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COLLEGE OF WESTERN IDAHO FACULTY HANDBOOK

THIS FACULTY HANDBOOK IS NOT A CONTRACT OF EMPLOYMENT AND IS NOT
INTENDED TO SUPERSEDE ANY PROVISIONS OF THE COLLEGE OF WESTERN
IDAHO POLICY MANUAL AS IT RELATES TO YOUR STATUS AS AN EMPLOYEE OF
THE COLLEGE OF WESTERN IDAHO. ALL PROVISIONS OF THIS HANDBOOK
SHALL BE INTERPRETED IN A MANNER CONSISTENT WITH THIS PARAGRAPH,
AND IN THE EVENT OF ANY IRRECONCILABLE INCONSISTENCIES, THE TERMS
OF THE COLLEGE OF WESTERN IDAHO POLICY MANUAL SHALL PREVAIL.

PURPOSE

The purpose of this handbook is to further clarify the roles, responsibilities, and
privileges of Faculty members of the College of Western Idaho. This handbook is
intended to co-exist with the College of Western Idaho Policy Manual.
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1. PARTICIPATORY GOVERNANCE

1.01 PARTICIPATORY GOVERNANCE AND FACULTY MEETINGS

All faculty members, full time and adjunct, are encouraged to attend faculty meetings. Department and
Faculty Senate meeting times shall be announced publicly. The Faculty Senate President and Vice-
President serve as members of the College Council, a campus-wide decision-making committee
composed of all campus stakeholders.

1.02 FACULTY SENATE AND SENATE EXECUTIVE COMMITTEE

In addition to Department Senators, the CW|1 Faculty will elect three officers (President, Vice President
and Secretary). The Executive Committee is the liaison between the faculty, the administration, and the
Board of Trustees, providing input on policy and procedure issues pertinent to instruction and faculty
personnel matters. Members of the Executive Committee are encouraged to attend the monthly
meetings of the CW I Board of Trustees. Monthly meetings of the Faculty Senate shall be scheduled and
held as needed by the discretion of the Faculty Senate Executive Committee.

1.03 LOCATION OF OFFICIAL COPY OF FACULTY HANDBOOK

The official copy of this Faculty Handbook is kept by the President of the Faculty Senate with a copy to
Human Resources. The Faculty Senate President sees to it that an updated electronic copy is available
on the CW1 website.

1.04 CHANGES TO THE FACULTY HANDBOOK

Changes to the Faculty Handbook are made subject to the following conditions:
A. All faculty initiated changes must be submitted to the Faculty Senate and approved by a simple
majority of the members of the Faculty Senate present at any regularly scheduled or announced
meeting; and
B. All changes must be in writing and must be formally approved by the Vice-President of
Instruction and Student Services (VPISS).
C. Once approved by the VPISS, changes are forwarded to the President, with final approval by
the CWI Board of Trustees.

Faculty members are encouraged to participate in the participatory governance of CWI and may
propose changes and improvements to this handbook through the CW1 Faculty Senate.

1.05 CWI CURRICULUM COMMITTEE
A. The function of the CWI Curriculum Committee is to:
1. Review and make recommendations concerning all new curriculum for CSlI
approval.
a. The basic criteria for the introduction of a new course or program:

i. Fulfill students' needs for their respective programs, satisfy the requests of
members of the community for particular technical or business
occupations, or offer courses that contribute to an enrichment of student
life.

ii. Have qualified instruction available.

iii. General education courses must meet the needs of students on the
freshman or sophomore level at their transfer institution.

2. Resolve all inter-department curricular problems as well as guard against undue proliferation
and duplication of course offerings.
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3. Analyze and make recommendations concerning curriculum matters relating to the articulation
of courses/programs to the state colleges and universities using state board guidelines.

4. Make periodic reviews of curriculum, revising or deleting when necessary.
a. The basic criteria for course revision or deletion:
i.  Alack of qualified faculty member to teach the course.
ii. Insufficient student demand for a particular course or program.
iii. A change in curriculum requirements in a specific major field for which we
offer parallel courses.
iv. Lack of funding.
V. Course is determined to be no longer appropriate for current curricular needs.

5. Make all recommendations to the VPISS to be forwarded and vetted by the CSI
Curriculum Committee.

6. The State Division of Professional Technical Training has final approval authority for PTE
programs. The CWI and CSI Curriculum Committees will review and add recommendations
to PTE curriculum, but the SDPTE retains fAapproval 0

B. CWI Committee Make-up and Terms of Office
The general make-up of CWI Curriculum Committee consists of the following:

1. Department Chairs for General Education and PTE, Curriculum Committee Chair
2. Ex-Officio Members:

VPISS

Dean of General Education

Dean of Professional-Technical Education

Dean of Enrollment and Student Services

Registrar

Director of Center for Workforce Development

Director of Financial Aid, Director of Dual Credit and Instructional Support

Region Ill Tech Prep Coordinator

Director of Library Services

Senior Evaluation Specialist

One student nominated by the Student Senate to serve a one-year term.

The chairperson shall be elected from the committee at large and shall serve a minimum two-year term.
This committee will select a Vice Chair from within the members of the curriculum committee or from the faculty
at large. The Vice Chair shall serve under the Chair for a two-year term before becoming chair of the committee.
The committee serves at the request of the VPISS and the Faculty Senate.

C. Meetings
The CWI Curriculum Committee meets monthly during the academic year. Additional meetings may be
called by the Curriculum Committee Chair as the need arises.

D. Initiating a Curriculum Change Request

All additions, deletions or revisions are presented to the CWI Curriculum Committee. Recommendations
come most commonly from the department where the course/program is or will be based. The person
making the proposal of the course/program and the appropriate chairperson/director should be available
to answer questions on the first reading before the committee.
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Curriculum proposals will be handled as expeditiously as possible. At the following meeting a vote by the
committee will be taken. A simple majority is necessary to pass curriculum committee business.

E. Minutes
Minutes of each meeting will be read, approved and distributed to faculty and administration.

F. The Cooperative Curriculum Change Process with CSI
Proposals for new curricula initiated by CW|1 faculty are vetted through the College of Southern Idaho
curriculum approval process.

The membership of the CSI Curriculum Committee consists of the following:

1. Department Chairs/Directors:

2. Ex Officio Members:
a) Executive Vice President & Chief Academic Officer

b) Instructional Dean

c) Dean of Student Information & Activities

d) Director of Admissions/Registrar

e) One student nominated by the Student Senate (one-year term only)
f)  Director of Summer School, Dual Credit and Adult Evening

g) Parliamentarian (appointed by the Chair)
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2. FACULTY STANDARDS OF PRACTICE

2.01 ACADEMIC FREEDOM

Board Policy 3070 Academic Freedom

The College adheres to Board-approved standards of academic freedom and takes responsibility to
protect faculty and students from inappropriate influences or pressures. Under this umbrella stand
support for independent thinking and the open dissemination of knowledge. Those with teaching
responsibilities are expected to present scholarship objectively and fairly. They are to reveal sources of
intellectual property and identify personal opinions when they voice them.

CW!I recognizes each faculty member®& fundamental right to academic freedom as the cornerstone of the
educational process. Academic freedom ensures that each faculty member will have the freedom to:
A choose appropriate pedagogical methods within recognized professional standards;
A present and discuss controversial or unpopular ideas related to the subject matter, as long
as done so within the limits of the law and not prohibited by the policies of CWI;
A select materials and provide information on controversial subjects in a professional,
reasonable manner;
A conduct research or do creative work on subjects of choice as long as such activity is
within the limits of the law and is not prohibited by the policies of CWI; and
A author or otherwise create controversial or unpopular works of scholarship, as long as such
activity is within the limits of the law and is not prohibited by the policies of CWI.

Implicit in the principles of academic freedom are corollary responsibilities of the faculty who enjoy that
freedom. Incompetence, intellectual dishonesty, proselytizing, moral dereliction, and arbitrary and
capricious disregard of community standards may constitute adequate grounds for dismissal or other
disciplinary sanctions against faculty members.

