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Overview: Consistent with University of Colorado Regent Law and Policy and UCCS
campus and college policies, the performance of IRC faculty members in the UCCS
Department of Counseling and Human Services (DCHS) will be evaluated and rated annually
(based on performance during each academic year). This annual merit review process is
completed for all instructional faculty members (>0.5 FTE) in the department. IRC faculty
shall be evaluated annually on the merit of their performance in teaching and service (usually
with an 80/20% workload distribution for teaching and service, respectively, unless otherwise
specified in one’s contract). Although the annual review is based on the preceding academic
year, consideration may be given to longer-term achievements and contributions to account
for ongoing activities that extend across multiple years (APS #5008, Regents Policy 5.C.4,
Article 11.A.3).

Individual IRC faculty will be assigned numerical ratings (from 1-5) in each of the categories of
teaching, scholarly/creative works, and leadership and service as outlined in the table below.

1. Purpose: The purpose of the annual performance review is threefold:

A. Performance Evaluation: The primary purpose of the annual performance review is to
assess each individual faculty member’s performance in their respective workload
categories. At the most basic level, the performance evaluation helps to determine whether
the faculty member is meeting the minimum expectations set forth by the department.
Similarly, the annual performance evaluation process is used to identify faculty members
who may require additional support OR identify faculty members who are exceeding
minimum expectations. Individual annual performance evaluations and ratings provide the
basis for annual merit increases, although additional factors may be used in setting final
compensation (CU System Policy 5008).

B. Feedback and Improvement: In addition to ratings that can be used for annual merit
increases, performance reviews provide a structured opportunity for faculty members to
receive constructive feedback regarding their strengths and areas for improvement.
Constructive feedback received from the annual performance evaluation can be used to help
faculty members enhance the quality of their teaching, and leadership and service activities.
More specifically, the feedback and evaluation may support faculty members at different
points of their academic careers including:

o Level One IRC faculty (Instructor / Instructor, Clinical Teaching Track /
Assistant Teaching Professor): The feedback and assessment provided during the
annual review process can help guide IRC faculty members in building a strong
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foundation for promotion opportunity. (note: The Department of Counseling and
Human Services has made a concerted effort to align the annual performance review
criteria to the College of Education Guideline for Promotion for Instructional,
Research, and Clinical Track Faculty document; however, the annual performance
review and promotion documents are separate and distinct processes. As such,
annual performance ratings shall not form the sole basis for earning promotion (CU
System Policy 5008).

Level Two and Level Three faculty (Senior Instructor / Principal Instructor /
Senior Instructor, Clinical Teaching Track / Principal Instructor, Clinical
Teaching Track / Associate Teaching Professor / Teaching Professor): The
feedback and assessment provided during the annual performance review can help
guide IRC faculty members in updating their professional plan and preparing for
promotion opportunity.

C. Goal Setting: The annual performance review process provides faculty members with an
opportunity to outline their goals for the upcoming reporting period. Intentional goal setting
allows faculty members to align their efforts with departmental objectives and/or personal
career ambitions. Setting clear goals also helps faculty members to measure their progress
and can help set them up for future career success.

3. Performance Ratings and Definitions: Individual faculty will be assigned numerical ratings
(from 1-5) using the numerical scores outlined in the table below.

Rating

UCCS Campus Definition

5 - Outstanding | Far exceeds performance expectations on a consistent and uniform basis.

Work is of exceptional quality in all essential areas of responsibility. In
addition, makes an exceptional or unique contribution in achievement of the
unit, department, and University

4 - Exceeding Always achieves performance expectations and frequently exceeds them.

Expectations Demonstrates performance of a very high level of quality in all areas of
responsibility.

3 - Meeting Consistently fulfills performance expectations and periodically may exceed

Expectations them. Work is of high quality in all significant areas of responsibility.

2 - Below Frequently fails to meet expectations and improvement is needed in these

Expectations areas.

Expectations

1 - Fails to Meet | Consistently fails to meet expectations and improvement is needed in most

aspects of position.

