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STANDARD 8: Professional Development and/or Service:

Secondary Responsibilities:
As per the CSN Workload Policy, faculty members are expected to perform an average of at least five hours per
week professional development and/or service.

Suggested Professional Development Activities:
a. Participate in a training session, conference and/or workshop.

b. Update/maintain academic preparations/licensure through approved independent study, coursework, and/or
involvement in discipline-related groups and organizations.

c. Conduct discipline-related research; publish professional materials; and/or write/participate in a grant.

d. Produce and/or present creative work, or contribute to public awareness and education on discipline related
topics.

Suggested Service Activities:
a. Actively serve as a member of the Faculty Senate and/or actively participate in an All-College, Senate,

School or Department Committee.

b. Actively serve as Faculty Senate Chair, Secretary, Department Chair, Program Director, Department
Assistant Chair, Course Coordinator, Lead Faculty, Parliamentarian, Webmaster, Mentor or other official
position of stature within the College, School, Program and/or Department.

c. Actively support student organizations.

d. Work with the Clark County School District (CCSD) in student advisement, recruiting, NSHE/CSN-related
issues, and/or develop significant community contacts that help promote a program or advance college
goals.

e. Actively participate in community volunteer work, and/or serve on community advisory, government,
college/university, professional organization/society, or school boards.

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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Growth Plan (To be completed by the faculty member.):

In relation to the provided justifications and ratings, and the information gleaned from the meeting with the
evaluator, develop a Professional Growth Plan indicating how you intend to improve your performance in

subsequent evaluation period.
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STANDARD 4: Instructional Content Development:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Work with individual departments and/or individual faculty to develop course-specific instructional
resources.

b. Develop appropriate classroom and/or reference desk materials, including handouts, guides, or
bibliographies.

c. Work with faculty to embed specialized instructional content into online or classroom coursework.

d. Actively participate in IST Team efforts to maintain, develop, and improve curriculum or program-based
Subject Guides and tutorials.

e. Develop new online resources to further support information literacy goals as defined by the library.

f.  Other, as agreed upon by the department/program:

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—E Ut
0 1 2 3 4 0 1 2 3 4
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STANDARD 5: Collection Selection, Evaluation and Maintenance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Select materials in all formats in assigned subject areas in accordance with the guidelines of the Collection
Development Team (CDT).

b. Work collaboratively with faculty to obtain and evaluate collections to ensure that they are relevant given
current curricular and disciplinary need.

c. Utilize best practices in order to develop collections that are balanced and supportive of current curriculum.

d. Provide an annual evaluation in all selection areas based on currency, evolving curricular needs, balance,
and user preference for format.

e. Demonstrate proactive awareness of any specialized accreditation standards and evaluate collections on
that basis.

f.  Positively contribute to discussions on new electronic resources under consideration for the collections.
Provide relevant feedback that relates electronic resources to student success initiatives and/or current
curriculum.

g. Weed collections meeting established deadlines in accordance with current collection development policy
and in consultation with the CDT.

h. Implement all recommendations from the CDT in regard to collection maintenance.

i. Demonstrate understanding of current trends with regard to publishing, evolving curricular needs and user
preferences for format.

j.  Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—1E Uttt
a 1 2 3 4 0 1 2 3 4
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STANDARD 6: Collaborative Work with CSN Faculty & Staff:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Partner with faculty and professional staff to implement institution-wide student success goals and
objectives.

b. Develop and promote library initiatives at appropriate faculty and/or administration forums.

c. Work with a department or program to embed library resources or develop cooperative teaching
opportunities.

d. Effectively support library adjunct faculty by mentoring, provide training and support on reference services,
and/or developing support materials for the adjuncts.

e. Other, as agreed upon by the department/program:

f.  Other, as agreed upon by the department/program:

g. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up——t—t—t—E Uttt
] i 2 3 4 0 1 2 3 4
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STANDARD 7: Library Leadership & Library Team Participation:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Serve as a leader or member of one or more library teams, sharing solution-based ideas and readily
contributing to team assigned work.
b. Contribute to an environment that promotes continuous improvement in alignment with national standards
and best practices as well as aligns with the library’s and the college’s strategic plan.
c. Viathe teams, complete projects and/or strategies in order to develop and accomplish the library’s goals.
d. Actively participate in discussions and take the lead in getting others to participate. Consistently promote
teamwork within the library.
e. Serve as a site supervisor.
f.  Serve as a supervisor of public services at a campus.
g. Atrequest of library director, work on a special project.
h. Other, as agreed upon by the department/program:
i. Other, as agreed upon by the department/program:
j.  Other, as agreed upon by the department/program:
Faculty Member's Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up—t——t—+—1F Up—t——t—+—1F
0 1 2 3 4 0 1 2 3 4
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STANDARD 8: Professional Development and/or Service:

