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INTRODUCTION 

Elgin Community College maintains a rigorous system to evaluate performance of the individual Faculty 
Members who provide instruction in the courses and programs approved by the Board of Trustees and the 
Illinois Community College Board. The College tradition of excellence has established the basic standard to be 
superior performance in supporting and carrying out the teaching and learning process. The assigned roles of 
professional faculty at the College may be as a teacher or librarian. Full Time Faculty, non-tenured and tenured, 
and Unit Adjunct Faculty are employed to perform these roles. Components of the evaluation system vary based 
on assigned specialty and employment status to provide appropriate feedback on performance and 
information for decision making and to counsel for improvement. 
 
Faculty evaluation is the responsibility of the Vice President for Teaching, Learning and Student 
Development and that person's designees to the level of the Faculty Member's immediate Supervising 
Administrator. The Office of the Vice President for Teaching, Learning and Student Development 
coordinates the design and operation of the faculty evaluation system. Faculty are the primary resource for 
building and maintaining the curriculum as well as contributing to the learning environment of the college. 
 
The goal of the evaluation system is to follow careful and collaborative hiring with orientation, mentoring, 
evaluation, and continual renewal through professional development to ensure the best possible Faculty for 
the College. Careful attention to meeting this goal within the limits of college resources is directed toward all 
faculty, but special care is taken by both the Administration and Tenured Full Time Faculty when Non-
tenured Full Time Faculty are subject to evaluation during their probationary period. The goal of the tenure 
process is to grant tenure to someone who will be a superior teacher. 

Administrators also supervise and evaluate part time faculty who are members of the organized collective 

bargaining unit. Full time faculty also contribute to quality assurance by accepting assignments as mentors and 

evaluators of Non-Unit Part Time Faculty. All Non-Unit Faculty are evaluated using the part time faculty position 

description and standard college forms for reporting classroom visitation and student evaluation. The criteria 

for evaluation and tenure, the annual evaluation calendar, and the forms used to record completion of 

steps in the process are provided in the following sections. 

Criteria for Evaluation and Tenure 

Distribution of the current edition of the Elgin Community College Evaluation Handbook and dated inserts to 
indicate revisions is the official form for notification of criteria for evaluation and tenure during an academic 
year. Librarian Faculty participate in all processes except Student Evaluation of Instruction; student feedback 
on performance is gathered by alternate methods. The criteria for evaluation apply to all newly hired non-
tenured faculty and all tenured faculty. Non-tenured faculty still in the probationary period remains subject to 
the criteria for evaluation and tenure in force at the beginning of their service. 
 
An orientation to the tenure process for new faculty will be conducted by the Elgin Community College Faculty 
Association and the Vice President for Teaching, Learning, and Student Development or Designee preceding the 
first semester of employment. 
 
In addition a tenure process workshop will be held by the Elgin Community College Faculty Association and 
the Vice President for Teaching, Learning, and Student Development or Designee for non-tenured faculty 
and all tenured faculty and deans who will be members of tenure committees for the purpose of the tenure 
and evaluation process. The objective of the workshop is to communicate the process, the criteria for 
evaluation, and specific requirements to all individuals involved. 



4 
 

EVALUATION CRITERIA 
Non-tenured and Temporary Full Time Teaching Faculty 

 

Process Outcome Measures 

At least one classroom visitation by Supervising 
Administrator or Committee Member per semester at 
mutually agreed time. 

 See Classroom Visitation Form (A.1) or Health 
Professions Clinical Visitation Form (A.2) or Online 
Visitation Form (A.4) 

Satisfactory progress toward the committee’s 
expectation for tenure recommendation on the 
classroom visitation form as recommended by 
the Committee and determined by the 
appropriate Dean/Dean’s Designee on a 
semester basis. 

Student evaluation of instruction of every class (Elgin 
Community College form). The objective portion of the 
student evaluation forms will be tabulated and reported 
only in a summative form with all raw data available for 
review by members of the tenure and evaluation 
committee. 

