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FACULTY PERFORMANCE APPRAISAL 
APPENDIX A 

 

Classroom Observation Form 
 
Instructor’s name          Date 
 

        

Course title         Observation Number 
 

       

Observed activities 
Yes   
                 Preliminary observations 

No 

___   ___  Instructor arrived on time 
___   ___  Class ran for required period of time 
 
A. Learning environment descriptions 
___   ___  Student attentiveness 
___   ___  Instructor encouragement of participation 
___   ___  Instructor interaction with students 
___   ___  Ability to present material to maintain student interest 
___   ___  Teaching techniques used 
___   ___  Quality of classroom environment 
___   ___  Extent to which syllabus reflects observed class activity  
___   ___  Appropriateness of any AV materials used 
___   ___  Relation of class to previous and future classes 
 
B. Knowledge 
___   ___  Preparation of instructor for class 
___   ___  Depth of knowledge of subject matter 
___   ___  Clarity of instructor in discussion of materials and answering questions 
 
C. Summary 

Strengths 
 Suggestions 
 Instructor response 
 
Appraiser 
 

        

 
 

NOTE:  This form can be accessed at J:\forms\Teaching and Learning\Faculty Evaluation documents  
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  FACULTY PERFORMANCE APPRAISAL 
APPENDIX B 

 

Syllabus Review Form 
 
Instructor’s name          Date 
 

        

Course title        
 

 Syllabus Available ______ 

The syllabus is an expansion of the common course outline that includes details relevant to the instructor 
and semester offered.  The syllabus must be distributed on the first day of classes to all students registered 
in the course and filed with the Office of the Vice President of Teaching and Learning.   
 
Required information items included in course syllabus: 
Yes    
  

No 

___   ___  Catalog description  
___   ___  Instructor name 
___   ___  Semester, year and section number for this offering of the course 
___   ___  Common Course Outline elements  
___   ___   Recommended entry stills/knowledge 
___   ___   Learning outcomes/competencies 
___   ___   Minnesota Transfer Curriculum; and/or 
___   ___   Other competencies 
___   ___   Any required information such as fees, directives on hazardous materials 
___   ___   Detailed outline of the specific content to be covered 
___   ___   Readings/required textbooks; and/or other required or recommended  
                  readings 
___   ___   Specific methods of assessing student learning 
___   ___   Calendar of assignments, exams, due dates for papers 
___   ___   Instructor’s attendance policy 
___   ___   Instructor’s grading policies and evaluation procedures 
___   ___   Instructor information (0ffice location, office hours, telephone and contact  
                  information) 
___   ___   Statement of academic integrity (classroom behavior and expectations for  
                  original work) 
 
Any items noted as missing above should be included in future course syllabi. 
 
Appraiser 
 

        

 
NOTE:  This form can be accessed at J:\forms\Teaching and Learning\Faculty Evaluation documents  
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FACULTY PERFORMANCE APPRAISAL 
APPENDIX C 
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FACULTY PERFORMANCE APPRAISAL 
APPENDIX D 

 
 

Materials Evaluation (Counselor) 
 

 
Counselor’s name          Date 
 

        

 
I. Counseling Practice and Procedures 
 

1. Philosophy of counseling 
2. Knowledge of ethical and legal practices and procedures 
3. Implementation of ethical and legal practices and procedures 
4. Knowledge of resources and referrals 
5. Appropriate use of resources and referrals 
6. Completion of assignments 

 
II. Student Assessment 

1. Use of appropriate techniques 
2. Use of appropriate assessment instruments 
3. Feedback of results to student 
4. Establish a plan of action based on assessment results 

 
III. Summary 

 
Strengths 

 Improvements suggested 
 Instructor response 
 
 
Appraiser 
 

        

 
 
 

NOTE:  This form can be accessed at J:\forms\Teaching and Learning\Faculty Evaluation documents  
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FACULTY PERFORMANCE APPRAISAL  
APPENDIX E 

 
 
UFT Annual Performance Appraisal Report: 
 
Faculty member’s name          Date 
 

        

I have used the following required elements and toolbox items this year: 
 

1. 
 