Final annual performance ratings are assigned as a whole number integer (calculated as a
weighted average across all categories evaluated for workload) and will be rounded accordingly
based on the following ranges.
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Final Performance Rating Weighted Average Range
5 - Outstanding 4.50-5.00

4 - Exceeding Expectations 4.00 - 4.49

3 - Meeting Expectations 3.00 - 3.99

2 - Below Expectations 2.00 -2.99

1 - Fails to Meet Expectations <2.00

4. Other Important Context and Considerations

A.

Faculty as individuals: The performance of each faculty member is reviewed and judged
on its individual merits and circumstances. The department aims to assess holistically the
total record of the faculty member during the review period. Each faculty member’s final
rating shall reflect the workload percentages outlined in their letter of offer or official
differentiated workload agreements signed by the department chair and dean.

Departmental climate: Faculty are expected to contribute to our departmental climate of
civility, respect, and inclusion. This should be demonstrated through active participation in
department meetings and College of Education functions, professional communication with
colleagues (through email or otherwise), and supporting student success.

Extenuating circumstances: This annual performance evaluation document is designed to
provide guidance related to the process; however, we acknowledge that a reasonable amount
of flexibility should be included to account for significant disruptions and/or major life
events that may directly impact a faculty member’s contributions.

. Alignment to Diversity, Equity, and Inclusion: As part of this review, the Department of

Counseling and Human Services especially values evidence of attention to the embodiment
of principles of diversity, equity, and inclusion (DEI) in the areas of evaluated performance.

Grievances and Disputes: Faculty who want to grieve or dispute the results of their annual
review ratings or the annual review process must follow the College of Education Annual
Review Grievance Policy and Process.

Departmental review: Approved annual performance criteria will be reviewed and
approved by the department a minimum of every three years. Criteria will be approved by
a simple majority. More frequent reviews of this document may occur, if requested by the
faculty within the department and/or there are significant changes to campus or CU Regent
policy that warrant an interim review. Any substantive changes to an approved
departmental annual review document will require an official department vote (with a
majority).

Long-term achievements: Although the annual review is based on the preceding academic
year, consideration may be given to longer-term achievements and contributions to account
for ongoing activities that extend across multiple years (Regent Policy 11B).
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H. Double-counting: The majority of single achievements may not count in more than one
evaluated category. However, in alignment with CU APS 1009 Section II E., faculty
engaging in projects over multiple years that require significant effort in multiple categories
(i.e. 20% effort, with 10% in service and 10% in research) may include this achievement in
multiple categories and/or multiple years.

I. Related Policy Information: Any processes not directly addressed in this document will
default to the appropriate UCCS policy, CU Regent Laws and Policies (if applicable) or CU
Administrative Policy Statements (APS). Below is a list of policies and links which are
relevant to the annual performance evaluation:

o CU Regent Policy 5.C.4(B)
https://www.cu.edu/regents/policy/5
o CU Regent Policy APS 5060

https://www.cu.edu/ope/aps/5060

o APS 1006 - Differentiated Annual Workloads for Faculty
https://www.cu.edu/ope/aps/1006

o APS 1009 - Multiple Means of Teaching Evaluation
https://www.cu.edu/ope/aps/1009

o APS 5008 - Faculty Performance Evaluation
https://www.cu.edu/ope/aps/5008

o UCCS Campus Policy 200-027 - Instructional, Research, and Clinical Faculty
Appointment, Reappointment, Promotion, and Termination

https://vcaf.uccs.edu/sites/g/files/kjihxj163 1/files/inline-files/200-
027%20IRC%?20Faculty%20Appointment%20R eappointment%20Promotion%20an
d%20Termination%20%28 APPROVED%29.pdf

Additional information regarding the annual evaluation ratings, deadlines, and forms are included
on the UCCS HR website: https://hr.uccs.edu/supervisors/performance-management

5. Annual Evaluation Documentation: All faculty will submit their annual performance
evaluation documentation on or before the deadline(s) communicated by the College of Education
Dean’s Office.