 See Student Evaluation of Instruction Form (B.1), 
Student Evaluation of Instruction for Performing 
Arts Ensembles & Productions (B.2) or ECC 
Student Evaluation of Instruction/Beginning ESL 
(B.3) 

Satisfactory progress toward the committee’s 
expectation for tenure recommendation as 
recommended by the Committee and 
determined by the Dean/Dean’s Designee for 
the classes evaluated on an annual basis. 

At least one content assessment of a portfolio per year 
by assigned faculty Committee Member 

 See Annual Content Assessment Report Form 
(F.1) 

Satisfactory progress toward the committee’s 
expectations for tenure recommendation in 
providing and delivering accurate, 
understandable and relevant curricular content 
in the course(s) as determined by the content 
assessor. 

Assessment of professional performance to be carried out 
by the Faculty Member. 

 See Annual Self-Assessment Report Form (C.1) 
Observation and assessment of professional 
performance to be carried out by the Dean/Dean’s 
Designee. 

 See Annual Summary Evaluation Conference 
Report Form (D.1) 

Committee recommendation and appropriate 
Dean/Dean’s Designee assessment of 
satisfactory progress toward the committee’s 
expectations for tenure recommendation as 
recorded in the Annual Summary Evaluation 
Conference Report. 
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TENURE AND EVALUATION COMMITTEE 
Non-Tenured and Temporary Full Time Teaching Faculty 

 
The Committee reviews Non-Tenured and Temporary Full Time Faculty evaluative materials and makes 
recommendations to Vice President for Teaching, Learning and Student Development. 
 
Team Makeup - Faculty and Administration 

 Supervising Administrator, Chair 
 Instructional Coordinator or an additional approved Faculty Member 
 Two (2) approved Faculty Members 

 
1. In case of no Instructional Coordinator, the senior Faculty Member, from the seniority list in the department 

or a department of closely related field will serve. Committee service is a contractual obligation of faculty 

selected. The Elgin Community College Faculty Association expects all faculty accepting the responsibility of 

serving on a tenure committee to attend a tenure process workshop.  Faculty serving on more than one tenure 

committee are expected to attend no more than one tenure workshop meeting per academic year.  Should any 

member serving on a tenure committee or a Non-Tenured Faculty Member miss a deadline related to the tenure 

process, the Senate President and the College President will be immediately notified, and a meeting will be 

scheduled with the parties to remedy the situation. 

2.  No Faculty Member will be required to serve on more than one Tenure and Evaluation Committee at a time. 

3. A list of Faculty eligible to serve will be prepared as soon as possible after the Board approves hiring of a full 

time Faculty Member.  The list will: 

 Be mutually determined by Administration and the Association; 

 Include a minimum of four (4) faculty in addition to the Instructional Coordinator (or additional Faculty 
Member) automatically assigned. 

 Include as many faculty as are qualified from among all faculty in the discipline, in closely related 
disciplines and/or in the degrees providing relevant experience. 
 

4. The manner of selection from the eligibility list will be in the following order: 

 One (1) chosen by Association from non-tenured Faculty recommendation 

 One (1) chosen by Administration 
 

5.  Faculty will be determined from an eligibility list no later than the end of the third week of classes for both fall 

and spring hires. 

6. Committee members from the faculty will each serve once as a classroom visitor and once as content assessor 

on a rotating basis during the probationary period. 

7. A summative recommendation will be made as follows: 

 Recommendation of Committee to Dean 

 Committee and Dean’s recommendation to Vice President of Teaching, Learning and Student 
Development 

 Vice President’s recommendation to President 

 President’s recommendation to the Board of trustees in cases of non-renewal, extension of probation for 
one year, or tenure 
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FALL HIRE - EVALUATION CALENDER 
Non-tenured and Temporary Full Time Teaching Faculty 

(This page corrected 1.26.20, see page 7 for correct version) 

 
End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and October 31 

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits +class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty complete  
Classroom Observation Form  