2.02 ACADEMIC INTEGRITY

CWI strives to create an educational community holding common values of honesty, trustworthiness,
fairness, respectfulness, and responsibility. Faculty are expected to uphold these values and serve as
role models of integrity for students. Faculty must model academic honesty at all times, including
providing proper credit during presentations (including handouts and PowerPoint presentations) and in all
individual academic endeavors.

2.03 POLITICAL ACTIVITY

CWI recognizes that its faculty are members of the educational institution and private citizens. When
faculty speak or write as private citizens, they are free from institutional censorship or discipline;
however, when doing so, the employee shall not in any way indicate that they speak or write as a
representative of CWI. ( See also, the College of Western Idaho Board Policy 5100, Administrative
Procedure 5101, Candidacy for Elective Office.)

2.04 CONFLICT OF COMMITMENT

Faculty have a primary obligation to fulfill the responsibilities for which they are hired. However, faculty
obligations to CWI do not preclude individuals acting as independent agents, engaging in public service,
providing pro-bono services, or accepting employment by parties other than CW|, providing the faculty®
primary responsibility to CWI is not jeopardized thereby. Balancing one& primary commitmentto CW|
and commitments to outside entities may result in conflicts of time and availability. In such cases, the
following principles apply: (See also CWI Board Policy 5230, Administrative Procedure 5231)

A. Outside employment or obligations are not to impair the quality of instruction or professional
performance of faculty. Any alterations to general duties (e.g., course modifications, time from
work) will be reported in advance to immediate supervisors. Faculty are responsible for
demonstrating how, and ensuring that, the quality of instruction will be preserved.

B. There is no monetary cap for compensation received by faculty for outside employment.
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C. No CWI resources (e.g., copying, mailing, administrative staff time) will be utilized for outside
employment absent prior written approval from the VPISS and the Vice President of Finance and
Administration. In such cases, faculty may be required to reimburse the College as a prerequisite
for the use of CWI resources. Incidental uses of CW|1 resources (contact by phone, e-mail, or
informal meeting on CW|1 property does not require prior approval).

2.05 NEPOTISM POLICY

CW!I recognizes that family relationships should not pose barriers for obtaining educational opportunities at
CW!I. Due to the potential for real or perceived conflicts of interest, favoritism and/or bias, CW|I requires
that where familial relationships exist in a situation where there is an evaluative component (e.g. faculty to
student, coach to student, advisor to advisee, etc.) disclosure of such relationship to administrators is
required. Furthermore, faculty and their administrator(s) must be able to demonstrate how evaluative or
supervisory functions have been modified, or appropriate recusals made, to rectify such conflict of interest.
Supervisors/administrators may exercise their discretion in evaluating the adequacy of modifications or
arrangements to be put in place. For further clarification, see CWI Board Policy 51008 Employee
Conduct, and Administrative Procedure 5101, Nepotism Policy.

2.06 PATENTS AND COPYRIGHTS

CWI1 will adhere to the provisions of state and federal copyright laws and regulations. The College does
not condone the illegal use, reproduction, distribution, public display, or performance of copyrighted
materials in any form. Only legal copies of copyrighted materials may be made or used on College
equipment. The College does not give permission for any illegal copying of any College owned
copyrighted materials. See CWI Board Policy 5100, Administrative Procedure 5101, Employee Conductd
Copyright and Patent Infringement.

A. Use of Patented or Copyrighted Material
Faculty members shall respect copyright protected material in accordance with accepted guidelines
which define professional privileges enjoyed by the teaching profession. General guidelines dealing
with print media and computer programs are on file in the CWI| library. W here specific and well-defined
special arrangements exist, these should be followed. Faculty members must not copy nor facilitate
others' copying protected software, print material, and non-print material.

B. Development of Patented or Copyrighted Material
Except as outlined below, CWI faculty, staff, and students shall retain all rights to copyrighted and
published works produced by them. Copyrightable material, including but not limited to, books,
articles, course materials, musical or dramatic compositions, videos, computer software, architectural
designs, paintings, sculptures, or traditional academic works developed by employees without College
support other than the use of the staff member's own office and College facilities which are
considered part of the normal academic environment and which typically would not involve an
additional cost to the College shall be the property of the author.

When College employees are employed or directed within the scope of their employment to produce a
specific work subject to copyright, or such work is produced pursuant to a specific contract, the
College may retain copyright and royalties. If the development of copyrighted materials is supported
by a sponsor, the College and the author must adhere to the terms and conditions of the grant or
contract.

2.07 TUTORING FOR PAY

Faculty are not allowed to accept tutoring payment from current CW |1 students. Faculty members soliciting
tutoring assignments or joining any organization for the purpose of procuring tutoring assignments must
not act in a way to suggest a conflict of interest with CW1 or improper access to the student body for
personal gain.
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2.08 RELEASE OF STUDENT INFORMATION

The Family Educational Rights and Privacy Act (FERPA) was designed to protect the privacy of a
student's educational records, to establish the right of students to inspect and review their educational
records, and to provide guidelines for the correction of inaccurate or misleading data through information
and formal hearings. Proper identification is required before a student can view his or her records.
Students have a right to file complaints with FERPA concerning alleged failures by the institution to
comply with the act. Questions concerning FERPA should be referred to the Director of Student Services.

Student Services maintains a records file which contains the Application for Admission, assessment
profile, high school transcripts and/or GED scores, CWI placement test scores, transcripts from other post-
secondary institutions attended, correspondence to and/or from them, and student requests for release of
transcript. School officials who have legitimate educational interests are permitted access to all of these
files.
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3. EMPLOYMENT POLICIES FOR FACULTY

3.01 FULL-TIME FACULTY EMPLOYMENT STATUS

The full-time faculty shall be made up of benefit-eligible full-time personnel (half-time or more) in teaching
appointments. Full-time faculty membership shall not include adjunct instructors, visiting lecturers,
administrators (with the exception of department chairs), nor other non-academic personnel.

3.02 ADJUNCT FACULTY EMPLOYMENT STATUS

Adjunct faculty are to teach no more than 21 credit hours per academic year (not including summer
session). This adjunct teaching load cannot exceed 12 credits in a single semester. On campus work
hours shall not exceed 19 hours per week.

3.03 EMPLOYMENT RECORDS

Payroll and benefits records, including annual and sick leave, are retained in the Human Resources
Office and are also listed on your payroll check stub. Employment records are retained in the Human
Resources Office.

3.04 SALARY
A current listing of salary ranges for college employees is on file in the Human Resources Office. Refer to
the step/column advancement grid in Appendix A.

3.05 SUMMER TEACHING CONTRACTS

Summer school operations are separate from the regular fall and spring procedures and are subject to
change each summer based on students, teachers, space, funding and other contingencies. Faculty
members may be offered the opportunity to teach summer school, and will be offered preference over
adjunct faculty for sections. Compensation for summer school will be the current credit hour pay rate for
adjunct faculty.

3.06 EMPLOYMENT POLICIES FOR FULL-TIME FACULTY

Full-time faculty are subject to the College of Western Idaho Policy 5010 and Administrative Procedure
5011, in addition to the policies set forth in this Faculty Handbook and are available to all employees on
the CWI website.

3.06.01 Appointment of Full-Time Faculty

Faculty members are appointed on the basis of credentials and interviews. Credentials can be evidenced
by: transcripts of college work, certification verification, letters of recommendation, application, or
nomination, application documents and interview results. All relevant information must be on file in the
office of the appropriate Instructional Dean before a letter of appointment can be written.

A. Credentials

1. Full-time faculty members in academic instructional areas should hold a master's
degree in the field in which they teach or related field. If the master's degree is not
in the subject area, faculty members must have completed a minimum of 12 credit
hours of graduate credit in the subject area to be taught. The College of Western
Idaho does reserve the right to hire faculty with a bachelor's degree in the field in
which they teach. The faculty memberwi t hout a massteempeteadegr ee
master's degree in the subject area or related field within five years of date of hire for
continued employment.

2. Professional/technical faculty must possess the necessary certifications, licenses, and
experiences to meet the requirements for Idaho Professional Technical Education (PTE)
Certification. PTE faculty without college degrees will be encouraged to work toward and
complete appropriate degrees.
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B. Job Posting
Refer to Human resources documentation on their CWI Portal sited Recruitment Procedures.

