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I. Scope: This policy applies to all faculty members with teaching appointments from the University. 
 

II. Purpose: To delineate the administrative details concerning evaluation of faculty performance. 
 

III. Procedure:  

A. Procedure Statement: Comprehensive Faculty Evaluations  

DEFINITION: 
The Faculty Evaluation process is the performance evaluation process for teaching faculty, and a 
component of the performance evaluation process for faculty/program coordinators and 
faculty/program directors with teaching responsibilities. It incorporates feedback from 
supervisor(s) and student course evaluations to provide a comprehensive review of the faculty 
member's performance in the areas of teaching, student support, and currency. 

 
FREQUENCY: 
Each faculty member with teaching responsibilities will receive a regular evaluation on an annual 
basis or after completion of four courses, whichever is shorter. The comprehensive evaluation is 
completed at least once every four years, or sooner at the discretion of the Deans or primary 
supervisor.  

 
PROCESS: 
The review process is completed in three parts: 

1) Data collection prior to observation, 

2) The observation itself, 

3) A follow-up discussion between the faculty member and his/her primary supervisor and 
development of an action plan, 

The process is conducted via the Interfolio Faculty Review and Promotion tool.  

 

Before conducting the observation, the primary supervisor will: 

• Review the most recent evaluation. 

• Review available End of Course Evaluation (EOCE) data for courses taught during the 
previous period. 

• Solicit feedback from secondary and tertiary supervisors where appropriate. 

• Review the faculty member's record for evidence of currency in all requirements related to 
the teaching position. 

During the observation, the primary supervisor should capture as many examples as possible of 
"excellence in teaching and learning" and "fostering student development." 
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Following the observation, the primary supervisor will work with the faculty member to: 

• Document an action plan for leveraging strengths and developing opportunities for 
improvement. 

• Recommend participation in the Developmental Evaluation Process (See Part B) if there are 
areas of particular concern. 

 
MANAGEMENT AND STORAGE: 
Primary supervisors will be notified through the Faculty Evaluation and Promotion tool when 
evaluations are due for faculty. The entire process is managed through the tool’s workflow and 
all participants are notified when their portion is to be completed. 

 
Primary supervisors are responsible for ensuring that action plans are implemented. 

 

Documents related to faculty evaluations are the property of the University not the employee. 
Faculty evaluation records and documents will be kept with the faculty member's permanent 
records in an electronic format. The Human Resource Department and local HR representatives 
will have access to these records in addition to those in the direct supervisory line. Outside this 
line, permission is needed except in case of emergency. 

 
USAGE: 
Evaluation results will be used to inform decisions about teaching nominations and to make 
determinations about performance management. The data collected will also be aggregated and 
used to track institutional performance and to inform the annual planning process. 

 

B. Procedure Statement: Developmental Faculty Evaluations 

DEFINITION: 
The Developmental Faculty Evaluation (DFE) is designed to provide support to faculty as needed 
when concerns arise in teaching assignments. The process will help re-orient faculty to 
University expectations regarding excellence in teaching and learning and fostering student 
development. 

 
FREQUENCY: 
The DFE can be conducted when concerns arise based on a formal evaluation or between 
regularly scheduled evaluation activities. 

 
PROCESS: 
The DFE process is completed in five parts: 

1) The faculty member completes a Faculty Instructional Plan; 

2) The faculty member solicits Mid-course Student Feedback; 
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3) The primary supervisor conducts a Mid-course Faculty Observation;

4) The primary supervisor and teaching faculty member have a follow-up debrief discussion
and complete the Faculty Reflection/Action Plan/Debrief form;

5) The Faculty Reflection/Action Plan/Debrief form is signed by both the faculty member and
the primary supervisor must be submitted to the Dean;

6) Dean forwards the completed forms to HR for keeping with the permanent faculty file.

MANAGEMENT: 
Primary supervisors need to inform their Dean if they wish to use the DFE for a faculty member 
as a result of any component of the evaluation process or in response to concerns arising 
between regularly scheduled evaluations. The Dean and primary supervisor will work out an 
appropriate timeline for conducting the DFE. 

Primary supervisors are responsible for ensuring that action plans are implemented. 

STORAGE: 
Documents related to faculty evaluations are the property of the University not the employee. 
Faculty evaluation records and documents will be kept with the faculty member's permanent 
records in an electronic format. The Human Resource Department and local HR representatives 
will have access to these records in addition to those in the direct supervisory line. Outside this 
line, permission is needed except in case of emergency. 

USAGE: 
Evaluation results will be used to inform decisions about teaching nominations and to make 
determinations about performance management. The data collected will also be aggregated and 
used to track institutional performance and to inform the annual planning process. 

IV. Responsibility: The Provost will oversee future review and, if necessary, revision of this policy.

Related Policies & Procedures 
CityU Policy Number 3600.04 Faculty Evaluations Policy 

Unit Head Signature: 

President’s Signature: 


