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SUBJECT:
Submission of Performance Review File

In accordance with UPS 210.060 Personnel Policy for Part-Time Lecturers (see attachment), all part-time lecturers and supervisors are required to submit a Performance Review File.  Please compile a file with the following information and submit to your Department Chair:  

1. Performance Review File Cover Page (go to Faculty Documents on COE website)

Please indicate all departments in which you teach and submit a set of materials to each Chair.

2. Updated Curriculum Vita (go to Faculty Documents on COE website for Vita format)
3. Narrative Analysis of Teaching

A teaching narrative is a short (1-2 page) self-evaluation of your teaching performance and other duties at the university.  Responses to your student evaluations/comments and grade distributions are required.

4. Course Syllabi (one for each course taught)
5. Student Evaluations and Grade Distributions Summary Report (see example in Part Time Performance Review File Cover)
6. Computer-Generated Student Evaluation Data
7. Computer-Generated Grade Distribution Data

Items 4-7 should cover ONLY courses taught at CSUF for the past calendar year (e.g., Spring xxxx and Fall xxxx).  PLEASE SUBMIT MATERIALS FOR ONLY THE PERIOD UNDER REVIEW.  

The deadline for submission of these materials is typically mid April.  You will receive notification of the specific date from your Department Chair.  Your file will be evaluated on the basis of the following:

NARRATIVE ANALYSIS:    Responds to student evaluations, Responds to grade distributions, Discusses growth and change,

Well written

COURSE SYLLABI:
Content, Organization


STUDENT OPINIONS:
These are one of several factors that will be used to evaluate your teaching.


GRADE DISTRIBUTIONS:   Criteria include a fair distribution of grades.

OTHER:
Currency in the field (e.g., special training, workshops, conference attendance, active 

professional membership, etc.), service that is related to your professional goals, presentations, etc.
Your file will be reviewed by your Department Chair and/or Department Personnel Committee.  You will receive your file evaluation before the beginning of the next semester.  Your file will be returned to you in your campus mailbox.

Please keep copies of your file for your records.
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