3.07 EMPLOYMENT POLICIES FOR ADJUNCT FACULTY
Adjunct faculty are subject to CWI Board Policy 5010 and Administrative Procedure 5011, in addition to
the policies and procedures set forth in this Faculty Handbook.

3.07.01 Appointment of Adjunct Faculty

CW 1 will strive to employ adjunct faculty in the academic and professional technical teaching areas with
the same qualifications as full-time contracted faculty. Adjunct faculty will be selected by the department
chair in consultation with the department faculty and subject to approval and hiring by the appropriate
Instructional Dean.

A. Course load: Adjunct faculty are to teach no more than 21 credit hours per academic year (not
including summer session). This adjunct teaching load cannot exceed 12 credits in a single
semester. On campus work hours shall not exceed 19 hours per week.

B. Benefits: Except as required by law or otherwise provided by the Board, adjunct faculty are not
eligible for CW|1 benefits with the exception of the following (at the discretion of the Department
Chair):

9 Library access
1 An orientation program
1 Voice mailbox
1 Network/e-mail account

C. Appointment of adjunct faculty: Adjunct faculty will be issued a Letter of Teaching Appointment
indicating their teaching load and total compensation for each semester. Adjunct faculty will be
compensated at the established CW|1 adjunct faculty pay rate per credit hour or contact hour. CWI
may choose to prorate an adjunct faculty member& salary for a specific class based upon low student
enrollment. Prior to prorating the salary, the adjunct faculty member will be given the choice of not
teaching the class.CWI reserves the right to replace adjunct faculty with full-time faculty if needed.

D. Responsibilities: Adjunct faculty® high level of commitment to students and assignments will help
maintain the reputation of CWI. Adjunct faculty demonstrate this commitment by being concerned
for each student and his/her progress; being prepared for each class; being prompt to class; using
the full instructional period; communicating problems, concerns, and successes to department
supervisors; and responding to communications and suggestions from supervisors.

E. Adjunct salaries: The salary for adjunct faculty is based on a standard credit/contact rate per unit, or
at a fixed rate per student determined by the number of students in a class. Information on adjunct
salary schedules are available through the Human Resource Office.

3.08 FACULTY RANK
The faculty at CWI1 are eligible for the following ranks:

Instructor
Assistant Professor
Associate Professor
Professor

= =4 =4 =4

All faculty will be initially placed at the Instructor rank and must serve at least their first three years at
this rank. Faculty advancement in rank is conferred through a process including faculty peer review,
instructional administration review, college president endorsement, with final approval by C Wis 6
Board of Trustees.
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Instructors are professionals with expertise in their subject matter. Instructors are expected to be
responsive to students, be good communicators, and be fair, consistent, and timely in feedback and
evaluation. Instructors must meet the minimum contractual requirements as follows:

1 Teaches a minimum semester credit load of courses in accordance with the Faculty Handbook
(Section 4.01.02); plans and prepares an approved course of study that includes measureable
Course Objectives (content goals) for each course; and reports student outcomes as appropriate.

1 Maintains scheduled classes and handles any cancelations in accordance with CWI policies;
maintains Office Hours in accordance with CWI policies.

1 Participates in Student Advising; attends and participates in department and college meetings/in-
serviceltraining; performs other duties as either chosen by the employee or assigned by the
Department Chair.

1 Works in compliance of employment, EEO, Security, and workplace safety issues.

The procedures outlined in this section are established to insure the consistent and equitable
implementation of this policy for all full-time faculty members of the College.

3.08.01 Initial Step Placement Guidelines:
Initial hire faculty may be placed in steps one through seven according to experience and program
needs. All new faculty will be hired as instructors and will not be eligible for rank promotion until
completing at least three years of continuous employment. Step credit for previous experience shall be
granted as follows:

1. Credit for previous full-time teaching, in an accredited public institution will be on a year-for-year
basis.

2. Credit for additional appropriate work experience, as required on the job announcement but not
included in number 1, will be on the basis of one step for each two years of work experience.
Graduate teaching assistant experience and fellowships may be considered under number 3 below.

3. A new faculty employee with additional related academic work experience not included under
numbers 1 and 2 above may request that additional step(s) be granted. The request shall be
submitted to the Department Chair. The Department Chair will then make a recommendation to the
Dean.

4. If the candidate has other teaching experience it will be equated to a full-time year using the
following standards:

High School: One year, full-time appointment.

Adult Education: One year full-time is approximately 1000 total hours of assignment OR 25 to 30
hours of assignment for a 30 week academic year.

College: 30 semester units and/or contact hours as applicable (i.e., lab sections), equals one full-
time annual load. PTE faculty may be scheduled using 2 lab contact hours in lieu of 1 semester unit
for the purposes of teaching load.

The Board of Trustees has the authority to determine exceptions to the placement criteria above.

3.08.02 Advancement In Steps
A faculty member may be advanced one step on the salary schedule (see Appendix A), dependent upon

Board-approved budget, each year on July 1 provided the following criteria have been met:

a) At least two full semesters of employment have been completed, and
b) Satisfactory professional growth as defined by the achievement of two Professional Development
Units has been completed with appropriate approvals (see 3.08.03), and
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¢) Faculty evaluations completed with an overall performance ratingof i me et s expoect ati ons o
higher, as evidenced by the faculty performance evaluation. Current faculty evaluation forms are
available in the Human Resources Office.

3.08.03 Advancement In Rank
Promotion across the rank scale will be for significant contributions in a variety of possible areas. Rank

promotion is reserved to recognize and reward excellence; not all faculty will necessarily move in rank
(or steps) at the same rate as others. Factors that may be considered include the following:

a) Serve a minimum of three years at his/her current rank

b) Demonstrate excellence in the classroom

c) Foster student engagement and development outside the classroom

d) Serve the College community

e) Engage with relevant stakeholders, TACs, and the community at-large

f) Continue professional development as demonstrated through a minimum of six Professional
Development Units (See definition of PDU, below) and other significant developmental activities

g) Maintain relevant certification

h) Engage in relevant industry and discipline community

i) Demonstrate collaboration efforts with colleagues and other relevant stakeholders

i) Demonstrate mastery through recognition from industry or discipline

Faculty must submit a professional portfolio documenting the relevant achievements to the Faculty
Promotion Committee (FPC). The FPC is appointed by the Faculty Senate.

Once a faculty member has submitted a portfolio to the FPC, the committee will review it and either
approve the submission or will return the submission to the faculty member with specified deficits noted by
the committee. If the FPC approves the portfolio, it will be forwarded, with a recommendation, to the
appropriate Dean and VPISS for recommendation to the College President. CWI Trustees will have final
approval on faculty rank.

Any advancement in rank classification is initiated through a request [format to be defined] filed with the
appropriate department chair no earlier than the sixth semester of continuous teaching. Once the request
has been approved, supporting documentation (portfolio) must be submitted to the FPC prior to the end of
that same semester. It is the responsibility of the individual faculty member to apply for changes in rank
classification. If he or she fails to do so according to the schedule indicated above, change of rank cannot
be made until the following semester.

Please note that this process is still under review. As refinements are made, the Handbook will be
updated to reflect those changes.

3.08.04 Professional Growth Activities
Professional Development Units (PDUSs) are used to create equivalence between various professional

development activities for all faculty. PDUs are the central quantitative measure of faculty development to
be used in step and rank advancement. All professional development activities shall be reported on the
appropriate Form for Professional Growth [still to be developed] and converted to PDUs.

One Professional Development Unit shall consist of one of the following:

a) One semester credit of coursework at a regionally accredited college or university which contributes
to the faculty member's academic growth and development. Courses shall normally be upper
division. Lower division course work must be approved by the Dean.
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b) Presentation or participation in conferences, workshops or non-credit courses are approved by the
Department Chair. Ten hours of this type of activity shall equal two Professional Development
Units. Attendance at conferences (approved by the Department Chair) are credited at one PDU for
ten contact hours.

c) Other professional activities and projects, scholarly pursuits, back-to-industry experience, or other
relevant development approved by the department chair as having direct relevance to the faculty
member's assignment. Faculty will consult with their department chair prior to commencing these
activities. The number of PDUs will be determined on a case-by-case basis, according to the
number of hours of participation.