Secondary Responsibilities:
As per the CSN Workload Policy, faculty members are expected to perform an average of at least five hours per
week professional development and/or service.

Suggested Professional Development Activities:
a. Participate in a training session, conference and/or workshop.

b. Update/maintain academic preparations/licensure through approved independent study, coursework, and/or
involvement in discipline-related groups and organizations.

c. Conduct discipline-related research; publish professional materials; and/or write/participate in a grant.

d. Produce and/or present creative work, or contribute to public awareness and education on discipline related
topics.

Suggested Service Activities:
a. Actively serve as a member of the Faculty Senate and/or actively participate in an All-College, Senate,

School or Department Committee.

b. Actively serve as Faculty Senate Chair, Secretary, Department Chair, Program Director, Department
Assistant Chair, Course Coordinator, Lead Faculty, Parliamentarian, Webmaster, Mentor or other official
position of stature within the College, School, Program and/or Department.

c. Actively support student organizations.

d. Work with the Clark County School District (CCSD) in student advisement, recruiting, NSHE/CSN-related
issues, and/or develop significant community contacts that help promote a program or advance college
goals.

e. Actively participate in community volunteer work, and/or serve on community advisory, government,
college/university, professional organization/society, or school boards.

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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Growth Plan (To be completed by the faculty member.):

In relation to the provided justifications and ratings, and the information gleaned from the meeting with the
evaluator, develop a Professional Growth Plan indicating how you intend to improve your performance in

subsequent evaluation period.
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APPENDIX D: Reference/lnstructional Service Library Faculty Final Evaluation Summary

Faculty Member:

Evaluation Period:

Evaluator:

Evaluator Rating

Self-Rating
Average

Rating Source:

Standard 1: Reference & Research Assistance

Standard 2: Instruction Sessions

Standard 3: Instructional Assessment

Standard 4: Instructional Content Development

Standard 5: Collection Selection, Evaluation and Maintenance

Standard 6: Collaborative Work with CSN Faculty & Staff

Standard 7: Library Leadership & Library Team Participation

Standard 8: Professional Development and/or Service

Overall Rating Score:

Overall Rating Scale: Determine the sum of all the average ratings for each Standard and compare to
the following scale:

32.00 — 26.00: Excellent Faculty Member Overall Rating (Circle One):
25.99 — 20.00: Commendable
19.99 — 12.00: Satisfactory Unsatisfactory  Satisfactory n Commendable  Excellent

Less than 12: Unsatisfactory

Faculty Member: Check One of the Following, Signh and Date

] Agree ] Disagree, but Accept ] Disagree, ] Disagree,

Request Peer Review Request Supervisory Review
Faculty Member Signature Date Dean Signature Date
Evaluator Signature Date VP Signature Date
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APPENDIX E: Technical Services Library Faculty Evaluation Worksheet

Instructor Name: Date:

Dept./Program: Evaluation Period:

Ovy 0ON

Evaluator: Tenured:

INSTRUCTIONS:
On the scales provided below, indicate a rating for each Standard. All ratings must be justified. The rating levels for
the extremities are Unacceptable (U) and Exceptional (E).

STANDARD 1: Acquisitions and Collection Analysis:
Faculty members do not need to fulfill all of the listed criteria to be considered exceptional.

