Faculty Evaluation Item Descriptions 
	Standard Duties/Responsibilities for all Faculty: 

	1. Fulfills workload requirements as specified in the CBA, Article 26: Workload.  

	This includes maintaining office hours in the appropriate modalities; engagement in collegerelated professional activities during non-scheduled hours. 

	2. Maintains an approved work schedule on file with the supervisor.  

	Adheres to their approved calendar of workdays. 

	3. Maintains required college and student records in appropriate format (as applicable by employee role).  

	Faculty members must maintain their grades in an appropriate format. Faculty members should consider keeping their grades in Canvas as it will ensure that the supervisor will be able to access the grades in the event that the faculty member is unable to continue teaching the course. 

	4. Maintains documentation and reporting standards in accordance with third-party accrediting bodies and/or compliance regulations (as applicable).  

	This applies to all standards put forth by institutional and disciplinary accrediting bodies. 

	5. Follows college policies and procedures.  

	This includes College Board Rules, APMs, the Collective Bargaining Agreement, and any local, state, or federal policies and procedures that govern the work of the College.  Examples: textbook adoption, syllabus posting, NA completion, final grades posting, IContract/I-Contract follow up, etc. 

	6. Assists in the implementation of college-wide and/or discipline/department goals.  

	Examples: college-wide strategic goals, program assessment goals, outcomes assessment goals, etc. 

	7. While fulfilling work-related duties, maintains professional interactions with stakeholders.  

	See 03-0203 STANDARDS OF EMPLOYEE CONDUCT 

	8. Follows procedures for the custody and use of college property, including classroom and office equipment (as applicable).  

	See APM 04-1101 Property Control and Accounting 

	9. Exhibits timely response to supervisor communications (as applicable based on contract workdays).  



	The supervisor should communicate to their faculty member their expectations of what constitutes a timely response.  

	10. Engages in ongoing curriculum development in specific courses and/or programs (as applicable).  

	Examples: Engagement in regular review and updating of the course and program curricula; annual FLDOE required review of gen ed curricula.  

	11. Follows safety protocols/procedures for course, discipline and/or location where students receive instruction (e.g., appropriate personal protective equipment, equipment safety, laboratory/kitchen safety, automotive/aviation/off-site safety, general classroom/library safety, etc.).  

	While this is important for all faculty, there are particular disciplines where the use of PPE and other safety protocols have a heightened level of importance due to the potential dangers in the classroom. In those instances, an infraction could mean the difference between life and death. Depending on the nature of the infraction, it could be justifiable for the supervisor to mark this item as needs attention based on one infraction. Review APM 09-
0902 STUDENT LABORATORY INSTRUCTIONS AND SAFETY AGREEMENTS 

	12. Contributes to student success and retention activities.  

	The definition of student success is outlined here: Student Success at FSCJ 
Student success priorities and goals in FSCJ’s strategic vision: 2025-2028 Transforming Tomorrow  
See Student Achievement Metrics 

	13. Uses student feedback to improve instruction, when appropriate.  

	Student feedback is an important part of the faculty evaluation process. Supervisors should ask faculty members how they are obtaining and utilizing student feedback to improve their instruction. Article 11 of the Collective Bargaining Agreement states, “ The supervising administrator shall use multiple sources of data, including the findings of observations, the results of the evaluation of instruction by student survey of course sections taught by the faculty member, student results, and pertinent anecdotal information to complete the current evaluation form.” Supervisors should remind their faculty members about encouraging students to complete the end of course evaluation. Not all feedback from students is useful, but faculty members should seek to incorporate the constructive feedback that they receive from students as appropriate. If the faculty member gets feedback in other formats, they can include that in their review.  

	14. Routinely meets required institutional deadlines.  



	If the faculty member does not meet one institutional deadline throughout the entire review period, this may not be enough to warrant a rating of Needs Attention. The faculty member would need to demonstrate a pattern of missing required institutional deadlines in order for this to be marked as Needs Attention. Examples of key deadlines include textbook adoption, syllabus posting, NA completion, final grades posting, I-Contract/I-Contract follow up, etc. 

	15. Collaboratively engages in Part II of this evaluation tool.  

	It is important that the supervisor communicates the date by which the Formative Evaluation should be completed in advance so that the faculty member will have time to do it prior to the supervisor completing Part I (Summative Evaluation). If a faculty member does not complete Part II (Formative Evaluation) of this evaluation tool, the supervisor should mark this item as Needs Attention. 

	Standard Duties/Responsibilities for Teaching Faculty:  

	1. Follows procedures for responding to action items and policies detailed in accommodation memos that originate from FSCJ Student Support Services.  

	This is to ensure that our students are getting the accommodations they need. 