3.09 FACULTY EVALUATION POLICY

CWI evaluates all faculty members a minimum of once every year using multiple data sources in
accordance with the Northwest Commission of Colleges and Universities Accreditation Standards on
faculty evaluation. The purpose for evaluating faculty is to improve and enhance instructional excellence,
to assist in making sound personnel decisions, and to provide information on the performance of faculty in
their major areas of responsibility. Annual evaluations for CWI will consist of two types, summative or
formative. Summative evaluations are formal evaluations (see appendix for the form) and are
admini stered by t h:d)ddringahe first thrdesyeass wifaeultyempglayment, 2)
immediately prior to any request for consideration of advancement in rank, 3) if there is a deficiency of
performance, or 4) at least once every three years if a faculty is in renewable contact status. Any year a
summative assessment is not performed, a formative assessment will be administered by the direct
supervisor. Formative assessments are documented in writing and will consist of a review of the previous
year activities to include: faculty goals, professional development activities, service activities, review of
student evaluations, and setting of new professional goals for the next year. A summative faculty evaluation
must precede a facul tyos Theerdeni®usdd infewatluatingfacalty megfomeande are n
related to job responsibilities and should be understood by all parties before the evaluation process
begins.

A. Philosophy: The evaluations can only be fair and useful if the results of the evaluation are
discussed with the person being evaluated. Deficiencies in performance or other serious
problems are considered a reasonable basis for termination of employment. Summative
evaluations should not be confused with or considered as a substitute for open, ongoing
communication between supervisors and subordinates.

B. Evaluation Criteria: Faculty are evaluated based upon academic or technical preparation,
teaching effectiveness, professional growth, and professional ethics.

C. Identification of Deficits: When improvement and professional development needs are
identified, the responsibility for improvement and/or change rests with the faculty member. The
institution may assist the faculty member by providing formal and informal improvement
opportunities to the faculty. An opportunity for faculty comment is provided within each formal
evaluation.

D. Formal Evaluation Submission: Faculty and their department chair will complete a formal
evaluation. The formal evaluation will include an observation in the classroom or live performance
of the faculty member once during the evaluation period. The evaluation should include results of
the inputs listed below as agreed to by the faculty and department chair. The evaluation will be
discussed with the faculty member who will sigh a copy of the evaluation to acknowledge its
receipt. The completed evaluation will be submitted to the Human Resources Office for inclusion
in the faculty member®& personnel file.

E. Evaluation Data:
1. Full-Time Faculty:
Full-time faculty members prepare and submit an annual self-evaluation to the appropriate
Department Chair. The report shall address the criteria for faculty evaluation as outlined in the
Faculty Evaluation Form. This narrative is a faculty member's evaluation of his or her own role
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in the College. The objectives should be stated in such a manner that the faculty and the
department chair are able to determine the degree to which the objectives have been
accomplished so they may be evaluated. The following list is not exhaustive but may serve as a
guideline when setting objectives.

a. Instruction is the most important criteria for evaluation. Included in instruction are the
following key criteria:
i. Teaching
ii. Student Focus
iii. Interpersonal Skills
iv. Advising
V. Technical Skills and Use of Instructional Technology.

b. _Service/Professional Development include the following criteria:
i. Service to the College
il Service to the community
iii. Professional Development
iv. Scholarly Activities

c. Accountability/Adaptability include the following criteria:
i. Adaptability for continuous improvement
ii. Flexibility in teaching assignments
iii. Accountability in meeting responsibilities

d. Work Environment/Safety include the following criteria:
i. Respect for colleagues
ii. Compliance with all applicable guidelines
iii. Ethical decision making

2. Additional Peer Review:
Faculty may select two faculty peers in collaboration with their immediate supervisor and/or
their department chair to complete a peer evaluation. Numerous ongoing activities play a
natural part in peer evaluation: sharing ideas, joint problem solving related to student
learning, and feedback between instructors. The peer reports will include the review of
course outlines and syllabi, course texts and materials, examinations, and other measures
of performance. The faculty member being evaluated will compile the peer reports and
submit them as part of the review.

3. Adjunct Faculty:
Adjunct Faculty are not subject to the formal evaluation process. Informal feedback is
given through student evaluations and full-time faculty observations.

F. Appeals Process: If the faculty member disputes the final report, he or she may:
1. pursue institutionally supported alternative dispute resolution processes in an
attempt to resolve evaluation concerns.
2. follow the Grievance Procedure as outlined in the Equal Opportunity Plan located in the
Human Resources Department, if applicable.
3. follow the Complaint Procedure as outlined in the College of Western Idaho Board Policy
5140, Administrative Procedure 5141, if applicable.

3.10 FACULTY LEAVE POLICIES
Faculty are entitled to the following regarding additional leave, as specified in CWI Board Policy 5200
and Administrative Procedure 5201.

3.10.01 Educational Release Time
Release time granted for the purposes of attending approved conferences, seminars, school related
activities, etc., are counted as days of service to CWI to be approved by the Instructional Dean

Page 18 of 37



3.10.02 Professional and Extended Leave

Leave with pay may be allowed faculty and staff members attending conferences and professional
meetings, provided arrangements are approved in advance. Travel expenses and per diem allowances
may be allowed pursuant to CWI| policy.

Extended professional leave may be granted for periods of up to one year to full-time faculty who have
completed at least three years of service at CWI. Extended professional leave is without pay and is
intended to assist the faculty member in completing training at an institution of higher education,
conducting research, or other intellectual pursuits. Extended professional leave must be approved by the
President and the Board of Trustees.

3.10.03 Personal Leave

Faculty are entitled to two (2) days of paid personal leave for each academic year. Personal leave days
do not accrue from year to year. Personal leave for reasons of personal convenience may be granted to
a faculty member upon approval of the department chair. The faculty member must notify his/her
supervisor at least two weeks in advance of the proposed days away, and arrangements must be made
for the coverage of the classes and other responsibilities the faculty member will miss. The faculty
member is responsible to file appropriate documentation with Human Resources.

3.11 TERMINATION OF EMPLOYMENT
Please refer to College of Western Idaho Board Policy 5150, Separation from Employment and Administrative
Procedure 5153 Faculty Termination Procedure.

3.11.01 Retirement
Refer to CWI Board Policy 5150 Separation from Employment and Administrative Procedures 5151
Separation from Employment and 5152 Reduction in Force.

3.11.02 Emeritus Program

Faculty Emeritus status is an honor awarded to full-time faculty members upon retirement who have a
demonstrated history of distinguished service to CW|, and is not automatically given as a matter of
course. Applicants for emeritus status must be recommended by their department, supported by their
administrators, and be recommended by at least three individuals outside of their individual programs.
Additionally, applicants must meet one of the following criteria:

1. Fifteen years of full-time service with CWI.

2. Less than fifteen years with CWI, but due to significant health reasons must take an early
retirement (provided that employee would have been eligible for retirement had he or she fulfilled
the fifteen-year requirement).

3. Completed less than fifteen years with CW|, but in the opinion of the faculty& Department Chair
and the Faculty Senate, the candidate will be actively involved in CWI during retirement.

4. Completed less than fifteen years with CWI, but as a ffounding memberd of the CW1 faculty,
can demonstrate significant service to CWI. A ffounding memberoare those faculty who were
hired during CWI& first 5 years of existence.

A faculty member must apply for emeritus status through an application process as outlined by the Faculty
Senate. Applications are submitted to the Faculty Senate for review. Applications forwarded to the VPISS
for recommendation to the College President. CWI Trustees will have final approval on emeritus status.
After approval, emeritus status will be publicly awarded and recognized at graduation ceremonies.