Examples of exceptional performance might include:

a. Manage the library acquisitions (electronic and print) process in accordance with the library collection
development policy and in support of the current curriculum.

b. Maintain fiscal control of library materials budget through use of library acquisitions/accounting system, and
NSHE Financial Data Warehouse and Advantage systems. Work closely with library director and report
financial information necessary for operational decisions.

c. Maintain current knowledge of, and compliance with, all NSHE and CSN purchasing policies, procedures
and related paperwork. Serve as point of contact for vendors.

d. Collaborate with other NSHE institutions in regard to shared collections, access, systems, and acquisitions
efficiencies, serving on joint committees as needed.

e. Monitor trends in publishing, products, and access models and produce data used for making evidence
based decisions.

f. Compare and negotiate pricing and evaluate products to ensure the library receives relevant content in the
appropriate format at competitive prices.

g. Produce data driven customized reports on library collections including but not limited to age of collection,
usage, cost per use, size of collection, expenditures by campus, comparisons to peer institutions, and other
ACRL recommended analyses.

h. Explore and, when possible, implement technologies for streamlining acquisitions processes.

i. Annually produce and distribute walkthrough reports that include the conclusions and action items of the
CDT'’s evaluation of each campus library’s use of space in accordance with the collection development

policy.
j- Manage donations to the library’s collections using efficient and effective processes.

k. Other, as agreed upon by the department/program:

Faculty Member’s Justification:

Evaluator’s Justification:

Faculty Member’s Self-Rating:
Ul | i | |=
a 1 2 3 4

Evaluator’s Rating:

U I I i
0 1 2 3
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STANDARD 2: Technical Services, Cataloging and Interlibrary Loan:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Actively ensure that cataloging, classification and collection records are in compliance with all national
coding standards.

b. Manage the department in charge of cataloging and processing of materials received.

c. Actively maintain the library catalog by ensuring new records are loaded and inappropriate records are
corrected in a timely and responsive manner.

d. Write and update policies pertaining to technical services functions and proactively share with other
departments.

e. Manage Interlibrary Loan (ILL) operations including all functions related to lending and borrowing of
materials to outside institutions. Continually evaluate interlibrary loan workflow and policies and implement
changes necessary for improvement.

f.  Maintain current knowledge of all ILL systems, services, processes and procedures.

g. Supervise, evaluate and serve as backup for interlibrary loan staff and for the lead technical services
department staff.

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

j. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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STANDARD 3: Library Systems Maintenance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Participate in the management of Innovative Interfaces Millennium system including creating and updating
policies and proving training to library staff.

b. Coordinate the workflow and policies related to all integrated systems in cataloging, acquisitions, interlibrary
loan, library catalog and serials.

c. Investigate and solve problems and issues regarding library system including acquisitions/accounting,
cataloging, circulation, serials, interlibrary loan and library catalog modules and assist with implementation
of upgrades or service enhancements to library system modules.

d. Serve as liaison to and collaborate with UNLV and NSHE in matters regarding shared library system
issues, maintenance and any agreements and/or memorandums of understanding.

e. Actively promote effective use of Innovative Interfaces library system modules, OCLC, Financial Data
Warehouse, Advantage, and other library systems.

f. Collaborate with the digital services librarian and staff to ensure seamless access to resources in all

formats across all delivery platforms.

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—1E Uttt
a 1 2 3 4 0 1 2 3 4
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STANDARD 4: Contracts and Agreements:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Maintain files of licenses and contracts with electronic resources vendors and NSHE institutions.
b. Ensure ongoing license compliance and record keeping for digital and print acquisitions and services.
c. Obtain purchasing director approval and necessary signatures on all required contracts/agreement for all
materials purchases, subscriptions, renewals and leases.
d. Update all contracts, agreements and memorandums of understanding according to CSN purchasing and
NSHE policies.
e. Obtain countersignatures on all contracts, agreements, and memorandums of understanding.
Serve as point of contact with purchasing for communications between vendor and purchasing department.

—h

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—E Ut
0 1 2 3 4 0 1 2 3 4
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STANDARD 5: Reference & Research Assistance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Provide effective reference assistance as scheduled.
b. Utilize best practices in regard to reference interactions.
c. Demonstrate appropriate and effective communication in order to connect with students at their level of
need.
d. Assist with the effective management of public services and related classified staff during reference desk
shifts.
e. Provide specialized research assistance to faculty, students, and/or staff.
When assigned, monitor and provide timely effective responses for virtual reference services.