 Committee meets and agrees on feedback   

October 31  Post-Conference between Committee Member and Non-tenured Faculty  

November 30 Supervising Administrator Feedback 

December 1 Content Assessment Portfolio submitted by Non-tenured Faculty 

End of Semester   Student Evaluation of Instruction packets completed and returned 

 Committee meets and agrees on portfolio content assessment feedback 

Convocation Day (Thurs prior 
to term start) 

Content Assessor Report (Appendix F) and Student Evaluation of Instruction 
Report on file in Dean’s/Designee’s office  

Beginning 2nd Week of Classes  All available evaluative materials will be accessible for review by the Committee 
in the Dean’s/Designee’s office  

End of 2nd Week of Classes  Committee recommendation to Vice President for Teaching, Learning and 
Student Development  

End of 3rd Week of Classes  Annual Summary Evaluation Conference (Appendix D) – Dean/Designee and 
Non-tenured Faculty  
 (Within 48 hours after the Annual Summary Evaluation Conference, the Annual 
Summary Evaluation Conference Report will be available for review by the 
Committee in the Dean’s/Designee’s office.)  

Feb 15 Non-tenured Faculty Annual Self-Assessment Report due (Appendix C) 

March 1 Notification of Non-renewal, Extension, or Tenure. (A special Board meeting 
may need to be called to accommodate this deadline.) 

Between End of 3rd Week of 
Classes and April 10   

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
Classroom Observation Form  

 Committee meets and agrees on feedback  

April 10 Post-Conference between Committee Member and Non-tenured Faculty  

End of Semester Student Evaluation of Instruction packets completed and returned 
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FALL HIRE - EVALUATION CALENDAR 
Non-tenured and Temporary Full Time Teaching Faculty 

(Corrected Version 1.26.20) 
 

End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and October 31 

 Pre-Conference between Dean/Designee and Non-tenured Faculty – 
identify session plan and items for observation  

 Dean/Designee visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty 
complete  Classroom Observation Form  

 Committee meets and agrees on feedback   

October 31  Post-Conference between Dean/Designee and Non-tenured Faculty  

December 1 Content Assessment Portfolio submitted by Non-tenured Faculty 

End of Semester   Student Evaluation of Instruction packets completed and returned 

 Committee meets and agrees on portfolio content assessment feedback 

Convocation Day (Thurs prior 
to term start) 

Content Assessor Report (Appendix F) and Student Evaluation of Instruction 
Report on file in Dean’s/Designee’s office  

End of First Week of Classes Non-tenured Faculty Annual Self-Assessment report due (Appendix C) 

Beginning 2nd Week of Classes  All available evaluative materials will be accessible for review by the 
Committee in the Dean’s/Designee’s office  

End of 2nd Week of Classes  Committee recommendation to Vice President for Teaching, Learning and 
Student Development  

End of 3rd Week of Classes  Annual Summary Evaluation Conference (Appendix D) – Dean/Designee and 
Non-tenured Faculty  
 (Within 48 hours after the Annual Summary Evaluation Conference, the 
Annual Summary Evaluation Conference Report will be available for review 
by the Committee in the Dean’s/Designee’s office.)  

March 1 Notification of Non-renewal, Extension, or Tenure. (A special Board meeting 
may need to be called to accommodate this deadline.) 

Between End of 3rd Week of 
Classes and April 10   

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty 
complete Classroom Observation Form  

 Committee meets and agrees on feedback  

April 10 Post-Conference between Committee Member and Non-tenured Faculty  

End of Semester Student Evaluation of Instruction packets completed and returned 
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SPRING HIRE - EVALUATION CALENDER 
Non-tenured and Temporary Full Time Teaching Faculty 

(This page corrected 1.26.20, see page 9 for correct version) 
 

End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and April 10 

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits +class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty complete  
Classroom Visitation Form  

 Committee meets and agrees on feedback   

April 10th Post-Conference between Committee Member and Non-tenured Faculty  

May 1 Content Assessment Portfolio submitted by Non-tenured Faculty 

November 30 Supervising Administrator Feedback 

End of Semester  Student Evaluation of Instruction packets completed and returned 

