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Memo to Probationary Faculty
NAME OF FACULTY:















(i.e. Language, Literature and Performing Arts)

DATE:













TO:


















(Probationary Faculty Member)

CC: 


















(Chair/Coordinator)

FROM: 

















(Dean/Director)

RE:

Probationary Evaluation
This memorandum will formally initiate your probationary evaluation as per Article 5.9.2 of the Douglas College/DCFA Collective Agreement.  There will be five components to this evaluation.
1. Written faculty peer evaluations.
2. Written student evaluations (where applicable).

3. Written self-evaluation by probationary faculty member.

4. Other methods agreed to by the Selection Committee and me, the Administrator.  (If you have suggestions for other methods/tools, please contact me as soon as possible.)
5. Written Administrator evaluation.

WRITTEN FACULTY PEER EVALUATIONS

___________________________ (Name/s of Peer Faculty Members) has been appointed to complete your peer evaluation.  He/she will be contacting you in the near future to set up a meeting time and arrange for class visitation.
WRITTEN STUDENT EVALUATIONS

Written student evaluations will be arranged by the peer evaluator(s).

WRITTEN SELF-EVALUATION

The self-evaluation provides you the opportunity to identify your strengths, areas requiring improvement, and contributions to the department/College. A guideline for self-evaluation is attached (refer to Appendix II-B, page 26).

WRITTEN CHAIR/COORDINATOR EVALUATION

The Chair/Coordinator may provide an assessment of Faculty-wide obligations pertaining to the probationary faculty member.

WRITTEN ADMINISTRATOR EVALUATION

I will ensure that an Administrator evaluation report is completed.  A copy of this evaluation report will be provided to you, and you may wish to discuss or include this assessment in your next self-evaluation.

I will arrange for a formal meeting with you to discuss all components of this evaluation and to discuss overall performance since your initial appointment.  After this meeting, I will provide a final evaluation report to you for your signature.  You will have five (5) days in which to register any agreement or disagreement with the final evaluation report.  A copy of the signed report will be included in your employee file.

I propose to complete this process by  ___________________.

Thank you for your cooperation.  Please contact me as soon as possible, if you have any questions.