—

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up——t———+—1E Ut —t—t—1F
a i 2 3 4 0 1 2 3 4
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STANDARD 6: Collection Selection, Evaluation, and Maintenance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Select materials in all formats in assigned subject areas in accordance with the guidelines of the CDT.

b. Work collaboratively with faculty to obtain and evaluate collections to ensure that they are relevant given
current curricular and disciplinary need.

c. Utilize best practices in order to develop collections that are balanced and supportive of current curriculum.

d. Provide an annual evaluation in all selection areas based on currency, evolving curricular needs, balance,
and user preference for format.

e. Demonstrate proactive awareness of any specialized accreditation standards and evaluate collections on
that basis.

f.  Positively contribute to discussions on new electronic resources under consideration for the collections.
Provide relevant feedback that relates electronic resources to student success initiatives and/or current
curriculum.

g. Weed collections meeting established deadlines in accordance with current collection development policy
and in consultation with the CDT.

h. Implement all recommendations from the CDT in regard to collection maintenance.

Demonstrate understanding of current trends with regard to publishing, evolving curricular needs and user
preferences for format.

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—E Ut
0 1 2 3 4 0 1 2 3 4
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STANDARD 7: Library Leadership & Library Team Participation:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Serve as a leader or member of one or more library teams, sharing solution-based ideas and readily
contributing to team assigned work.
b. Contribute to an environment that promotes continuous improvement in alignment with national standards
and best practices as well as aligns with the library’s and the college’s strategic plan.
c. Viathe teams, complete projects and/or strategies in order to develop and accomplish the library’s goals.
d. Actively participate in discussions and take the lead in getting others to participate. Consistently promote
teamwork within the library.
e. Serve as a site supervisor.
f.  Serve as a supervisor of public services at a campus.
g. Atrequest of library director, work on a special project.
h. Other, as agreed upon by the department/program:
i. Other, as agreed upon by the department/program:
j.  Other, as agreed upon by the department/program:
Faculty Member's Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up—t——t—+—1F Up—t——t—+—1F
0 1 2 3 4 0 1 2 3 4
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STANDARD 8: Professional Development and/or Service:

Secondary Responsibilities:
As per the CSN Workload Policy, faculty members are expected to perform an average of at least five hours per
week professional development and/or service.

Suggested Professional Development Activities:
a. Participate in a training session, conference and/or workshop.

b. Update/maintain academic preparations/licensure through approved independent study, coursework, and/or
involvement in discipline-related groups and organizations.

c. Conduct discipline-related research; publish professional materials; and/or write/participate in a grant.

d. Produce and/or present creative work, or contribute to public awareness and education on discipline related
topics.

Suggested Service Activities:
a. Actively serve as a member of the Faculty Senate and/or actively participate in an All-College, Senate,

School or Department Committee.

b. Actively serve as Faculty Senate Chair, Secretary, Department Chair, Program Director, Department
Assistant Chair, Course Coordinator, Lead Faculty, Parliamentarian, Webmaster, Mentor or other official
position of stature within the College, School, Program and/or Department.

c. Actively support student organizations.

d. Work with the Clark County School District (CCSD) in student advisement, recruiting, NSHE/CSN-related
issues, and/or develop significant community contacts that help promote a program or advance college
goals.

e. Actively participate in community volunteer work, and/or serve on community advisory, government,
college/university, professional organization/society, or school boards.

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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Growth Plan (To be completed by the faculty member.):

In relation to the provided justifications and ratings, and the information gleaned from the meeting with the
evaluator, develop a Professional Growth Plan indicating how you intend to improve your performance in

subsequent evaluation period.
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APPENDIX F: Technical Services Library Faculty Final Evaluation Summary

Faculty Member:

Evaluation Period:

Evaluator:

Evaluator Rating

Self-Rating
Average

Rating Source:

Standard 1: Acquisitions and Collection Analysis

Standard 2: Technical Services, Cataloging & Interlibrary Loan

Standard 3: Library Systems Maintenance

Standard 4: Contracts and Agreements

Standard 5: Reference & Research Assistance

Standard 6: Collection Selection, Evaluation and Maintenance

Standard 7: Library Leadership & Library Team Participation

Standard 8: Professional Development and/or Service

Overall Rating Score:

Overall Rating Scale: Determine the sum of all the average ratings for each Standard and compare to
the following scale:

32.00 — 26.00: Excellent Faculty Member Overall Rating (Circle One):
25.99 — 20.00: Commendable
19.99 — 12.00: Satisfactory Unsatisfactory  Satisfactory n Commendable  Excellent