Convocation Day (Thurs prior 
to term start) 

Content Assessor Report (Appendix F) and Student Evaluation of Instruction 
Report on file in Dean’s/Designee’s office  

Beginning 2nd Week of Classes  All available evaluative materials will be accessible for review by the Committee 
in the Dean’s/Designee’s office  

End of 2nd Week of Classes  Committee recommendation to Vice President for Teaching, Learning and 
Student Development  

End of 3rd Week of Classes  Annual Summary Evaluation Conference (Appendix D) – Dean/Designee and 
Non-tenured Faculty  
 (Within 48 hours after the Annual Summary Evaluation Conference, the Annual 
Summary Evaluation Conference Report will be available for review by the 
Committee in the Dean’s/Designee’s office.)  

Sept 15 Non-tenured Faculty Annual Self-Assessment report due (Appendix C) 

October 1 Notification of Non-renewal, Extension, or Tenure. (A special Board meeting 
may need to be called to accommodate this deadline.) 

Between End of 3rd Week of 
Classes and October 31  

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
Classroom Observation Form  

 Committee meets and agrees on feedback  

October 31 Post-Conference between Committee Member and Non-tenured Faculty  

End of Semester Student Evaluation of Instruction packets completed and returned 

 

  



9 
 

SPRING HIRE - EVALUATION CALENDAR 
Non-tenured and Temporary Full Time Teaching Faculty 

(Corrected Version 1.26.20) 
 

 

End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and April 10 

 Pre-Conference between Dean/Designee and Non-tenured Faculty – 
identify session plan and items for observation  

 Dean/Designee visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty 
complete  Classroom Visitation Form  

 Committee meets and agrees on feedback   

April 10th Post-Conference between Dean/Designee and Non-tenured Faculty  

May 1 Content Assessment Portfolio submitted by Non-tenured Faculty 

End of Semester  Student Evaluation of Instruction packets completed and returned 

Convocation Day (Thurs prior 
to term start) 

Content Assessor Report (Appendix F) and Student Evaluation of Instruction 
Report on file in Dean’s/Designee’s office  

End of First Week of Classes Non-tenured Faculty Annual Self-Assessment report due (Appendix C) 

Beginning 2nd Week of Classes  All available evaluative materials will be accessible for review by the 
Committee in the Dean’s/Designee’s office  

End of 2nd Week of Classes  Committee recommendation to Vice President for Teaching, Learning and 
Student Development  

End of 3rd Week of Classes  Annual Summary Evaluation Conference (Appendix D) – Dean/Designee and 
Non-tenured Faculty  
 (Within 48 hours after the Annual Summary Evaluation Conference, the 
Annual Summary Evaluation Conference Report will be available for review 
by the Committee in the Dean’s/Designee’s office.)  

October 1 Notification of Non-renewal, Extension, or Tenure. (A special Board meeting 
may need to be called to accommodate this deadline.) 

Between End of 3rd Week of 
Classes and October 31  

 Pre-Conference between Committee Member and Non-tenured Faculty – 
identify session plan and items for observation  

 Committee Member visits class which is videotaped  

 Dean/Designee, Committee Members and Non-tenured Faculty view 
videotape  

 Committee Members, Dean/Designee and Non-tenured Faculty 
complete Classroom Observation Form  

 Committee meets and agrees on feedback  

October 31 Post-Conference between Committee Member and Non-tenured Faculty  

End of Semester Student Evaluation of Instruction packets completed and returned 
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EVALUATION CRITERIA 
 Full-Time and UAII Teaching Faculty 

Criteria 
Performance of Job Tasks/Elements 

Process Outcome Measures 

At least one classroom visitation by Dean/Designee at 
mutually agreed upon time once every three years.  

 See Classroom Observation Form (A.1) or Health 
Professions Clinical Visitation Form (A.2) or 
Online Visitation Form (A.4) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

Student evaluation of instruction of every class within the 
168-day contractual period.  Evaluations shall be provided 
by College Administration. 