All faculty members are required to submit the following documents:

] Self-evaluation form: (using the template provided by the department)

o Examples of completed self-evaluation forms shall be available to faculty upon
request
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") Faculty report of professional activities (FRPA) through Watermark Faculty Success

"I Updated CV

o Faculty members are encouraged to use the recommended UCCS CV template

Faculty members can optionally submit additional evidence beyond the three required documents
above. Typically, additional items are used to provide evidence of how and why a faculty member
has earned a rating of exceeding expectations (4) or outstanding (5).

6. Annual Evaluation Submission Process: Upon submitting the required documents listed above,
the following steps occur.

A. Step 1 (Department Chair): The faculty member initially submits the required annual
review materials listed above and schedules a one-on-one meeting with the department
chair. Through this process, the faculty member justifies their self-evaluation ratings by
documenting their work for the reporting period in each workload category. The department
chair will initially confirm each faculty member is meeting expectations (based on the
departmental rubrics provided below) and then discuss appropriate ratings higher or lower
than a 3. The chair will also discuss goals for the upcoming reporting period and support
faculty in actualizing their goals (e.g., providing recommendations for professional
development or other opportunities for growth).

B. Step 2 (Peer review process): After the one-on-one meeting with the department chair,
there will be a peer review of all annual review materials submitted. A departmental peer
review committee will include at least three department faculty members. Peer reviewers
shall not be the direct supervisor of or be directly supervised by the faculty member they are
reviewing. A diversity of faculty representation in the peer review committee is encouraged,
with the recommended makeup being one pre-tenured faculty member, one tenured faculty
member, and one instructional, research, and clinical (IRC) faculty member.

The peer review committee will be agreed upon in a department meeting in the spring prior
to the review. The committee should be re-formed every two years. When a committee
member is being reviewed, they will recuse themselves. The department chair will serve as
an ex-officio member. The peer review committee deliberations, evaluations, and
recommendations are confidential, except that peer review recommendations are shared
with the faculty member and the chair.

Peer reviewers will consider departmental annual review criteria and will provide
recommended ratings to the department chair, as well as written feedback for faculty.
They will indicate the recommended faculty member rating for each workload category, as
well as overall. A brief written summary describing the rationale and results of the peer
review will be communicated to the faculty member and chair.

C. Step 3 (Dean): After the meeting with the department chair and going through the peer
review process, the annual evaluation materials will be submitted to the College of
Education Dean for further evaluation and final approval.
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7. Criteria: Faculty evaluations for annual performance review are criterion referenced (i.c.,
individual faculty member’s performance is rated against the criteria and not other faculty). All
IRC faculty shall be evaluated on the categories of teaching (80%) and leadership and service
(20%) unless otherwise documented in an official differentiated workload agreement signed by the
department chair and dean. The activities listed below are not exhaustive, all-inclusive, nor a list of
requirements. There is no expectation that these are the only activities that faculty might engage in
or that all these activities must be performed. The department recognizes the activities can and will
likely change over time. If a faculty member has an activity that does not appear to fit into a pre-
articulated category or one that may belong in more than one, they may discuss where it might be
placed with the chair. In all cases, it is recommended that the faculty seek the advice of mentors and
the chair when deciding on which activities to participate in and what evidence to submit in their
annual review materials.

The ratings of Meeting Expectations (3), Exceeding Expectations (4), and Outstanding (5) each
have a list of activities below for each category. Meeting expectations is the baseline rating, which
is the minimum of expected activities required of all IRC faculty in the department.

Not meeting minimums: Faculty members who receive an annual performance rating of below
expectations (2) or fails to meet expectations (1) as the result of their annual performance
evaluation must participate in developing and implementing a Performance Improvement
Agreement (PIA). The department chair will work collaboratively with the faculty member to
design an appropriate PIA. The PIA must outline the specific steps, strategies, and resources taken
to address the identified weaknesses.

8. Teaching: This section provides guidance and expectations for the teaching domain. The
department recognizes both scheduled teaching and individualized teaching activities — for
example, individualized student mentoring, general advising, portfolio review, and supervision. In
the assessment of teaching effectiveness and accomplishment, the department uses multiple
means of documenting teaching activities in and outside of the classroom, including faculty
course questionnaires (FCQs), peer reviews of teaching, other forms of student feedback, etc., as
well as activities demonstrating impact beyond the classroom.