Faculty designated Emeritus will have the following rights and privileges:
1. They will be listed in the CW| catalog as holding emeritus status.
2. They may provide representation on college committees as recommended by their
departments.
3. They may serve as an official liaison with other portions of the community and region.
4. They may continue to teach courses, receive part-time faculty pay and are eligible to participate
in CWI1& employee education benefits, pursuant to the College of Western Idaho policy.
They may participate in alumni and commencement activities.
They may continue to attend and participate in meetings of the general faculty, but they will not

ou
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have a vote in such proceedings without direct appointment and administrative approval.
7. They may continue to have faculty privileges for cultural campus activities and for using campus

facilities such as the library.
8. They may retain their CWI e-mail account, upon request. Emeriti faculty must provide their own

internet service provider.
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4. FACULTY RESPONSIBILITIES

4.01 FACULTY TEACHING STANDARDS

Responsibility for the implementation of the instructional program rests with the teaching faculty.
Excellence in teachingd teaching that will convey the excitement of learningd stands foremost among the
challenges and responsibilities of the college. Additional responsibilities of full-time CWI faculty can
include participation in committee work, student advising and governance of the college. Within this
framework, the full-time faculty have certain routine objectives, some of which are listed below:

A. Instruction

1. to teach the number of hours per semester based on department or division, to be present and

participate in required activities for contract days.

2. to devote approximately 40 hours per week to the institution, maintain appropriate office hours
as determined by college policy, and to bring to the attention of the immediate supervisor any
conditions which might affect employment; to teach the minimum appropriate semester credit-
hour load for lecture and lab courses;
to assist chairpersons in the development of a semester schedule for the department;
to recommend textbook adoption in collaboration with other faculty in the department in
conjunction with CSl;
to assist with the implementation of departmental exams and outcome assessment measures;
to participate in faculty development goals to improve professional effectiveness;
to participate in instructional evaluation processes;
to provide current copies of course syllabi to division and department heads;
to carry out supervision of laboratory activity, private and other instruction in a conscientious
and professional manner;

10. to meet all scheduled classes promptly with any deviation being filed promptly and accurately
through the appropriate channels;

11. to assume responsibility for giving exams and other measurements necessary to determine
student level of performance and understanding;

12. to cooperate with other areas of the College to provide an effective educational program;

13. to submit student grades by the final grade deadline.

kw
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B. Curriculum
1. to develop and recommend new courses and programs of study;
2. to recommend maodification or discontinuance of courses if no longer appropriate.

C. Administrative

to assist in the preparation of budget requests for each year;

to originate and recommend purchases of supplies and equipment;

to originate request for travel in support of faculty development;

to assume responsibility for all equipment assigned to the faculty member or under his or her
supervision;

to attend all departmental, division, and faculty meetings and participate in those meetings;
to participate in all graduation ceremonies;

to assist with student advising by providing academic and professional guidance;

to participate in faculty evaluations.

el NS
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4.01.01 Academic Advising
Full-time faculty are advisors as assigned. The following guidelines apply to that capacity:

A. Faculty should be available to assist advisees for early, official, and late registration and other times
throughout the semester, during faculty contract days.

B. Faculty advisors should be knowledgeable about the College's mission, general education
requirements and goals, academic disciplines and PTE programs, support services, as well as CWI

Page 21 of 37



policies and procedures. An advisor may recommend appropriate courses for advisees, assist
advisees in the mechanics of scheduling and provide help as needed, or provide advice about
transitions into industry or other institutions of higher learning.

C. The advisor is expected to protect the confidentiality of an advisee's records and follow FERPA
guidelines. (See also 2.08 Release of Student Information.)

4.01.02 Faculty Load

In addition to instruction, faculty workload can include: advising, serving on college committees and faculty
senate, reporting for accreditation and program review, peer review, hiring, mentoring adjunct faculty, and
other tasks as assigned.

All full-time personnel shall devote approximately 40 hours weekly depending on the department an
employee works in and shall maintain appropriate office hours. Within the approximately 40 hours per week
faculty shall be required to carry a full teaching load appropriate to the faculty member's department or
division.

The full-time teaching load is 15 credit units or the equivalent contact hours as defined as 2 lab hours equal
to 1 credit unit. The appropriate dean, however, will have the option of assigning workload, within a
department as needed, which may not align with this standard.

Course release time may be approved by the VPISS for special assignments. Credit hours exceeding a
15 credit course load will be considered overload and will incur overload pay per unit per semester at the
adjunct rate (consult department chair). No faculty may teach more than six (6) units of overload in one
semester. For full-time faculty, the teaching schedule, preparation time, other college duties and a minimum
of five office hours must total 30 hours a week on campus with at least one office hour per day of
instruction. Faculty with off-campus duties may count that time toward the 30 on-campus hours. (See also 5.07
Office Assignments and Office Hours)

Depending on the program, faculty instruct students in various ways. The following general formula
guidelines may help clarify load: Credit hours are based on the Carnegie Unit where 1 credit = 15 hours
lecture; 1 credit = 30 hours of instructor-supervised lab; 1 credit = 45 hours of unsupervised lab, work
experience, etc.

Contact hours are the actual instructional hours an instructor is with students (not including office hours).
A current listing of load (credit/contact hours) by department is on file in the office of the VPISS. For more
information, please contact that office.

4.02 EXTRA COMPENSATION POLICY FOR FACULTY

CW!| takes the position that faculty should be involved in College-sanctioned public service and continuing
education activities. Typically, these activities will be conducted by faculty as their regular assignments;
however, occasions will arise where these activities may be done as an extra assignment for additional
compensation. Following are general provisions to cover the circumstances and limitations of extra
compensation.

A. Extra compensation is defined as supplemental pay for approved services rendered to the College
or to external agencies approved by CW 1 by eligible personnel. These services are a net addition to
the regularly assigned duties and responsibilities of the employee. Salaries paid for teaching
intersession or summer session are not considered extra compensation.

B. Arequest for extra compensation for teaching faculty and administrators must be submitted in
writing and approved in advance by the President or designee.

C. Eligible personnel may participate in any or all of these areas.
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D. Extra compensation may be paid when (a) the work is done in addition to duties and responsibilities
assumed as part of the assigned normal full workload; (b) qualified persons within the College are not
available to perform the work as part of their normal work load; (c) the additional duties will not
interfere with the performance of regularly assigned responsibilities and duties; (d) the budget is
adequate to fund extra compensation. The final authority to pay extra compensation rests solely with
the Board.

4.03 FACULTY PROFESSIONAL DEVELOPMENT

CWI strongly encourages all employees to maximize their educational opportunities and will support
employees in their educational pursuits to the maximum extent possible. See CWI Board Policy 5200 and
Administrative Procedure 5201 for release time guidelines intended to provide consistency campus wide
and to insure all employees are treated equally. Fees associated with CW | classes may be paid for by the
department at the supervisor's discretion. Tuition and fees associated with courses taken at other
institutions are reimbursed if part of a professional development plan as approved by the appropriate Dean.

CW!I also strongly encourages all employees to maximize their professionalism by attending appropriate
conferences and seminars in their field. Faculty should check with their department or program head for
availability of travel for conference funding.

4.03.01 Travel Authorization for Faculty

Depending on the type of travel and the degree to which the school participates in supplying vehicles and
travel money, each instructor should confer with the appropriate department chair. Faculty traveling to
conferences or in-state or out-of-state long-distance destinations need to fill out a Prior Approval for
Travel Form, obtainable from the department chair. The completed form must be approved by the
appropriate Instructional Dean and the VPISS.

4.03.02 Reimbursement for Travel

All college-related travel must have prior approval from the applicable Dean or supervisor. Travel
advances may be made for airfare or room deposit. For proper reimbursement, the traveler must
complete proper forms and submit them appropriately. Copies of all receipts must be submitted
immediately upon the employee's return. Refer to Board Policy 4500 and Administrative Procedure 4501.

DEPARTMENT CHAIRS -- APPOINTMENT AND RESPONSIBILITIES (TO BE DEFINED)
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5. INSTRUCTION MANAGEMENT

5.01 REGISTRATION

On-campus registration for credit and non-credit courses should be completed prior to the first class
meeting. Faculty should identify students in class whose names do not appear on the class list and
instruct students to complete the registration process prior to the next class period. Registration in all
courses is on a first come, first served basis.

5.02 COURSE PROMOTION

The College promotes its courses and programs in a variety of ways such as publications, schedules,
public service announcements, fliers and mailers, news articles and radio/TV shows, and advertisements.
Personal promotion of a course can be used to build its enroliment. As enroliment continues for the first
ten days of class, faculty can encourage students to solicit additional attendees in those classes with low
enrollment.