 See Student Evaluation of Instruction Form (B.1), 
Student Evaluation of Instruction for Performing 
Arts Ensembles & Productions (B.2) or ECC 
Student Evaluation of Instruction/Beginning ESL 
(B.3) 

Satisfactory completion of the analysis of student 
evaluations component of the Annual Self-
Assessment Report. 

Self-Assessment of performance in the Full Time Teaching 
Faculty position description by the Faculty Member.  Assess 
Professional Development Plan progress. 

 See Annual Self-Assessment Report Form (C.1) 

Satisfactory completion of the Annual Self-
Assessment.  Satisfactory completion of the 
Professional Development component of the 
Annual Self-Assessment. 

One comprehensive evaluation conference every three 
years. 

 See Triennial Summary Evaluation Conference 
Report Form (D.2) 

Dean/ Designee assessment of satisfactory 
performance as recorded in the Report of 
Triennial Summary Evaluation Conference. 

 

EVALUATION CALENDAR 
 Full-time and UAII Teaching Faculty 

 

Year 1:  September 15th Self-Assessment Report completed 

November 30th Self-Assessment feedback by Supervising Administrator  

Fall-Spring Semester Faculty planning and personal development  

End of Fall & Spring 
Semester 

Student Evaluation of Instruction summaries available 
online* 

Year 2: September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

Fall-Spring Semester Faculty planning and personal development  

End of Fall & Spring 
Semester 

Student Evaluation of Instruction summaries available 
online* 

Year 3:  
Triennial Year 

September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

April 15th Classroom Observation Post-Conference completed 

May 10th Triennial Summary Evaluation Conference completed 

End of Fall & Spring 
Semester 

Student Evaluation of Instruction summaries available 
online* 

*If collected in paper form, summaries available following term. 
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EVALUATION CRITERIA 
UNIT ADJUNCT TEACHIING FACULTY I 

Faculty who have taught 6 or more semesters – every two years 
Faculty who have taught for 5 semesters or less – every year* 

Criteria 
Performance of Job Tasks/Elements 
 

Process Outcome Measures 

At least one classroom visitation by Dean/Designee at 
mutually agreed upon time once every two years*.  

 See Classroom Observation Form (A.1) or Health 
Professions Clinical Visitation Form (A.2) or 
Online Visitation Form (A.4) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

Student evaluation of instruction of every class within the 
168-day contractual period.   

 See Student Evaluation of Instruction Form (B.1), 
Student Evaluation of Instruction for Performing 
Arts Ensembles & Productions (B.2) or ECC 
Student Evaluation of Instruction/Beginning ESL 
(B.3) 

Dean/ Designee assessment of satisfactory 
performance as recorded in the Classroom 
Visitation Form and Student Evaluation of 
Instruction Form. 

Self-Assessment of performance in the Unit Adjunct I 
Teaching Faculty position description by the Faculty 
Member.  Assess Professional Development Plan progress. 

 See Annual Self-Assessment Report Form (C.3) 

Satisfactory completion of the Annual Self-
Assessment.  Satisfactory completion of the 
Professional Development component of the 
Annual Self-Assessment. 
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EVALUATION CALENDAR 
Unit Adjunct Teaching Faculty I 

Faculty who have taught 6 or more semesters – every two years 
Faculty who have taught for 5 semesters or less – every year 

 
Faculty who have taught 6 or more semesters – every two years 

Year 1:  September 15th Self-Assessment Report completed 

November 30th Self-Assessment feedback by Supervising Administrator  

Fall-Spring Term Faculty planning and personal development  

End of Fall & Spring 
Term 

Student Evaluation of Instruction summaries available online* 

Year 2: September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

April 15th Classroom Observation Post-Conference completed 

Fall-Spring Term Faculty planning and personal development  

End of Fall & Spring 
Term 

Student Evaluation of Instruction summaries available online* 

*If collected in paper form, summaries available following term. 

