English Department

GUIDELINES FOR THE NON-TENURE-TRACK FACULTY ANNUAL REVIEW

Following university guidelines, the department carries out an annual evaluation process as part of its ongoing effort to maintain the quality of its programs. The Faculty Collective Bargaining Agreement states, “Non-tenure-track faculty shall be evaluated by the department chair in a manner established by the departmental evaluation plan and on the basis of expectations and duties defined in the letter of offer.” Under no circumstances will such a performance evaluation of a faculty member be undertaken without the faculty member’s knowledge. The College of Humanities and Social Sciences Evaluation Plan states, “Non-tenure-track faculty are evaluated primarily on the basis of teaching.  Non-tenure-track faculty are generally not expected to pursue scholarly activities or to participate in academic policy and programs as part of their employment assignment.”  In keeping with university policy, the department’s annual evaluation process is separate from the hiring process described in the department’s Guidelines for Regular Business.

All English non-tenure-track faculty, with the exception of senior instructor faculty on multi-year appointments, are evaluated annually as required by the Faculty Collective Bargaining Agreement. Non-tenure-track faculty are typically evaluated during spring quarter, although faculty teaching only in the fall or winter may be evaluated earlier.  Non-tenure-track faculty will be asked to submit a file of materials for this evaluation, and the file is normally due to the associate chair by the third Friday of the quarter during which the evaluation takes place.  The associate chair will notify non-tenure-track faculty individually soon after the beginning of the academic year of the specific due date for the evaluation file.  

Non-tenure-track faculty should be aware that the English Department believes that excellence in teaching is best served by a continuing reflection on individual and department goals, successes, and challenges.  We value risk-taking and honor innovation, even where these are not fully successful because of their experimental nature.  We place high value on our colleagues’ continued growth as teachers and are interested in what they are learning about teaching from student and peer evaluations and their own experience in the classroom.  For these reasons, we take colleagues’ self-assessment very seriously in evaluating teaching.

The following materials are to be included in the evaluation file (unless instructed otherwise, in writing, by the chair):

1. A cover letter not to exceed one to three pages that describes your teaching philosophy and pedagogy, and provides information guiding the Non-Tenure-Track Committee in how to read the file.  In this letter it is important to provide a narrative explanation of your philosophy and goals as a teacher, addressing progress toward these goals as noted by the materials in the file (e.g., syllabi, assignments, teaching observation, student evaluations). It is especially helpful if this letter features specific information highlighting aspects of your teaching for the committee.  For example, you may choose to (1) comment on one or more sets of student evaluations, providing a context for the students’ remarks, and/or (2) describe how scholarly, creative, or other professional activities from the past 12 months have enhanced your teaching, and/or (3) describe changes you have made in the courses or pedagogy, and/or (4) highlight risks, experiments and innovations you have taken in the classes, and/or (5) provide evidence of a continuing commitment to the pursuit of excellence in teaching.  Examples of previously submitted, successful letters are available for review. 

2. A complete list of English courses taught each quarter at Western during the past 12 months.

3. For every English course taught, provide a copy of the syllabus and a representative sample of assignments and/or examinations used for assessment. Many instructors have syllabi that contain assignments and/or examinations for their courses: in such cases, you need only provide the syllabi.

4. Beginning fall 2008, instructors will need to provide standard student evaluations (including numerical scores and written comments) for all English classes taught at Western for the past 12 months, as required by the Faculty Collective Bargaining Agreement.  Our department values the voices of students in this process, recognizing the numerical scores and written comments on their evaluations are one indicator of excellence in teaching.  We also acknowledge the potential for bias in student comments and assure all instructors that isolated or eccentric negative comments will be read in context.  (At Western faculty are responsible for obtaining and disseminating course evaluations: to obtain official evaluation forms, please be sure to contact the Testing Center—x3080 or http://www.ac.wwu.edu/~assess/tval.htm in the first three weeks of the quarter.)

5. At least one letter from a tenured or tenure-track faculty member in the English department who has observed you in the classroom during the past 12 months.  

6. Failure to provide any of the required materials in the file will be noted in the evaluation letter.  

The file should be accurately and professionally presented in a binder or binders with labeled sections. The size of the file should not exceed one binder, excluding the binders necessary to organize the required student evaluations.

The Non-Tenure-Track Committee reviews the files and provides information to be included in the annual evaluation letter.  As required by the CHSS Evaluation Plan, the review will address the teaching strengths of the non-tenure-track faculty member, providing suggestions for improvement of areas of weakness where appropriate.

The associate chair drafts the letter, which summarizes the results of the evaluation.  After the chair completes the letter, the faculty member shall receive a copy of the letter and have the opportunity to respond before it is submitted to the dean.  The dean will review the letter to verify compliance with departmental and college standards.  A copy of the dean’s letter shall be provided to the faculty member, the department chair, and the Provost. 
Senior instructors shall be evaluated once during their period of appointment, in the final year if it is a multi-year appointment. 
For a complete description of the evaluation of NTT Faculty, please see Section 8 of the Faculty Collective Bargaining Agreement.

SECTION E:

GUIDELINES FOR PROMOTION TO SENIOR INSTRUCTOR

A NTT faculty member who has five years teaching experience at 0.5 FTE or more in Western's English Department is eligible to apply for the title of Senior Instructor. As stipulated in the Faculty Collective Bargaining Agreement, senior instructors receive a 7% increase in compensation upon advancement and may be granted multi-year appointments, not to exceed three years, when programmatic need exists. For as long as a senior instructor continues to be hired, s/he will be paid with the increase plus any raises negotiated on behalf of faculty in subsequent years. It is possible that, after a three-year contract, the department/university may be in the position to offer only a one-year contract, but the rate of pay remains the same. 