Possible Teaching Evidence to Include: Courses taught, including semester, section and
enrollment (required); Individual course FCQ scores and summaries (required per CU Regent
policy); results of personal evaluations conducted; student/alumni solicited and unsolicited letters,
emails, and feedback; results and responses to peer review teaching evaluations; dissertation
committee work; portfolio reviews; number of advisees by program; assessment or accreditation
work; specialized training or professional development; and awards or other distinctions and
recognitions.

Teaching - Meeting Expectations (3.0): To receive a rating of meeting expectations for teaching,
faculty are expected to meet the following:

e Adequately preparing for and teaching all scheduled courses (including supervision).
e In general, mean FCQ scores of 4.5 or greater are expected across all courses
o (Note: faculty should omit items # 5 [course workload] and #6 [personal interest
before enrolled] when calculating their mean FCQ scores. Co-taught courses or
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courses where the faculty member is not serving as the instructor of record will be
taken into consideration.

e Providing students with clear and comprehensive course syllabi aligned to the department
template

e Utilizing a Canvas shell for all courses

e Scheduling and maintaining regular synchronous office hours (note: this is normally 4 hours
per week during the fall/spring academic semesters)

e Evaluating student performance on course assignments and providing feedback in a timely
manner

e Advising undergraduate and/or graduate students as appropriate

Teaching - Exceeding Expectations Activities and Documentation: To receive a rating of
Exceeding Expectations in teaching, faculty must be deemed Meeting Expectations as outlined above
and clearly demonstrate evidence for at least three of the activities below. A case for outstanding
can be made if at least five of the following activities are achieved. Faculty can count the same
teaching activity a maximum of two times in a single year.

Above College FCQ averages on items #7-11

Delivery of a workshop on campus, at a conference or within the community

Teaching award or other outstanding accomplishments in instruction

Guest Lecturing within the Department

Creation of a new course or extensive revisions of an existing course (including developing

an existing course in a different instructional mode)

Submitting a course for Compass Curriculum approval

e Teaching a new course, an overload course, a writing intensive course, a GPS course, or
another course outside the department (compensated or not)

e Student supervision (beyond workload) that may include professional experience activities,
internships, and/or individualized supervision (on-site or virtual)

e Organizing or presenting workshops related to counseling and human services

e Development of workshops for student growth, programmatic support, professional
development, etc.

e Innovative use of teaching technologies and/or assistive technologies

e Engaging in public scholarship, including, but not limited to, hits, views, and/or relative
commentary on social media, blogs and instructional videos on YouTube; invitations to
participate in documentaries, podcasts, newspaper and radio interviews and other media
formats where we teach through scholarship.

e Engaging in teaching improvement activities (e.g., seeking mentorship; demonstrating use
of ongoing assessment including student mid-term feedback or peer feedback)

e Evidence of taking risks in teaching activities. This may include, but is not limited to,
integration of materials in courses which deal with controversial or sensitive topics, using
alternative pedagogies.

e Facilitating student participation in conferences and presenting their work in professional
settings

e Providing effective role modeling and mentoring based on teaching experience at any

educational level (i.e., new faculty, graduate students, alumni). For example, providing

teaching support, working with teaching assistants, inviting peer observation of teaching
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techniques, providing pedagogical materials such as syllabi and activities to peers, providing
evidence of effectiveness based on student assessments of mentoring, advising, etc.
Substantial contribution to other departments, programs, or institutions, in addition to
Counseling and Human Services (i.e., working with other academic units, local school
districts, mental health agencies to develop new programs, trainings, and partnerships)
Providing or receiving peer evaluation of teaching

Documentation/inclusion of topics or teaching methods that take into consideration issues
related to Diversity, Equity, and Inclusion and/or Universal Design for Learning
Individual mentoring of students, especially from underrepresented groups

Conducting independent studies with students

Substantial advising beyond average workload in the department or program
Participating in re-authorization and accreditation activities

Participating in workshops/training focused on inclusive teaching practices.