Faculty who have taught for 5 semesters or less – every year 

Year 1:  September 15th Self-Assessment Report completed 

November 30th Self-Assessment feedback by Supervising Administrator  

April 15th Classroom Observation Post-Conference completed 

Fall-Spring Term Faculty planning and personal development  

End of Fall & Spring 
Term 

Student Evaluation of Instruction summaries available online* 

*If collected in paper form, summaries available following term. 
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EVALUATION CRITERIA 
 Non-Unit Adjunct Teaching Faculty 

 
Criteria 

Performance of Job Tasks/Elements 

Process Outcome Measures 

At least one classroom visitation by Dean/Designee at 
mutually agreed upon time.  

 See Classroom Observation Form (A.1) or Health 
Professions Clinical Visitation Form (A.2) or 
Online Visitation Form (A.4) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

Student evaluation of instruction  

 See Student Evaluation of Instruction Form (B.1), 
Student Evaluation of Instruction for Performing 
Arts Ensembles & Productions (B.2) or ECC 
Student Evaluation of Instruction/Beginning ESL 
(B.3) 

Dean/ Designee assessment of satisfactory 
performance as recorded in the Classroom 
Observation Form and Student Evaluation of 
Instruction Form. 

 

 

EVALUATION CALENDAR 
 Non-Unit Adjunct Teaching Faculty 

 
Fall Semester 

September 15 Faculty Supervisors assigned 

December 1 Classroom Observation process completed by Faculty Supervisor 

End of Semester Student Evaluations summaries available online* 

 

Spring Semester 

February 15 Faculty Supervisors assigned 

May 1 Classroom Observation process completed by Faculty Supervisor 

End of Semester Student Evaluations summaries available online* 

 

Summer Semester 

June 15 Faculty Supervisors assigned 

August10 Classroom Observation process completed by Faculty Supervisor 

End of Semester Student Evaluations summaries available online* 

 

*If collected in paper form, summaries available following term. 
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EVALUATION CRITERIA  
Non-tenured and Temporary Full Time Librarian Faculty 

 
Criteria 
Performance of Job Tasks/Elements and Work Related Activities 
 

Process Outcome Measures 

At least one observation by Supervising Administrator or 
Committee Member per semester at mutually agreed 
time.  

 See Library Faculty Workplace Observation Form 
(A.3) or Librarian Faculty Online Observation 
Form (A.5) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

At least one Content Assessment of a portfolio per year by 
assigned Faculty Committee Member 

 See Annual Content Assessment Report Form (F.2) 

Satisfactory performance to fulfill professional 
duties as determined by Content Assessor. 

Assessment of professional performance to be carried out by 
the Librarian Faculty Member. 

 See Annual Self-Assessment Report Form (C.4) 
Supervisory review of Librarian’s effectiveness in performing 
related responsibilities defined in the job description and 
work-related goals. 

 See Annual Summary Evaluation Conference 
Report Form (D.3) 

Committee recommendation and appropriate 
Dean/ Designee assessment of satisfactory 
progress toward the Committee’s expectations 
for tenure recommendation as recorded in the 
Annual Summary Evaluation Conference Report. 
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TENURE AND EVALUATION COMMITTEE  
Non-tenured and Temporary Full Time Librarian Faculty 

 
The Committee reviews Non-tenured Faculty evaluative materials and makes recommendations to Vice President for 
Teaching, Learning and Student Development. 
 
Team Makeup-Faculty and Administration 

 Supervising Administrator, Chair 

 Three Librarian Faculty/Teaching Faculty 
 

1. Library Committees will be completed with tenured librarians and faculty from appropriate disciplines or departments 
served. Committee service is a contractual obligation of faculty selected. The Elgin Community College Faculty 
Association expects all faculty accepting the responsibility of serving on a tenure committee to attend a tenure 
process workshop. Faculty serving on more than one tenure committee are expected to attend no more than one 
tenure workshop meeting per academic year. Should a Faculty Member serving on a tenure committee or a non-
tenured Faculty Member miss a deadline related to the tenure process, the Senate President and the College 
President will be immediately notified, and a meeting will be scheduled with the Faculty Member to remedy the 
situation. 