Less than 12: Unsatisfactory

Faculty Member: Check One of the Following, Signh and Date

] Agree ] Disagree, but Accept ] Disagree, ] Disagree,

Request Peer Review Request Supervisory Review
Faculty Member Signature Date Dean Signature Date
Evaluator Signature Date VP Signature Date
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APPENDIX G: Digital Services Library Faculty Evaluation Worksheet

Instructor Name:

Date:

Dept./Program:

Evaluation Period:

Evaluator:

Tenured:

INSTRUCTIONS:

Ovy 0ON

On the scales provided below, indicate a rating for each Standard. All ratings must be justified. The rating levels for

the extremities are Unacceptable (U) and Exceptional (E).

STANDARD 1: Web Content:

Faculty members do not need to fulfill all of the listed criteria to be considered exceptional.

Examples of exceptional performance might include:

a. Create, develop, and maintain all web content in accordance with current Web Content Policy and CSN

guidelines.

b. Monitor use of the library website and report on/respond to trends in user behavior.

o

Develop and maintain expert knowledge of programming languages and popular devices.

d. Create video and interactive instructional content in accordance with best practices and in cooperation with

instruction librarians.

e. Other, as agreed upon by the department/program:
f.  Other, as agreed upon by the department/program:

g. Other, as agreed upon by the department/program:

Faculty Member’s Justification:

Evaluator’s Justification:

Faculty Member’s Self-Rating:
Ut I I I E
1] 1 2 3 4

Evaluator’s Rating:

U I I i
0 1 7 3
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STANDARD 2: Technology Guidance and Planning:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Make recommendations to strategic planning teams on technical trends, digital products and services, and

needed enhancements to our current digital offerings in support of distance education faculty.

Organize web project tasks and disperse responsibilities among appropriate library faculty.

Contribute to projects and/or strategies in order to develop and accomplish the library’s strategic goals
Monitor all goals and tasks set for digital services in accordance with current strategic plan.

Monitor technical trends, digital products and services, and possible enhancements to our current digital
systems through regular reading of technology news articles, publications, and related websites.

®ooo

k. Other, as agreed upon by the department/program:

I.  Other, as agreed upon by the department/program:

m. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up——t———+—1E Ut —t—t—1F
a i 2 3 4 a 1 2 3 4
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STANDARD 3: Access to Electronic Resources:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Set up off-campus access to electronic resources using EZproxy or similar system.

b. Monitor changes in vendor process or platform and make appropriate changes in proxy system to maintain
access.
Work with technical services staff to coordinate access to electronic resources through the library catalog.
Monitor the library email account in regard to service, access, and information issues.
Collaborate with vendor technical support staff to ensure access to electronic resources.
Provide proactive troubleshooting in regard to maintaining 24/7 access to all online systems, services, and
resources.
g. As appropriate, effectively communicate trends and technical issues to library faculty.

~® o0

j- Other, as agreed upon by the department/program:

k. Other, as agreed upon by the department/program:

I.  Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up——t———+—1E Ut —t—t—1F
a i 2 3 4 0 1 2 3 4
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STANDARD 4: Management of Electronic Resources:

Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Maintain access to all electronic resource administrative accounts.

Where appropriate, customize resource interfaces to maximize student success.

b.
c. Monitor compliance with access agreements relating to online systems, services, and resources.
d. Maintain information on the usage of digital resources and provide an analysis of those findings to the

department and CSN administration.

e. Monitor indexing and coverage of resources in our Discovery Platform and advise librarians accordingly

when purchasing decisions are made.

f.  Other, as agreed upon by the department/program:
g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

Faculty Member’s Justification:

Evaluator’s Justification:

Faculty Member’s Self-Rating:
Ut I I I E
1] 1 2 3 4

Evaluator’s Rating:

Ul i
0 1
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STANDARD 5: Reference & Research Assistance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Provide effective reference assistance as scheduled.
b. Utilize best practices in regard to reference interactions.
c. Demonstrate appropriate and effective communication in order to connect with students at their level of
need.
d. Assist with the effective management of public services and related classified staff during reference desk
shifts.
e. Provide specialized research assistance to faculty, students, and/or staff.
When assigned, monitor and provide timely effective responses for virtual reference services.