5.03 CLASSROOM SCHEDULING

Master scheduling at the college is coordinated by CWI& instructional administration. Classes are to meet
in assigned rooms at assigned times. Faculty are not to change classrooms or meeting times without the
approval of the appropriate Instructional Dean.

The room assignment for each class is listed in the class schedule. The instructors should consider it a
duty to protect furniture and equipment in the rooms in which they teach.

5.04 COURSE CHANGES AND WITHDRAWALS
See Scholastic Record Policies in the CWI Catalog.

5.05 CANCELED COURSES

The College reserves the right to cancel courses that do not meet the minimum enrollment criteria. If the
course is canceled, a college representative will inform the students, and student registration fees will be
refunded.

5.06 COURSE SYLLABI

Copies of syllabi for all courses shall be on file with the Department Chair and shall reflect current course
content. CW|I will provide faculty with a syllabus template with content that must be included. All syllabi for
each course must be posted in the appropriate course Blackboard shell.

5.07 OFFICE ASSIGNMENTS AND OFFICE HOURS
Limited office space available necessitates sharing offices. Faculty office space is arranged by each
department chair in conference with the Building Administrators.

All faculty are expected to schedule office hours so that they may be available to conference with
students. For full-time faculty, the teaching schedule, preparation time, and office hours must total 30
hours a week on campus with a minimum of least one office hour on each day of instruction, to total a
minimum of five hours per week. Adjunct faculty should be available to students a minimum of one hour
per week for each course taught.

Exceptions to required office hours must be approved by the Department Chair. Such exceptions would
include online course delivery and special project assignments. The office hour schedule should be
observed as conscientiously as that of a class. Each faculty will file a copy of his or her office hours for
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a semester with the Department Chair. A copy of the scheduled office hours must be posted on each
instructor's door. Faculty will also post their office hours on their Blackboard site.

Administrative offices are open from 8 a.m. to 5:00 p.m., Monday through Friday.

5.08 TEACHING SCHEDULES

Each semester teaching schedules are decided cooperatively by the faculty member, the department or
program chair and the VPISS based on student enrollment, the demand for classes, and faculty
availability. In order to assure full teaching loads, full-time faculty have priority in scheduling their
courses.

5.09 CLASS ROLLS AND ATTENDANCE REPORTS

Student Services will make available official rolls for courses via the CSI website. Any student who is
attending class and whose name does not appear on the course roster should be sent to Student
Services to resolve the problem.

Attendance must be reported each week for the first three weeks of class. All attending students should
be enrolled in the course.

5.10 ADDING/DROPPING A COURSE

Any registered student who wishes to add another course must follow CW| procedures. Students are
responsible for adding or dropping courses. Faculty should drop a student who has never attended for
the first two weeks of class by submitting a drop form to any One-Stop location.

5.11 CLASSROOM ENVIRONMENT

Faculty are responsible to establish a positive learning environment by having well-planned and integrated
lessons, considering student problems and questions, being available to help students, creating and
maintaining a safe classroom environment, and communicating clear expectations. In order to protect the
learning environment, faculty may contact campus security to facilitate the removal of an excessively
disruptive student.

5.12 COURSE PLANNING

A. Course Objectives: In initially planning a course, faculty must develop course objectives and
outcomes assessment stating what the students will know or be able to do as a result of the course.
The objectives should be specific enough to be clearly understood. Course objectives are designed
cooperatively with CSI and CW!| faculty.

B. Syllabus: A prescribed syllabus must exist for each course. The syllabus should reflect student
attendance policy and work responsibilities, as well as the method of determining grades. A copy of
each course syllabus must be submitted to the department chair. The syllabus must be posted on the
individual course Blackboard site.

C. Textbooks: Each department is responsible for ordering textbooks and other classroom supplies.
Prior to the first class, all faculty will be provided with texts and supplies from their Department.

D. Blackboard : Individual faculty will establish a Blackboard component for each class taught prior to the
first day of class. Blackboard assistance will be available to help faculty construct their course site
through the Online Learning Department.

E. Class meetings: Faculty should be prepared to utilize the entire instructional period.
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5.13 INFORMATION TECHNOLOGY

To help prepare students to meet the technological challenges of living in an information-based society, a
computer-literate faculty is essential to their college experience. To this end, all faculty are encouraged to
integrate appropriate information technology into their classes and demonstrate the level of computer
literacy expected of their students. All courses will have a corresponding online presence through
Blackboard.

5.14 INSTRUCTIONAL PERIODS AND BREAKS

Semester-length credit courses are based on a sixteen-week semester with the last week set aside for
finals. A three-credit course would meet one hundred fifty minutes a week; a two-credit course, one
hundred minutes; and a one-credit course, fifty minutes. Activity and lab courses require longer class
sessions. Classes that meet for more than one hundred minutes usually take a break during the middle of
the class. Instructors should base their breaks on the needs and interests of the students.

5.15 TEXTBOOKS AND INSTRUCTIONAL MATERIALS

5.15.01 CWI Accreditation Partnership with CSI

During the period under which CW | is utilizing the College of Southern Idaho& accreditation, departmental
textbooks approved by CSI shall be used by CWI. Faculty members should work cooperatively with their
CSI counterparts as well as with their own department chair or program head and interested teaching staff
in the selection of texts required for courses.

5.16 FINAL EXAMINATIONS

Final examinations will be given during Finals Week as scheduled. Exceptions require the consent of
the Department Chair. Final exams (except unit tests and lab tests) may not be given during the week
immediately preceding finals week.

5.17 CONCLUDING A COURSE
At the conclusion of a course faculty should take the following steps:

A. Encourage students to complete end-of-semester evaluations prior to the last day of class, as
student evaluations will be reviewed as part of the Faculty Evaluation. (All faculty should use a
variety of strategies in an attempt to achieve 100% completion.)

B. Return books, AV equipment, keys, and other materials as applicable.

C. Submit final grades by deadline.

D. Submit outcomes and assessment forms by deadline, as applicable.

5.18 ASSIGNING FINAL GRADES

Final grades are recorded via the CS| website and must be filed electronically by the scheduled deadline
designated for each semester. Once a grade has been submitted, it may be changed by the instructor
through the Registrar® office.

5.19 GRADING SYSTEM

5.19.01 Grading Options

Grades are earned upon successful completion of a course in the following categories:
A (4 grade points) outstanding achievement

B (3 grade points) above-average achievement
C (2 grade points) average achievement

D (1 grade point) below-average achievement
F (0 grade points) unsatisfactory achievement
P passing

NP not passing

NC no credit granted

| incomplete

AU audt

W Withdrawal

Do Do Do o=2 o o Do Do Do
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5.19.02 Grading Non-Credit Courses

Non-credit courses are graded on a pass/no credit basis. Each student should receive a grade of "P" for
complete or "NC" for drop or incomplete. Some non-credit courses provide successful participants
certificates. Faculty may sign and distribute the certificates for those students who have completed the
course. No certificates are awarded for those students who did not satisfactorily complete the course.
Instructors should write "did not complete” on the certificates and return them, along with the class list, to
the sponsoring department.

5.19.03 Grade Appeal Policy

A student may appeal a grade through the grade appeal process. The entire grade appeal process
focuses on fairness and due process for students and faculty. There are specific guidelines and
procedures which must be followed in each grade appeal, and this detailed information is available from
Student Services.

5.20 FIELD TRIPS

Faculty should contact their department chair for approval of field trips or other college-sponsored trips,
and to make transportation arrangements. When possible, trips should be scheduled so that students will
not be absent from other classes.

Field trips are defined as being an activity that is an integral part of classroom instruction. Field trips that
require students to miss classes should be kept to a minimum. Absences from classes for field trips must
be approved in advance by the VPISS. Students will assume responsibility for making up all work missed
and will not be penalized for these approved absences.

Issues regarding travel for field trips must conform with Board Policy 4520.

5.21 FACULTY ABSENCES, CANCELED CLASSES, SUBSTITUTE PAY

Faculty members are expected to conduct classes as scheduled. Faculty who must be absent from class
must notify the department chair in advance. Department chairs will recommend arrangements to cover
absences of faculty.