Evaluation of student performance in departmental and/or Compass Curriculum
examinations and assessments

Evidence that demonstrates students succeed in courses and/or in the pursuit of graduate
education and/or careers

Guest lecturing in a class in or outside the department, including in the community, in P-12
schools, at other higher education institutions, mental health agencies

Serving on dissertation committee (each completed dissertation may be counted separately,
up to two per year)

Teaching outside of the classroom through supervision of students thesis (honors and
masters)

Student supervision in professional experience activities, internships, and/or independent
studies and/or individualized research supervision (e.g., disciplinary conferences,
Undergraduate Research Academy, graduate assistantships)

Use of mentoring philosophy statement and/or mentor-mentee agreements

Recognition for meeting established criteria for course excellence (e.g., quality matters,
accessibility, FRC teaching badge, etc.)

Developing and/or incorporating open educational resources (OER) into a course
Role-modeling and mentorship of students and alumni, especially from underrepresented
groups, in teaching, as well as evidence of the quality of the mentorship (e.g., unsolicited
letters, evaluations)

Unsolicited letters from current and former students documenting the impact of teaching
and mentoring

Facilitating wellness based activities in a community setting to lay audiences including
schools

Providing a reflective teaching statement or teaching philosophy

Specific Guidance: Teaching IRC Clinical Track Series

Clinical series faculty weight teaching activities which support students engaged with college
partners, internships, and mentorships in clinical settings along with service responsibilities in the
college, university, and community. They solicit and develop partnership settings; select and assign
students to specific supervisors in partnership settings; and determine roles, responsibilities, policy,
and procedure applicable to students engaged in partnership settings. Additionally, clinical series
faculty implement a unique skillset to support students in clinical settings. As examples, they will
emphasize duties such as facilitating mentorships; supporting students integrated into partnership

Annual Performance Review IRC - 8



settings; coaching students regarding applying best practice in partnership settings; professionalism,
and ethical behavior within the designated career field; resolving conflicts which may emerge; and
determining disposition of potential disputes. Further, clinical series faculty may assign and
supervise adjunct faculty who provide support to students in partnership settings. In the annual
review process, it becomes incumbent upon clinical series faculty to emphasize an indicator(s) of
teaching success from the following listing:

Desired Indicators IRC Clinical Series Teaching - Meeting Expectations (3.0): To receive a
rating of meeting expectations for teaching, faculty are expected to meet the following:

Engaging/coordinating clinical settings with college partners, internships, and mentorships.

. Efforts to solicit and develop partnership settings
. Efforts to select and assign students to specific supervisors in partnership settings
. Efforts to determine roles, responsibilities, policy, and procedure applicable to students

engaged in partnership settings

Coordinating support students in clinical settings.

. Secure mentorships

. Supporting students integrated into partnership settings

. Coaching students related to applying best practice in partnership settings

. Teaching professionalism, and ethical behavior within the designated career field

. Resolving conflicts that may emerge

. Determining disposition of potential disputes

. Assigning and supervising adjunct faculty who provide support to students in partnership
settings

Teaching - Outstanding Activities and Documentation: To receive a rating of Outstanding in
teaching, a faculty member must be deemed Meeting Expectations as outlined above and clearly
demonstrate any one of the following activities.

e Exceptional FCQ scores (average for all courses above 6.5 for items 7-11)

e Public recognition of excellence in teaching (e.g., an award, invited lecturer/keynote on
teaching pedagogy nationally or internationally, serving as an FRC Teaching Fellow, etc.)

e (Co-)development and public dissemination of an innovative high-impact teaching practice
beyond the classroom

e Development of a new departmental or interdisciplinary program
Leading re-authorization and accreditation activities in the year of a formal review

Applying and/or Receiving grant as PI/Co-PI, senior personnel, or evaluator related to
teaching
e New course Development, including development of courses in difference modes, such as

online, hybrid, digital, virtual, and/or other future formats.

