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Term Faculty Review Process and Guidelines 
Faculty Manual Section 4.VI.C.2 

 

 
Purpose of the reviews 
The purpose of the reviews is two-fold.  First, the reviews should provide the Chair, Associate 
Dean, and Dean of the College with information regarding the quality of teaching of those 
holding term positions.  Second, the reviews are expected to lead to mentoring of the faculty 
member and to provide an evidence base from which chairs can draw in writing letters of 
recommendation.  Discussions following the receipt of the end-of-course evaluations and the 
annual report, and preceding and/or following the class visits in the 1st, 2nd, and 5th years (and 
every 6th year thereafter), will provide the setting for clarifying the teaching and other 
professional goals of the faculty member. 
 
 

Elements of Term Faculty Reviews 
 

Review Element Annually Year 1 Year 2 Year 5 Every 6th 
year 
thereafter 
(years 11, 
17, etc.)* 

Annual Reports – term faculty 
shall submit an annual report 
to the chair, associate dean, 
and the dean of the college 

X 

    

End-of-course evaluations by 
students – from at least 2 
courses (the chair may specify 
which courses will be 
evaluated) 

X 

    

Class Observations – the chair 
may designate a tenured 
department member to visit 
the class 

 

X X X X 

*The Faculty Manual limit for the full-time employment of faculty members on term contracts has not changed. 

Teaching Specialists and Special Appointments are exceptions to the limit.  The manual stipulates that (apart from 
the Teaching Specialist and Special Appointment positions), full time non-tenure track appointments are renewable 
up to six years, and (in some cases) full-time appointments in the Instructor rank may be renewed in special cases 
beyond 6 years without tenure (Section 4.III.E.6). 

 
Who is covered by these changes?   
The new provisions apply to those in term positions.  “Term” positions are those with contracts 
at .5 FTE or above (the Faculty Manual defines positions that are below .5 FTE as “adjunct,” and 
their contracts are “terminal,” or 1-year in length).  Individuals in Special Appointment (“in 
residence”) or Teaching Specialist (“Associate Professor of Practice”) have their own review 
cycles.   
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Individuals Teaching in More than One Department or Program 
If the faculty member is also teaching in an interdisciplinary program or in a second department, 
the Chair of the department to which the faculty member is appointed should consult with the 
other Chair or Program Director about the advisability of selecting for observation one of the 
courses taught in this second area for review, including collecting end-of-course information 
and/or for class observation. In this case, the Program Director or other chair should review the 
end-of-course evaluations and should conduct the classroom observation (or designate a 
tenured member of the program to do so).  
 
Collection and Use of the Evidence 
Annual Reports.  Typically, Department Chairs and Associate Deans read and respond to annual 
reports. In addition to discussing teaching performance and goals, chairs might want to address 
term colleagues’ goals for scholarship/artistic work and (when appropriate) their opportunities 
to engage with the college community and department, as well as development opportunities 
available to them.   
 
End-of-Course Evaluations.  Best practice includes seeking student feedback on every course that 
one teaches.  Increasingly, faculty members are also using mid-term evaluations or other forms 
of student feedback as well.  Starting Sept. 1, 2017, end-of-course evaluations shall be 
administered annually for those holding term appointments, with at least two courses for a full-
time appointment (Faculty Manual Section 4.VI.C.2). Templates are available on the college 
website.  Guidelines for developing questions that provide useful information can be found on 
the Institutional Research and Effectiveness website. 
 
Chairs should advise term faculty members on strategies for assuring sufficient feedback, 
including setting aside time (and, in some cases, a location) for administering the evaluation and 
ensuring anonymity.  Chairs must have access to the evaluations, and the faculty member should 
not be able to modify the results.  Chairs should be ready to help the faculty member put 
student feedback into context, and clarify department expectations in regard to teaching.  
Evaluations that include one or two prompts inviting narrative responses can help readers 
interpret the quantitative elements of student feedback.   
 
No source of information provides a complete picture of an individual’s performance, and some 
sources call for particular care in their interpretation and use. Students’ candid and confidential 
assessment of their learning experience in a course is an important source of information for 
faculty members.  These responses can also be influenced by implicit bias, and chairs will need to 
exercise good judgment in interpreting them.  Such evaluations should rarely be used as the sole 
source of information about someone’s teaching. Class observations are an important additional 
source of information that can help clarify what students say in evaluations.  
 
Class Visits. The number and timing of class visits is determined by the chair in consultation with 
the faculty member.  Likewise, the chair should identify which courses are visited.  Chairs may 
designate a tenured member of the department to serve as the peer reviewer. In the case of 

http://wp.stolaf.edu/ir-e/guidelines-for-developing-course-evaluation-forms-and-questions/
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interdisciplinary teaching in another department or program, the program director or second 
chair may be asked to serve as peer reviewer of one course.  For reports on class visits to be 
useful to Chairs and Associate Deans, visitors should address the specifics regarding what they 
saw, what was particularly effective or what needed improvement, and what they observed from 
a review of teaching materials and from a discussion with the faculty member. Departments may 
develop their own rubric or modify and use the rubric on the Dean of the College website.  
 
Timing of Collection of Evidence 
When this is possible, the Department Chair should determine the best timing of the collection 
of end-of-course evaluations and class observations so that these can be useful for making 
decisions about possible renewals of appointments or additional offers of appointment (for the 
definition of “renewal” and “new appointment,” see the Faculty Manual Section 4.III.K.1).  
Requests for renewal are due to the Dean of the College by February 1.   
 
Chairs and the faculty members being observed should agree on a date for the classroom 
observation early in the term, certainly no later than by the third week of classes.    
 
Transitioning to the New Review Cycle 
In the case of individuals who have been teaching on term contracts for a number of years, 
Chairs and program directors may consult with their Associate Deans about the year of the first 
of these reviews.  In the case of faculty members who are in 2 and 3-year contracts, Chairs 
should already have a review of performance on file, and may request the Associate Dean and 
the Provost to accept this review as the first of the term reviews called for in the Faculty Manual.   
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