The department values highly the teaching our colleagues offer to other programs and departments.  In order to judge a candidate for promotion who has made such a valuable commitment, the department will consider evidence comparable to what the candidate would have presented for work done within the department. In the cover letter, candidates should also provide a clear account of the history of their appointments (i.e. what fraction was the appointment and in what years). Because the promotion to senior instructor must be applied for from a specific department, an instructor who teaches for more than one department but whose primary work is in English should apply through our department, and we will honor their achievement in other departments.  

For promotion to senior instructor, applicants will submit a file of teaching materials, as requested by the department chair, during the month of February. The promotion review will serve in lieu of the annual review in the year that a candidate goes up for promotion, if the promotion is successful.

The following materials should be included in the evaluation file. 

1. A cover letter not to exceed three pages that addresses your development as a teacher over the last five years and serves as a self-assessment of your professional priorities and goals. You may want to single out a particular course that you have taught over time or a particular challenge that you faced in your courses generally. You may also want to highlight experiments and innovations, new courses, team-teaching and exchange of peer visits, participation in teaching workshops, etc.

2. Copies of all the Letters of Offer in the five-year period.

3. A complete list of courses taught at Western during the past five years.

4. For every English course taught, provide a copy of the syllabus and a representative sample of assignments and/or examinations used for assessment. Many instructors have syllabi that contain assignments and/or examinations for their courses: in such cases, you need only provide the syllabi.

5. All standard student evaluations, including numerical scores and written comments, for each class taught in the five-year period in order to demonstrate a sustained record of excellent teaching. Because the practice of evaluating all classes was not put into place until fall 2008 by the Faculty Collective Bargaining Agreement, applicants may submit five courses per year prior to fall 2008 as was in effect under the previous departmental evaluation guidelines.

6. Copies of the chair's annual evaluation letters in the five-year period.

7. At least one letter from a tenured or tenure-track faculty member in the English department who has observed you in the classroom during the past 12 months.  
The file should be accurately and professionally presented in a binder or binders with labeled sections. The size of the file should not exceed one binder, excluding the binders necessary to organize the required student evaluations.
For promotion to senior instructor, the department expects a record of excellence across the full range of courses that the candidate teaches. The record of excellent teaching that the department expects is spelled out above in the Guidelines for Tenure and Promotion to Associate Professor in Section A: Criteria for Tenure and Promotion, where it states: 

“This is a highly accomplished teaching department that expects a record of excellent teaching. We expect our colleagues to be actively involved in classroom pedagogy and curriculum development, contact with students outside of class, development of their courses, and improvement of their teaching. We expect our colleagues to teach a range of courses but recognize that because of inherent differences in their primary disciplines the profiles of their teaching assignments will vary in class size, course level, and intensity of involvement in the evaluation of student writing. In this context, the department is committed to a multi-faceted evaluation of teaching.

 

Self-Assessment. We believe that excellence in teaching is best served by a continuing reflection on individual and departmental goals, successes, and challenges. We value risk-taking and honor innovation, even where these 
are not    fully successful because of their experimental nature. We place a 
high value on our colleagues' continued growth as teachers and are interested in what they are learning about teaching from student and peer evaluations and their own experience in the classroom. For these reasons, we take colleagues' self-assessment very seriously in evaluating teaching.

 

Student Evaluations. Standard teaching evaluations from the Testing Center, including both numerical scores and written comments, are significant indicators of excellence in teaching. The department values the voices of students in this process, but also acknowledges the potential for bias in student comments. Isolated or eccentric negative comments will be read in context.  On the standard teaching evaluation forms provided by the Testing Center, the good-to-excellent would be 2.9-5.0, although because of the range of forms in use, each evaluation should be considered on its own terms.  According to the Faculty Collective Bargaining Agreement, beginning in fall 2008 faculty must have all of their class evaluated and must include all of those evaluations in their review files.

Peer Evaluations. Peer evaluations show that the candidate's teaching takes into account or reflects the current major directions, assessments, conclusions of the discipline, are helpful in putting the candidate's teaching into perspective by clarifying the academic/intellectual context of a professor's work. 

We also honor all other materials recommended for inclusion in the file as providing important evidence of a continuing commitment to the pursuit of excellence in teaching. We recognize that the kind and amount of material may vary from colleague to colleague.”
 

Department faculty will review the materials in the file to assess the strength of the applicant’s teaching and the extent to which the applicant has demonstrated excellence in teaching and performance of responsibilities outlined in the Letters of Offer. Unless they are on leave, all tenured faculty are required to participate in the review of the application file and submit an individual written assessment of the application along with a vote for or against promotion. Faculty on leave and probationary faculty may also participate. Staff and non-tenure-track faculty do not participate in the evaluation process.

The chair shall summarize individual written faculty evaluations, record the departmental vote, write a complete and substantial assessment of the candidate’s file and recommend for or against promotion to senior instructor in a letter to the dean. If disparities exist among the individual written faculty evaluations, the chair must include an assessment of the basis of these disparities. A copy of the chair’s letter shall be shared with the candidate prior to its submission to the dean. The candidate shall be permitted five working days to review the letter and submit a response correcting any errors of fact. The candidate’s file, evaluations by individual faculty members, the department chair’s letter, and the candidate’s response letter (if submitted) shall be forwarded to the dean.
For a description of the appointment to senior instructor, please see Section 8 of the Faculty Collective Bargaining Agreement.