Authorship of a textbook and/or chapter focused on counselor education and supervision.
Authorship of a peer reviewed journal focuses on teaching counselor education or
supervision
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9. Leadership and Service

This section provides guidance and expectations for the leadership and service domain. All faculty
members are expected to engage in leadership and service activities as appropriate by position,
years of service, and rank. Because leadership and service can take many forms, a discussion with
the chair and/or mentors may be helpful in determining what constitutes “appropriate” leadership
service in the department. In addition, faculty members are expected to contribute to the
departmental climate of civility, respect, and inclusion. This should be demonstrated through active
participation in department meetings and College of Education functions, professional
communication with colleagues (through email or otherwise) and supporting student success.

Possible Leadership and Service Work Evidence to Include: List all service commitments and
note leadership roles (required); Specify departmental leadership accomplishments (required);
specialized training or professional development; and awards or other distinctions and recognitions.
Faculty can count the same leadership and service activity a maximum of two times in a single
year.

Leadership and Service — The ratings will be assigned based on the table below:

Meeting Exceeding Outstanding (5)
Expectations (3) Expectations (4)
Level One At least two activities | At least three At least one activity from the
IRC Faculty | from the meeting or activities from the outstanding list
exceeding meeting or exceeding
expectations list expectations list OR

At least four activities from
the meeting or exceeding
expectations list

Level Two At least three At least four At least two activities from
and Level activities from the activities from the the outstanding list

Three IRC meeting or exceeding | meeting or exceeding

Faculty expectations list expectations list OR

At least five activities from
the meeting or exceeding
expectations list

Leadership and Service — Meeting or Exceeding Expectations Activities and Documentation
Scholarly/Creative Work
Leadership and Service — Meeting or Exceeding Expectations Activities and Documentation

Service on department-level committees as a member
Service on college-level committees as a member

Service on campus or system level committees as a member
Regularly attend department meetings
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e Reviewing applications and participating in admissions process

Advising students relative to years of service

Contribution to diversity, such as involvement in DEI departmental, college, or campus

committees or Task Forces

Service to local school district and/or mental health agencies

Formal mentoring of peers and colleagues (e.g., COE mentoring committee)

Developing/delivering professional development or workshops for the community

Attending UCCS commencement ceremonies

Attending program/College of Education (COE) completion ceremonies

Attending other major department/COE functions: e.g., Alumni & Friends, COE Partnership

Breakfast, etc.

e Review of IRC promotion cases from the department, other departments on campus, and/or
from other institutions

e Informal mentoring of peers and colleagues

Participation in professional activities (e.g., officer, committee member, organizing

conferences or workshops, site visits, in-service training)

Writing letters of support or recommendation for students

Writing letters of recommendation or support for colleagues

Writing an article, newsletter, or blog

Writing and invited or peer-reviewed magazine article

Maintaining community partnerships (e.g., practicum and internship sites for students)

Participating on a comprehensive exam committee.

Nominating students or colleagues for Fellowships, Awards, etc.

Providing a media interview

External consultation

Establishing community partnerships (e.g., internship for students)

Participation in career development activities (e.g., workshops, conference, summer schools,

seeking and using a research mentor)

Professional consultation, counseling, supervision, and/or clinical work.

e Participating in job search activities (e.g., open forum, teaching presentation, and/or
research presentation)

Leadership and Service — Outstanding Activities and Documentation

e Serving as Department Chair, Associate Chair, Program Coordinator, Cohort Liaison, and/or
Center Director and fulfilling the position roles and responsibilities

e Chairing a UCCS and/or CU committee

e Participation in UCCS faculty governance as chair or in significant leadership position

e Holding a significant leadership role in a professional association (e.g., governing or
executive board member)

e Service on community, state, regional, or federal-level boards and commissions

e Public recognition of excellence in service and leadership (an award, etc.)

(NOTE: Though not an expectation or requirement of IRC faculty, publication may be
considered as enhancement to an IRC faculty member’s annual review—see guidance
examples/documentation requirements outlined in “Department of Counseling and Human
Services: Annual Performance Evaluation Criteria for Tenure Track Faculty.”)
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