Required Items 

Check to indicate element has been collected this year (retain in your folder) 
 ____   1 Syllabus  

____   1 set of Student Evaluations (no student comments required) 
  
  
 

2. 
 

Tool Box Items 

Check the one. 
 ____   Peer Observation 

____   Observations of other teaching 
____   Self-evaluation 

 ____   Outside evaluation 
 ____   Zoomerang 
 ____   Document Collection 
 ____   Portfolio 

____        Unedited student comments from 2 student evaluations 
____        List of activities that have contributed to personal and College goals 
____        Other_________________________________________________________________ 

 
 
 
 
 
 
 
 

NOTE:  This form can be accessed at J:\forms\Teaching and Learning\Faculty Evaluation documents  
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FACULTY PERFORMANCE APPRAISAL 
APPENDIX F 

 
 

Comprehensive Faculty Performance Appraisal Report 
 
The instructional improvement process at Rochester Community and Technical College contains four major 
components:  (1) classroom visits on the part of the evaluator; (2) examination of the tests, syllabi, handouts, etc., that 
the instructor prepared for classes; (3) students’ evaluations of the instructor, and (4) review of the professional 
development plan.  After these steps have been carefully performed, a post-conference is held.  The evaluator reviews 
the outcome of the evaluation process and discusses with the faculty member the written assessment to be placed in 
the personnel file.  The faculty member has the option of adding a self-assessment to the final evaluation document. 
 
Summary of Evaluation Findings:     

5 = High 
Rating Scale 

1 = Poor  
NA = Not Applicable 
 

3. 
 

Classroom Observations 

Instructor appears prepared and organized for class  5   4   3   2   1  NA 
Instructor relates current topic to previous class  5   4   3   2   1  NA 
Student attentiveness  5   4   3   2   1  NA  
Instructor’s interaction and rapport with students  5   4   3   2   1  NA 
Use of classroom assessment techniques  5   4   3   2   1  NA 
Instructor’s success in getting students interested/involved  5   4   3   2   1  NA 
Instructor encourages active learning  5   4   3   2   1  NA 
Solicits feedback and addresses questions  5   4   3   2   1  NA 
Instructor summarizes class objectives  5   4   3   2   1  NA  
 
Overall quality of classroom presentation  5   4   3   2   1 
  

4. 
Items to be added in the next revised syllabus include: 
Syllabus Review 

 
Yes No 

 ____   ____ Course description 
 ____   ____ Instructor contact information:  name, office, office hours, telephone  

number 
 ____   ____ Common course outline elements (recommended skills/knowledge,  

learning competencies, MnTC, or any information regarding fees,  
directives on hazardous materials, etc.) 

 ____   ____ Detailed outline of the specific content to be covered 
 ____   ____ Readings (textbooks/other readings) 
 ____   ____ Specific methods of assessing student learning 
 ____   ____ Calendar of assignments, exams, due dates for assignments, etc. 
 ____   ____ Instructor’s attendance policy 
 ____   ____ Instructor’s grading policies and evaluation procedures 
 ____   ____ Statement of academic integrity 
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5. 
 
Student Evaluations of Instruction 

Detailed evaluation results are attached to this report.   
 

6. 
 

Tool Box Items 

Yes No 
 ____   ____ Peer Observation 

____   ____ Observations of other teaching 
____   ____ Self-evaluation 

 ____   ____ Outside evaluation 
 ____   ____ Zoomerang 
 ____   ____ Document Collection 
 ____   ____ Portfolio 
 ____   ____ Other 
 

Detailed summary is attached to this report.   
 
 
 

 
 
 
 
Signature of Faculty 
 
 
Signature of Supervisor 
 
 
Vice President of Teaching and Learning/Student Development and Services 
 
 
Cc:  Faculty Member, Personnel File 
 
 
 
 

 
 
 
 
 

 
NOTE:  This form can be accessed at J:\forms\Teaching and Learning\Faculty Evaluation documents  
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