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1. Faculty are evaluated on the following schedule: 
 

Assistant Professors: at least twice each year 
 

Associate Professors: at least once every other year (two evaluations before 3rd-year and 
6th-year review) 

 
Full Professors: at least once every three or four years (two evaluations before each 6th-
year review) 

 
2. In accordance with CAS policy, Assistant and Associate Professors are evaluated by 
colleagues at a higher rank. Full Professors are evaluated by colleagues at the same rank. 
Assignments for peer evaluation are distributed equitably among faculty at the appropriate rank. 
 
3. At the beginning of each fall term, the Department Head will assign one or more Peer 
Evaluators (PEs) to each faculty member under review during that academic year. In consultation 
with the faculty member under review, the PE will arrange a time to observe a full class meeting 
during the academic year. Evaluations should be conducted of courses at all levels (general 
education lectures, upper-level undergraduate courses, and graduate courses) prior to Contract 
Renewal and Tenure Reviews. In general, class observations should be scheduled in time for the 
evaluation process to be completed prior to any major reviews (Contract Renewal, Tenure, 
Promotion, 6th-year Post-Tenure) of the faculty member scheduled for the academic year.  
 
4. When the date for class observation has been agreed upon by the PE and the faculty member 
under evaluation, the PE will notify the Department Head of the date and time of the planned 
observation and copy this notice to the faculty member to be evaluated. 
 
5. In the event that the PE and faculty member to be evaluated cannot identify a mutually 
satisfactory time to schedule a class observation (due to schedule conflicts), the PE should notify 
the Department Head in a timely manner so that alternative assignments can be made. 
 
6. The PE may request pedagogical materials (syllabus, course readings, examination materials, 
Blackboard access, or other pedagogical materials relevant to the course) either before or after 
the class observation. The PE may also meet with the faculty member under review, at the 
request of either party, to discuss the review process prior to the class observation. 
 
7. After the class observation, at the request of either party, the PE may meet with the faculty 
member under evaluation to provide pedagogical feedback or to discuss the evaluation. This 
meeting may take place either before or after the PE has provided the faculty member with a copy 
of the written evaluation (see #8 below). 
 



8.  Within two weeks after the class observation, the PE will provide the Department Head and 
the faculty member with a written evaluation of teaching. This written evaluation will follow the 
department’s template in providing a space for the faculty member to indicate receipt of the 
evaluation. The evaluated faculty member should submit a copy of the written evaluation, signed 
to indicate receipt, to the department head within two weeks of receiving it. 
 
9. Written evaluations of teaching will normally include information on the class observed (level 
and size of class); an overview and assessment of pedagogy (including interaction with students, 
use of instructional technology, group discussions, lecture style, and other factors as relevant); an 
overview and assessment of the class content and clarity of presentation; and an overall 
assessment of the class. The letter may also include specific recommendations for improvement. 
 
10. The evaluated faculty member has the right to attach a written response to the evaluation 
before it is placed in the faculty member’s departmental file. If the faculty member chooses to 
attach such a response, she or he may do so within thirty days of the initial receipt of the written 
evaluation. Written responses should be submitted directly to the Department Head, who will 
attach any such responses to the PE’s evaluation prior to placing it in the faculty member’s 
departmental file.  
 
11. If the faculty member does not intend to attach a written response, she or he may indicate this 
when signing the letter of evaluation, at which point the Department Head may immediately add 
the evaluation, signed to indicate receipt, to the faculty member’s departmental file. The faculty 
member may still exercise the right to attach a written response within the thirty-day period. If 
the faculty member indicates an intention to submit a written response, or chooses not to indicate 
an intention either way, then the letter will not be placed into the faculty member’s file until the 
thirty-day period has elapsed. 
 