It is the responsibility of faculty, department chairs, and the VPISS to provide maximum instructor time
each semester. Efforts are to be made to provide a substitute instructor only when an instructor is gone
for an extended length of time. Permission to pay substitutes must be approved by the appropriate
Instructional Dean.
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5.22 GUEST LECTURERS

If a guest lecturer is invited on campus, the instructor is responsible to coordinate instructional materials
and equipment.

5.23 EMERGENCY CLOSURE OF CAMPUS
Refer to CWI Board Policy 4820, Emergency Campus Closure.
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6. INSTRUCTIONAL AND STUDENT SUPPORT SERVICES

6.01 ACADEMIC DEVELOPMENT RESOURCES FOR STUDENTS
CWI offers a variety of levels of courses to meet the needs of the members of the CWI community.

Adult Basic Education Program (ABE) is designed to improve the educational level of undereducated
adults and out-of-school youth in the CW|1 ten-county service area. The ABE program recognizes the
worth and importance of the individual adults who have less than a high school education and recognizes
the need for community-based instruction. The student must be 16 years or older to participate in the
ABE Program. Program instruction is offered at the main campus, outreach centers, and correctional
institutions. English as a Second Language is also a part of the ABE program. This program is tuition
free.

General Education Development/High School Equivalency Testing Program (GED/HSE) offers
adults who did not complete high school the opportunity to earn high school credentials. The CWI Adult
Basic Education program provides instruction for students preparing to take the GED/HSE exams. The
instruction is tuition-free; however, there is a fee of $15 per test in the GED/HSE battery.

English as a Second Language Program (ESL) offers a series of courses through the Study Skills
program for college-bound students whose native language is not English. These courses are designed
to help students, who already have a basic level of English proficiency, gain the English language
proficiency necessary for college study. A TOEFL score or demonstration of equivalent proficiency on
the CWI English as a second language assessment is necessary. The academic ESL courses are for
college credit and require regular tuition fees.

Adult Basic Education English as a Second Language Program (ABE/ESL) The Adult Basic
Education program offers English as a Second Language courses for adults who wish to improve their
English speaking skills for personal, social, and occupational purposes. The ABE/ESL is tuition free.

Developmental Courses offer learning opportunities to college-bound students with various

entering | evel s. These courses r aleveleompetencg.ent sdé exi stin
Students are placed in developmental courses based on transcripts and/or CWI placement test

scores.

6.02 ADDITIONAL ADVISING FOR STUDENTS

While faculty do advise students, CWI has additional resources in place for consultation and referral
services. Faculty should have adequate knowledge of resources available to students in order to advise
effectively. Students can be directed to Student Services for more information about:

Selecting an appropriate course of study

Veterans educational benefits

Summer advising

Assessment Test Interpretation for placement Tests such as COMPASS, ACT, or SAT.
Transferring to a four-year institution

Financial aid

Community resources

Bo Do Do o Do o P

Students can receive academic assistance and study tips from CW| Tutorial Services.

The Assessment Testing services are available for placement testing, CLEP testing, and college testing.
Services are available each semester and include day and evening hours. There is a fee for CLEP tests.
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APPENDIX Ad PROMOTION GRID AND FACULTY PERFORMANCE
EVALUATION FORM
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CWi

College of Western Idaho

College of Western Idaho
Faculty Performance Evaluation Summary Form

Evaluation Period: to

Evaluation Meeting Date:

Employee Name: Employee ID: Phone:
Job Title:

Department:

Department Chair Name: Title: Phone:

Type of Review:
|:| Introductory Evaluation |:| Special Evaluation
|:| Annual Review

Overall Performance Rating (see expanded definitions on page 2):
(4) Exemplary Performance

(3) Exceeds Expectations
(2) Meets Expectations

(1) Needs Improvement

(0) Does Not Meet Expectations and Development Plan Required (Supervisor: This requires a specigb follow
evaluation. Please contact HR at 83280 to coordinate this evaluation and Development Plan)

O 0Oo0dao

Supervisor Summary Commentgattach additional sheet if necessary)

Employee Commentgattach additional sheet if necessary)

Signature Section:signature acknowledges review and discussion of evaluation, but it does not necessarily imply agreement. The Deparment Chai
Dean must sign. The Dean wdietermine if an additional signature is required.

Employee (Print Name and Sign) Date
Department Chair (Print Name, Title, and Sign) Date
Dean (Print Name, Title, and Sign) Date
President or Vice Presidentf required) Date If signature is not required, check here|:|

Please return completed evaluation to Human Resources.



College of Western Idaho
Faculty Performance Evaluation Instructions and Expanded Definitions

Responsibilities:

Thi s

is a summary of the employeeds responsibilitiadty b

Handbook to update if necessary

=a =4

=4 =4 -8 -8 889

Teaches a minimum semester credit load of courses in accordance with the Handhpok.

Plans and prepares an approved course of study that includes measureable Course Objectives (content goals)
for each course.

Reports student outcomes as appropriate.

Maintains scheduled classes and handles any cancelations in accordance withli€i®¥l p

Maintains Office Hours in accordance with CWI policies.

Participates in Student Advising.

Attends and participates in department and college meetirggfirce/training.

Works in compliance of employment, EEO, Security, and workplace safegsissu

Performs other duties as either chosen by the employee or assigned by the Department Chair.

Faculty Performance Standards:

For each standardgscribe specific achievements and contributions the faculty member has made this year anc
an overd rating. If a faculty member needs improvement in a specific area, include specific performance expe
and time frames to achieve performance standards in the Employee Development Plan.

Standards are grouped into five weighted categoriegheAdiscretion of the supervisor, Faculty member and
supervisor may adjust weights to reflect variability of individual job expectations. Category weighting should to
100%. Resultant weighted average becomes the overall performance weighting.

Rating Guide:

(4) Exemplary PerformandeFaculty has a strong sense of the goals of the college and takes on tasks and leve
responsibility well above the responsibilities listed in their job description in order to achieve those goals. Facu
consistently ats as a role model and leader in teaching, mentoring, and serving both the college and larger cor

(3) Exceeds ExpectatiofisFaculty performs at a level that exceeds the responsibilities listed in their job descrip
Faculty strives to act asrale model in teaching, mentoring, and serving both the college and larger community.

(2) Meets ExpectatiorisFaculty is competent and performs objectives as expected.

(1)Needs ImprovementrFaculty is not performing to the levels expected by the gell&he faculty will need to
change/adapt/improve their performance in order to meet expectations within that Standard. This rating initiate
mandatory mentoring process overseen byDideartment Chair/Supervisorofow-up revievs will be done at six
months and one year.

(0) Does Not Meet Expectations and Development Plan Reduiradulty has failed to meet performance standarc
or job responsibilities. A Development Plan is required to be written, followed and reviewed. This rating require
notification to HR and removal from renewable contract status.



Instruction: (Weight 8 65%)

Performance Standard and Definition: Teaching

Faculty teaches assigned classes in accordance with the policies set out in the Faculty Handbook. Rating: [
Faculty plans, prepares and implements effective lessons that relate to the course objectives and can be

measured by the Outcomes Assessments. Instructor fosters student success/achievement. Faculty engages

students through a variety of activities and assignments.

Examples/Comments:

Performance Standard and Definition: Student Focus

Student success and achievement is a priority for the college. Faculty contributes to student success in the Rating: [
classroom, in club/team activities, service projects, advising, and college life.

Examples/Comments:

Performance Standardnd Definition: Interpersonal Skills

Faculty establishes and maintains effective work relationships with students, colleagues and staff. Faculty Rating: [
demonstrates sensitivity to others and has good communication and listening skills. Faculty uses appropriate

means to work through disagreements.

Examples/Comments:

Performance Standard and Definition: Advising

Faculty performs advising duties as assigned, working with groups of students or individually. Faculty is Rating: [
available to advise as needed throughout the year, answering questions and assisting with the planning of the

college career in a timely manner. Faculty attends training and stays current on advising tools, policies and

procedures.