2. No Faculty Member will be required to serve on more than one Tenure and Evaluation Committee at a time. 

3. The eligibility list will be prepared as soon as possible after the board approves hiring of a full time Librarian Faculty 
Member. 

 From faculty names provided by the Librarians from tracking data, the Administration and the 
Association then will determine the list from which the committee members will be drawn 

 The list will include a minimum of four faculty in addition to the Librarian Faculty Member automatically 
assigned. 

 The eligibility list will include as many Librarian Faculty as are qualified from among all Librarian Faculty. 

4. The manner of selection from the eligibility list will be in the following order: 

 One (1) chosen by Faculty Association from non-tenured Librarian Faculty 
recommendation 

 One (1) chosen by Administration 

 
5. Faculty will be determined from an eligibility list no later than the end of the third week classes for both 

fall hires and spring hires. 
 

6. Committee members will each serve once as Content Assessor on a rotating basis during the probationary 
period. 

 
7. A summative recommendation will be made as follows: 

a. Recommendation of Committee to Dean. 

b. Committee and Dean's recommendations to Vice President. 

c. Vice President's recommendation to President. 
d. President's recommendation to Board in cases of non-renewal, renewal, extension of probation for 

one year, or tenure. 
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FALL HIRE 
EVALUATION CALENDAR 

Non-tenured and Temporary Full Time Librarian Faculty 
 

End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and October 31 

 Pre-Conference between Dean/Designee and Non-tenured Librarian Faculty  

 Dean/Designee conducts workplace observation 

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
observation form. 

 Committee meets and agrees on feedback   

October 31   Post-Conference between Committee Member and Non-tenured Faculty  

December 1 Content Assessment Portfolio submitted by Non-tenured Librarian 

 

Spring Semester 

Convocation Day (Thurs prior 
to term start 

Content Assessor’s Report on file 

Beginning 2nd Week of Classes All available evaluative materials will be accessible for review by the Committee 
in the Dean’s/Designee’s office 

End of 2nd Week of Classes Committee Recommendations to Vice President for Teaching, Learning and 
Student Development 

End of 3rd Week of Classes Annual Summary Evaluation Conference – Dean/Designee and Non-tenured 
Librarian Faculty 
(Within 48 hours after the Annual Summary Evaluation Conference, the Annual 
Summery Evaluation Conference Report will be available for review by the 

Feb 15 Non-tenured Librarian Faculty Annual Self-Assessment Report due (Appendix C) 

March 1 Notification of Non-renewal 
(A special Board meeting may need to be called to accommodate this deadline) 

Between End of 3rd Week of 
Classes and April 10 

 Pre-conference between Dean/Designee and Non-tenured Librarian Faculty 

 Dean/Designee conducts workplace observation 

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
observation form 

 Committee meets and agrees on feedback 

April 10 Post-conference between Committee Member and Non-tenured Librarian 
Faculty 
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SPRING HIRE 

EVALUATION CALENDAR  

Non-tenured and Temporary Full Time Librarian Faculty 
 

End of 3rd Week of Classes Committee chosen and Content Assessor chosen 

Between End of 3rd Week of 
Classes and April 10 

 Pre-Conference between Dean/Designee and Non-tenured Librarian Faculty  

 Dean/Designee conducts workplace observation 

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
observation form. 

 Committee meets and agrees on feedback   

April 10   Post-Conference between Committee Member and Non-tenured Faculty  

May 1 Content Assessment Portfolio submitted by Non-tenured Librarian 

 

  Fall Semester 

Convocation Day (Thurs 
prior to term start) 

Content Assessor’s Report on file   

Beginning 2nd Week of 
Classes 

All available evaluative materials will be accessible for review by the Committee in 
the Dean’s/Designee’s office 

End of 2nd Week of Classes Committee Recommendations to Vice President for Teaching, Learning and Student 
Development 