	2. Follows college policies related to developing and submitting course syllabi.  

	Faculty members should use Simple Syllabus to create their syllabi. See APM 09-0201 
Instructional Consistency: Official Course Description, Official Course Outline, and Required 
Syllabus Components   

	3. When applicable, participates in departmental selection of instructional materials as outlined in the CBA.  

	Refer to Article 20: Textbook Selection of the Collective Bargaining Agreement. 

	Standard Duties/Responsibilities for Faculty Librarians:  

	1. Provides instruction on library resources through various modalities, and helps students to find, evaluate, and use information.  

	Faculty librarians provide assistance and instruction to students and the college community in face to face, live online, and online asynchronous modalities. All librarians should be able to provide instruction in the modality required for their audience and adapt instructional techniques as needed. 

	2. Prepares and updates library resources and instructional activities for access and use by the college community.  

	Resources could be digital items such as LibGuides, videos, online modules, games, or other online activities; or physical handouts, in-class activities, scavenger hunts, etc. Some 



	resources are created in collaboration with teaching faculty, and some are created for general use. 

	3. Curates the library collection using allocated funds to support teaching and learning, and to fulfill program and institutional accreditation requirements.  

	Faculty librarians work in conjunction with the LLC Manager to plan spending on library materials. Librarians should cultivate collections that meet the needs of patrons and programs at their respective locations, with a particular interest in library resources for individually accredited programs. 

	4. Builds and maintains partnerships to enrich resource sharing and integrate library services. 

	Faculty librarians develop and maintain partnerships across the college, enabling more comprehensive support for teaching, learning, and research. Integrating library services through collaboration ensures our resources and services are seamlessly embedded into instructional practices, increasing their visibility and impact. 

	 

	Supervisor Summative Comments 

	This comment section is optional. The rationale for including this comment area is to clarify if a situation is habitual or rare (not reflective of the faculty member’s overarching 
performance). Supervisors are encouraged to provide summative comments highlighting the positive work or service in which the faculty member has been involved.  

	Overall Rating 

	Overall rating pertains to Part I of the evaluation, including completion of Part II.   
Having every item in the Standard Duties Section (Part I of this evaluation tool) marked as “satisfactory" does not necessarily mean the faculty member would have an overall satisfactory evaluation. Likewise, having “needs attention” marked in any part of this basic section does not necessarily preclude the faculty member from achieving an overall satisfactory evaluation.  
If an overall rating of Needs Attention is determined, the evaluation will be forwarded to the appropriate Associate Provost/Associate Vice President/Executive Director for approval. The faculty member shall be provided an opportunity to improve his or her performance and an improvement plan shall be developed in collaboration with the faculty member’s immediate supervisor. 



	Recommendations for improvement MUST be written in such a way that both parties can objectively determine that the faculty member took corrective action. Any recommendations for improvement should be addressable in one year or less of the applicable evaluation. 

	Part II: Formative Evaluation  

	The formative evaluation is to be completed by the faculty member. The supervisor is only able to view this section, not rate it.  

	Summary of Activities 

	In bullet-point or narrative format, the faculty member will summarize/highlight activities they have engaged in since their last evaluation. Faculty are further encouraged to define which pillar(s) (Teaching, Professional Development, and Service) they consider addressed by a given activity––remembering that one activity may address more than one pillar. Review 
Appendix B of the Collective Bargaining Agreement for examples of relevant activities.  

	Reflection on the Plan Developed in your Prior Evaluation  

	Faculty engaging in the evaluation tool for the first time (e.g., new faculty and faculty cycling onto this new evaluation tool from the prior tool) will not have a “prior year plan” to review. If faculty members are unsure of how to frame this reflection, they might consider the following reflection questions:  
· What worked well from the plan developed in your prior evaluation?  
· What might not have gone as according to plan? Why?  
· What impact did the plan have on your teaching, if any?  
· What did you learn from engaging in the planned activities?  

	Proposed Plan of Activity for the Upcoming Evaluation Period  

	The faculty member will propose a plan of activity for the upcoming evaluation period in at least one of the three pillars: Teaching, Professional Development, and Service. A given activity may address more than one pillar and activities need not be new––they could be a continuance of effort(s) and/or activities from the prior evaluation period. The proposed plan of activity must align with one or more of the three foundational pillars: Teaching, 
Professional Development, and Service. Emphasis within or across these pillars can vary based on the individual’s career stage and College/Program needs. Faculty should contribute to the institution’s mission in ways that align with their roles, interests, and goals. The depth and breadth of activity associated with a given pillar can vary, and one activity could address multiple/all pillars.  

	Optional Supervisor Comments for Part II  


The supervisor will have the opportunity to provide comments on the faculty member’s formative evaluation. Keep in mind, Innovation requires risk tolerance. Considering progress toward a goal rather than punitive action for unmet goals is what encourages innovation. Faculty and supervisors will collaborate on reviewing what went well and foster space for development and progress toward goals––or revision of goals where useful. 
 
 
