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Adjunct Faculty 
Hiring and Evaluation Process

Overview


It is the responsibility of the Department Chairs, upon consultation with program faculty, to hire adjunct faculty. Chairs will process paperwork in accordance with College of Education and University procedures. 
Adjunct will be assigned courses, be provided with syllabi, and notify college bookstore to have correct textbooks on hand prior to the beginning of the term.  Each new adjunct faculty will also be provided a college level orientation (via online mini course module), and be assigned a mentor to ensure that program standards are followed. The Department Chair will attend one class session during the year to assist in teaching methodology and assist with any administrative questions/issues that may come up.
Evaluation

At least one time during the academic year adjunct faculty will be provided with a review and process evaluation. It is the responsibility of each adjunct faculty member to ensure that their annual review packets are submitted. The adjunct faculty and Department Chair will complete this review in a timely fashion and per the published timeline.  The review process for adjunct faculty members will include an abbreviated packet that incorporates their Student Assessment of Instruction (SAI), a classroom visit Evaluation Checklist, and a one-page Self-Reflection. 
· For Adjunct Faculty, evaluation scoring will be based on the following ratios:
· 30% - Classroom Visit 
· 40% - Self-Reflection  
· 30% - Student Assessment of Instruction (SAI) 
Checklist
(To be completed by March 30th of each academic year)

· 1. A review of student evaluation(s) for the terms taught during the year.

· 2. A classroom observation or review of online content completed at least once a year.
· 3. A completed self-reflection.
1. Student Assessment of Instruction 

Based on the average scores from the Student Assessment of Instruction (SAI), adjunct faculty will review student responses.  Upon receipt of the sheets and general comments at the end of each semester, the adjunct faculty member is to complete a self-reflection summarizing his or her conclusions and instructional improvement goals. The average scores and open comments should be submitted to the Department Chair on the Adjunct Evaluation Self - Report Form.
2. Self - Report Form
This self-reflection (2 pages max) is to be submitted at the end of each semester as part of their ongoing evaluation.  The self-reflection consists of the following components: 

a. a reflective discussion/evaluation of each course’s SAI.

b. a short discussion of instructional goals & completion of past goals.

c. Supervisor comments.

                  ----------------------------SAMPLE ------------------------------------

	                                                                   Adjunct Self-Reflection 


Name: ___________________________________

Semester: _______________________

Course(s) Taught            _____________ CRN _________________





_____________ CRN _________________





_____________ CRN ________________


Student Evaluation Average (average of all three course totals, divided by the number of courses taught): _____ 


While completing your reflection, consider the following questions: 

a) In general, what do you need help with in terms of instructional support? 

b) What help do you need in terms of meeting the college/program goals and/or academic compact? 

c) What help do you need to help meet the CACREP standards in your course(s)?

Conclusions and Instructional Development Goals: 

Instructional Goals included/met from previous evaluation period:

     Overall self-evaluation:           1    2    3    4    5
                                                          5 = highest
_______________________________                                   ______________

   Adjunct Faculty Signature                                                               Date

Supervisor/Mentor Comments: 


_______________________________                                  _______________

            Signature                                                                                 Date   




3. Mentor Evaluation Checklist
A peer coaching session consists of an observation of instruction or review of online course materials in the case of those teaching virtual courses by a mentor, followed by a short debriefing session during which the observed faculty and peer coach identify instructional strengths and strategies for improvement. The ‘peer coach’ completes a summary about the observation, and the observed faculty member responds to the summary and the discussion in the Peer Coaching Report.  .  
Instructional Observation Form

An observation is an opportunity for adjunct faculty to receive feedback on their instructional style and abilities.  The observer should note specific strengths, make general comments on the class observed, and provide suggestions for improvement based upon their observation of instruction and review of the syllabus.  

----------------------------SAMPLE ------------------------------------
	Name: ___________________________________
Semester: _______________________

Course(s) Taught  _______________           CRN_____________ _________________


	 

	Goal/Comments
	Check if Observed

	Course syllabus/course standards are attended to

	

	Methods of assessment are clear and appropriate


	

	Lesson has a connection to the course objectives


	

	Presentation is organized and logical

	

	Sufficient time is spent on explanations/activities

	

	Lesson makes connections with previous learning


	

	Questioning time/technique is appropriate 

	

	Instructor responds appropriately to student questions


	

	Instructor’s demeanor is respectful, professional, and conducive to a safe learning environment


	

	Instructor promotes sensitivity to diversity in the classroom


	

	Questions and input are invited


	

	Students appear to be engaged in the lesson


	

	Comments: 

Overall scale:  (1-10 based on number of items checked)

Instructor Signature  
 
Date  

Observer Signature 
 
Date  





Adjunct Faculty Evaluation Summary

The Department Chair will provide this form as well as the self-reflection by May 1 of each year. 

Name: _____________________

1.) Student Evaluation Average:
____
x 0.3 =
_____

2.) Self-Reflection Rating: 
____
x 0.4 =
 ____
3.) Instructional Observation:
____     x 0.3 = ____

Overall Evaluation Rating (Sum of Lines A through C)

=
_____ out of 6.5
_________________________                                                    ___________
Adjunct Faculty Signature                                                                 Date

_________________________                                                    ____________ 
Chair’s Signature                                                                                Date