Examples/Comments:

Performance Standard and Definition: Technical Skills and Use of Instructional Technology

Describes how the faculty performs their technical duties related to their position. Faculty fulfills the minimum | Rating: [
technology requirements for each course. Faculty uses the appropriate learning management system to

prepare, deliver, and communicate course material. Faculty uses technology appropriately to complete other

assigned duties.

Examples/Comments:

Service (Weight? 10%)

PerformanceStandard and Definition: Service Rating: [

Describes how the faculty member provides service to both CWI and the college district. Includes examples of
committees, student related activities, civic group participation or other non-teaching related activities. Faculty
and supervisors are encouraged to find a variety of activities in which the faculty is interested in participating.
(Ex: Dual Credit Mentor, Industry Councils, Student Clubs, Accreditation Team, etc.)

Examples/Comments:




Professional Development (Weight 2 10%)

Performance Standard and Definition: Professional Development Rating: [ ]
List professional development, certification, workshops and training. This may include on-the-job training
sessions, in-service, course work, attendance or presentations at workshops/training sessions. Includes both
instructional and professional development activities.

Examples/Comments:

Adaptability/Flexibility and Accountability (Weight 10%)

Performance Standard anBefinition: Adaptability/Flexibility Rating: [ ]
Describes how faculty adapts to change. Faculty is engaged in continuous improvement. Faculty demonstrates
a willingness to learn and apply new skills or methods in completing work or teaching assignments, due to
changes in materials, program, assignment, or reflection of student achievement. Faculty is willing to accept
new or different responsibilities as assigned by the Department Chair or Dean.

Examples/Comments:

Performance Standard anBefinition: Accountability Rating: [ ]
Faculty completes assigned work in a timely manner, keeps commitments, and is accountable. Work is of a
consistent quality. Faculty meets minimum attendance requirements. Classes and office hours are maintained
and if canceled, notification is given in a proper manner. Meetings and in-service are attended as required.
Paperwork is completed correctly and turned-in by the deadline and/or stored in an appropriate manner.

Examples/Comments:

Work Environment/Safety (5% weight)

Performance Standard and Definition: Work Environment/Safety, Compliance with laws, polici
and procedures. Rating: [ ]
Faculty supports a respectful workplace. Faculty demonstrates support and compliance with general conditions
of employment, EEO, security, and workplace safety policies (OSHA, if applicable). Faculty demonstrates ethical
behaviors and decision-making, and compliance with appropriate federal and state laws, SBOE, and college
policies and procedures.

Examples/Comments:

Review of Past Student Evaluations:

Faculty and Department Chair should both have reviewed the student evaluations from the previous evaluation period.
Student Evaluations often contain personal or emotional responses, thus the results should be discussed with an
intention to determine if thFaculty should change anything within their course or how they deliver it in order to better
meet the needs of their students and themselves. Results may influence the evaluation of each Performance Standard.
Specific examples and comments may be plagédn each Performance Standard Section.

Summary of Student Evaluations:



Faculty Performance Objectives: Faculty is asked to chooses30bjectives to work on each year. These

objectives should be viewed as a way to improve and revitalize Fattiftgir many roles at the college and within

the college community. Objectives may be in any Performance Standard Area. At the end of each year the Objectives
are reviewed and the process repeated.

Review of PreviousPerformance Objectives:

List the objectives from the previous review periodinitial employment objectives established for new employee
Provide feedback regarding the extent to which each objective was fulfilled. Also note changes (if any) to orig
objectives.

Objective 1:
Objective 2:
Objective 3:
Objective 4:

Objective 5:

Next Review Period Performance Objectives:
Use the following section to record performanbgectives for the next review period. Include Performance meast
standards and timeframes as appropriate.

Objective 1:

Objective 2:

Obijective 3:

Obijective 4:

Obijective 5:

Employee DevelopmentPlan:

This section should be completed after Faculty and Supervisor have agreed upon areas of development or im
needed and/or required as related to the Performance Standards. It should include develpedivas,
corresponding development activities (on the job, formal training, workshops, conferences, etc.), measuremen
time frames for completion.

Developmental Objective 1:

Developmental Objective 2:

Developmental Objective 3:

Developmental Objective 4:

Developmental Objective 5:



APPENDIX Bd STUDENT EVALUATION FORMS

STUDENT EVALUATION QUESTIONS

N

©CoNOO AW

10.

12.
13.
14.
15.
16.

| received a syllabus and/or schedule.

The course information, objectives, and grade determination were clearly and accurately stated
in the syllabus.

The use of technology in class was effective for learning.

Rate the course text and assigned readings.

Rate your satisfaction with this course.

The instructor was prepared for class.

The instructor was organized and stayed on task.

The instructor demonstrated thorough knowledge of subject matter.

The instructor invited student questions and discussion, and facilitated constructive class
participation.

The instructor provided timely feedback and returned assignments promptly.

The instructor was respectful and courteous.

| would recommend this instructor to others.

The instructor was available to students outside of class.

The instructor made good use of examples.

The instructor kept regularly scheduled office hours.

Rate the teaching of the course.

ONLINE STUDENT EVALUATION QUESTIONS

© o N

10.
11.
12.
13.
14.
15.

16.
17.

18.
19.
20.
21.
22.

23.

24,
25,

The online course content is well organized and easy to understand.

The information provided concerning assignments (descriptions, deadlines, exams, etc.) is clear,
precise, and easy to find.

The provided and online instructions made it easy for me to log in and get started right away.
The assignments, activities, textbook, and online materials for the course are appropriate: they
help me learn.

| feel the communication and/or interaction system(s) utilized in the course provides a sense of
contact and community that helps me learn.

The format and structure of the course is user-friendly and not overly frustrating or difficult to
understand.

| can easily find what | am looking for at the course website.

The Blackboard system is reliable and stable.

I would compare the quality and rigor of thi
taken at CWI.

Please rate your satisfaction with this course.

| feel this course is a) very easy b) somewhat easy c) somewhat difficult d) very difficult €) n/a.
What are the best things and the worst things about this course?

Online materials are ready when | need them.

I can tell that my instructor is interested and enthusiastic about the subject matter.

The online content, related links and communication from the instructor is interesting and
complements the material in the textbook.

The instructor demonstrates thorough knowledge of the subject matter.

The instructor and the online syllabus provide clear explanation of expectations, how grades are
determined, and the objectives and expected outcomes for the course.

The instructor relates course material to contemporary and/or real-world problems.

The instructor invites studentsdé questions.
The instructor answers questions promptly, clearly, and understandably.

| get quick feedback and assignments are returned promptly.

The instructor stimulates curiosity and interest in the subject. | was encouraged to know and
learn more than the basic requirements of the course.

Even though this course is online, the instructor maintains a positive, nurturing learning
atmosphere.

The instructor is courteous to students.

The instructor provided support, encouragement, and prompt feedback appropriate to successful
attainment of the course objectives: he/she is a good facilitator of learning.



26.
27.

28.
29.
30.

31.

32.

33.

34.
35.
36.
37.
38.
39.
40.
41,
42,
43.

44,

| would recommend this instructor to other students.

This instructor performs well in the online environment, displaying a good working knowledge of
online course management.

Provide any other general comments about your instructor.

This type of learning environment works well for me.

| have the technical skills and computer experience | need to feel comfortable taking this course
online.

| was provided sufficient information via advising and/or orientation opportunities to determine
that | had the background and technical skills needed to be successful in the course.

An orientation seminar or workshop prior to the course would be of benefit in preparing to use
the technology required to be comfortable and effective in the course.

When it was time to start this course, | was provided with the help and information | needed to
begin.

My internet connection speed and reliability is adequate for the course content.

| have had few technical problems taking this course.

| would recommend this class to other students.

| would recommend or consider taking another online course.

Did you ask the instructor when you needed help? Yes or No.

How many online courses have you successfully completed prior to this course?

How many hours per week did you spend working on this course?

What grade do you expect to receive in this class?

Why did you take this course online?

Which technology incorporated into this online course was most valuable to you (eg. Email,
website, chat, discussion board, etc.)?

Provide any other general comments about your personal experiences and perceptions
regarding this online course, including any barriers that you felt affected your performance.



