/14/99


Instructions for Administering Student Opinionnaires
Philosophy: The goal is to give students an opportunity to fill out a student opinionnaires form in a representative section of each class an instructor teaches within the four year professional development review cycle.  Student opinionnaires should be conducted in classes on a rotational basis to ensure that each course taught by that teacher shall be represented by student opinionnaires at least once every other year.

Suggested Procedures/ Steps for Administering Student Opinionnaires: Sufficient copies of the student opinionnaires forms will be put in an envelope and sealed by the office of the faculty member=s supervisor.  The teacher picks up the sealed envelope and gives it to a student in the class who will take responsibility for distributing and collecting the opinionnaires.  The student will have responsibility for collecting completed opinionnaires, sealing them in the envelope provided and returning the envelope to the appropriate divisional office at Truax or to the campus administrator=s office when the opinionnaires are administered at locations other than Truax.  The faculty member will leave the room while the forms are distributed, filled out by the students and placed in the envelope for processing.  Completed opinionnaires are processed at the word processing office at Truax and then returned to the faculty.  A supervisor wishing to review the opinionnaires of the previous semester will request in writing that the teacher provide the opinionnaires and comments to the supervisor within a week of receiving the supervisor=s request.  


Preparations for Classroom Visits

Teacher=s Name



Department




Review Cycle for 19__-20__

Classroom Visitation

Class to be visited:



Date/Time:


Place:

I. Checklist of Academic Information Materials To Be Available for the Class Visitation

(Included in the attached Information Packet). Submit 10 days before the visit.

__Course Outline, including course assignments for class to be visited

__Course Syllabus for Current Semester=s Course

__Sample Examinations and Quizzes

__Samples of Materials Distributed in Class





__Evaluation Procedures used for Final Grade (if not included in syllabus)

II. Goals of class session to be visited:

III. Any contextual or background information which would increase the observer=s understanding of 

      this classroom=s activities:

Instructor                                                                    
Division                                                                       
Date                                                                             Evaluator                                                                     
-1-