End of 3rd Week of Classes Annual Summary Evaluation Conference – Dean/Designee and Non-tenured 
Librarian Faculty 
(Within 48 hours after the Annual Summary Evaluation Conference, the Annual 
Summery Evaluation Conference Report will be available for review by the 

Sept 15 Non-tenured Librarian Faculty Annual Self-Assessment Report due (Appendix C) 

October 1 Notification of Non-renewal 
(A special Board meeting may need to be called to accommodate this deadline) 

Between End of 3rd Week of 
Classes and October 31 

 Pre-conference between Dean/Designee and Non-tenured Librarian Faculty 

 Dean/Designee conducts workplace observation 

 Committee Members, Dean/Designee and Non-tenured Faculty complete 
observation form 

 Committee meets and agrees on feedback 

October 31 Post-conference between Committee Member and Non-tenured Librarian Faculty 
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EVALUATION CRITERIA  
Tenured Full Time Librarian Faculty 

 
Criteria 
Performance of Job Tasks/Elements and Work Related Activities 
 

Process Outcome Measures 

At least one observation by Dean/Designee at a mutually 
agreed time.  

 See Library Faculty Workplace Observation Form 
(A.3) or Librarian Faculty Online Observation 
Form (A.5) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

Assessment of professional performance to be carried out by 
the Librarian Faculty Member. 

 See Annual Self-Assessment Report Form (C.4) 

Satisfactory completion of the analysis of the job 
task/elements component of the Annual Self-
Assessment. Satisfactory completion of the 
Professional Development component of the 
Annual Self-Assessment. 

Supervisory review of Librarian’s effectiveness in performing 
related responsibilities defined in the job description and 
work-related goals. 

 See Triennial Summary Evaluation Conference 
Report Form (D.4) 

 Dean’s/ Designee assessment of satisfactory 
performance as recorded in the Triennial 
Summary Evaluation Conference Report. 

 

 

EVALUATION CALENDAR 
Tenured Full Time Librarian Faculty 

 

Year 1:  September 15th Self-Assessment Report completed 

November 30th Self-Assessment feedback by Supervising Administrator  

Fall-Spring Term Faculty planning and personal development  

Year 2: September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

Fall-Spring Term Faculty planning and personal development  

Year 3:  
Triennial Year 

September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

April 15th Workplace Observation Post-Conference completed 

May 10th Triennial Summary Evaluation Conference completed 
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EVALUATION CRITERIA  
Unit Adjunct Librarian Faculty 

 
Criteria 
Performance of Job Tasks/Elements and Work Related Activities 
 

Process Outcome Measures 

At least one observation by Dean/Designee at a mutually 
agreed time once every three years. 

 See Library Faculty Workplace Observation Form 
(A.3) or Librarian Faculty Online Observation 
Form (A.5) 

Satisfactory progress on the classroom visitation 
form as determined by Dean/Designee. 

Assessment of professional performance to be carried out by 
the Librarian Faculty Member. 

 See Annual Self-Assessment Report Form (C.8) 

Satisfactory completion of the analysis of the job 
task/elements component of the Annual Self-
Assessment. Satisfactory completion of the 
Professional Development component of the 
Annual Self-Assessment. 

Supervisory review of Librarian’s effectiveness in performing 
related responsibilities defined in the job description and 
work-related goals. 

 See Triennial Summary Evaluation Conference 
Report Form (D.4) 

 Dean’s/ Designee assessment of satisfactory 
performance as recorded in the Triennial 
Summary Evaluation Conference Report. 

 

 

EVALUATION CALENDAR 
Unit Adjunct Librarian Faculty 

 

Year 1:  September 15th Self-Assessment Report completed 

November 30th Self-Assessment feedback by Supervising Administrator  

Fall-Spring Term Faculty planning and personal development  

Year 2: September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

Fall-Spring Term Faculty planning and personal development  

Year 3:  
Triennial Year 

September 15th Self-Assessment Progress completed 

November 30th Self-Assessment feedback by Supervising Administrator 

April 15th Workplace Observation Post-Conference completed 

May 10th Triennial Summary Evaluation Conference completed 
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