—h

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—E Ut
0 1 2 3 4 0 1 2 3 4
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STANDARD 6: Collection Selection, Evaluation, and Maintenance:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Select materials in all formats in assigned subject areas in accordance with the guidelines of the CDT.

b. Work collaboratively with faculty to obtain and evaluate collections to ensure that they are relevant given
current curricular and disciplinary need.

c. Utilize best practices in order to develop collections that are balanced and supportive of current curriculum.

d. Provide an annual evaluation in all selection areas based on currency, evolving curricular needs, balance,
and user preference for format.

e. Demonstrate proactive awareness of any specialized accreditation standards and evaluate collections on
that basis.

f.  Positively contribute to discussions on new electronic resources under consideration for the collections.
Provide relevant feedback that relates electronic resources to student success initiatives and/or current
curriculum.

g. Weed collections meeting established deadlines in accordance with current collection development policy
and in consultation with the CDT.

h. Implement all recommendations from the CDT in regard to collection maintenance.

i. Demonstrate understanding of current trends with regard to publishing, evolving curricular needs and user
preferences for format.

j.  Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Ul | I | E Ul I I | I=
0 1 2 3 4 0 1 2 3 4
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STANDARD 7: Library Leadership & Library Team Participation:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Serve as a leader or member of one or more library teams, sharing solution-based ideas and readily
contributing to team assigned work.
b. Contribute to an environment that promotes continuous improvement in alignment with national standards
and best practices as well as aligns with the library’s and the college’s strategic plan.
c. Viathe teams, complete projects and/or strategies in order to develop and accomplish the library’s goals.
d. Actively participate in discussions and take the lead in getting others to participate. Consistently promote
teamwork within the library.
e. Serve as a site supervisor.
f.  Serve as a supervisor of public services at a campus.
g. Atrequest of library director, work on a special project.
h. Other, as agreed upon by the department/program:
i. Other, as agreed upon by the department/program:
j.  Other, as agreed upon by the department/program:
Faculty Member's Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Up—t——t—+—1F Up—t——t—+—1F
0 1 2 3 4 0 1 2 3 4
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STANDARD 8: Professional Development and/or Service:

Secondary Responsibilities:
As per the CSN Workload Policy, faculty members are expected to perform an average of at least five hours per
week professional development and/or service.

Suggested Professional Development Activities:
a. Participate in a training session, conference and/or workshop.

b. Update/maintain academic preparations/licensure through approved independent study, coursework, and/or
involvement in discipline-related groups and organizations.

c. Conduct discipline-related research; publish professional materials; and/or write/participate in a grant.

d. Produce and/or present creative work, or contribute to public awareness and education on discipline related
topics.

Suggested Service Activities:
a. Actively serve as a member of the Faculty Senate and/or actively participate in an All-College, Senate,

School or Department Committee.

b. Actively serve as Faculty Senate Chair, Secretary, Department Chair, Program Director, Department
Assistant Chair, Course Coordinator, Lead Faculty, Parliamentarian, Webmaster, Mentor or other official
position of stature within the College, School, Program and/or Department.

c. Actively support student organizations.

d. Work with the Clark County School District (CCSD) in student advisement, recruiting, NSHE/CSN-related
issues, and/or develop significant community contacts that help promote a program or advance college
goals.

e. Actively participate in community volunteer work, and/or serve on community advisory, government,
college/university, professional organization/society, or school boards.

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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Growth Plan (To be completed by the faculty member.):

In relation to the provided justifications and ratings, and the information gleaned from the meeting with the
evaluator, develop a Professional Growth Plan indicating how you intend to improve your performance in

subsequent evaluation period.
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APPENDIX H: Digital Services Library Faculty Final Evaluation Summary

Faculty Member:

Evaluation Period:

Evaluator:

Evaluator Rating

Self-Rating
Average

Rating Source:

Standard 1: Web Content

Standard 2: Technology Guidance and Planning

Standard 3: Access to Electronic Resources

Standard 4: Management of Electronic Resources

Standard 5: Reference & Research Assistance

Standard 6: Collection Selection, Evaluation and Maintenance

Standard 7: Library Leadership & Library Team Participation

Standard 8: Professional Development and/or Service

Overall Rating Score:

Overall Rating Scale: Determine the sum of all the average ratings for each Standard and compare to
the following scale:

32.00 — 26.00: Excellent Faculty Member Overall Rating (Circle One):
25.99 — 20.00: Commendable
19.99 — 12.00: Satisfactory Unsatisfactory  Satisfactory n Commendable  Excellent

Less than 12: Unsatisfactory

Faculty Member: Check One of the Following, Signh and Date

] Agree ] Disagree, but Accept ] Disagree, ] Disagree,

Request Peer Review Request Supervisory Review
Faculty Member Signature Date Dean Signature Date
Evaluator Signature Date VP Signature Date
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APPENDIX I: Counseling Faculty Evaluation Worksheet

Instructor Name:

Date:

Dept./Program:

Evaluation Period:

Evaluator:

Tenured:

INSTRUCTIONS:

Ovy 0ON

On the scales provided below, indicate a rating for each Standard. All ratings must be justified. The rating levels for

the extremities are Unacceptable (U) and Exceptional (E).

STANDARD 1: Serve a Diverse Population of Declared Student Major:
Faculty members do not need to fulfill all of the listed criteria to be considered exceptional.

Examples of exceptional performance might include:

a. Counselor should use eclectic counseling approach.

Establish an individualized academic plan.

Counsel students with identifying career goals.
Counsel students with realistic plans to meet goals.

@ oooCT

h. Other, as agreed upon by the department/program:
i. Other, as agreed upon by the department/program:

j- Other, as agreed upon by the department/program:

Counsel students with identifying academic requirements.

Provide students with tools to become active and self-sufficient in their academic planning.
Provide appropriate consultation and/or referrals as needed.

Faculty Member’s Justification:

Evaluator’s Justification:

Faculty Member’s Self-Rating:
Ul | i | |=
a 1 2 3 4

Evaluator’s Rating:

U I I i
0 1 2 3

Page 52 of 75




Policy FAC 1.3: Faculty Evaluation Policy, Version 3 | Last Revised: 5/7/14

STANDARD 2: Provide Effective Counseling Experiences, Retention, Graduation and Transfer Evaluation:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

Assess students understanding of college policies.

Identify challenges that may impede academic progress.

Determine proper referrals for students.

Counsel students in developing academic plans.

Encourage students to continue evaluating and/or updating their academic plans.

Counsel students on utilizing of college support services and resources.

Promote retention by encouraging students to work closely with faculty especially if they are having
problems.

Perform graduation and degree completion audits.

Counsel students regarding their degree requirements to completion.

Counsel students regarding transferability of their coursework from outside the college (out-of-state and/or
NSHE institutions).

Counsel student regarding their transferring to other colleges and universities.

ST @meaonoTy

=

Other, as agreed upon by the department/program:

m. Other, as agreed upon by the department/program:

n. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Ul | i | E Ul i i | I=
a i 2 3 4 a 1 2 3 4
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STANDARD 3: Proficiency:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Participate in professional development and training when approved.
b. Maintains proficiency in counseling area, which may include but is not limited to the following: course
selection, graduation check/degree audit, major exploration, transfer exploration, and probation/suspension.
c. Collaborate with tenured counselors to evaluate colleagues counseling techniques.

d. Other, as agreed upon by the department/program:

e. Other, as agreed upon by the department/program:

f.  Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
Ul | i | E Ul i i | I=
a i 2 3 4 a 1 2 3 4
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STANDARD 4: Student Engagement and Participation:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Encourages students to seek counseling when appropriate.
b. Engages students with questions regarding short and long-term academic goals.
c. Create a counseling environment where student feel respected, valued and encouraged.
d. Actively engage student’s questions in a counseling environment.

e. Other, as agreed upon by the department/program:

f.  Other, as agreed upon by the department/program:

g. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—E Ut
0 1 2 3 4 0 1 2 3 4
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STANDARD 5: College Liaison:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

a. Counselor refers to appropriate college resources.

b. Counselor demonstrates knowledge of college resources regarding students’ need which may include but
not limited to the following: Registration, Disability Student Resources, Career Services, Financial Student
Services, CAPS (Counseling and Psychological Services, Tutorial Services, etc.)

c. Counselor will encourage student to connect and take an active role in seeking assistance.

d. Other, as agreed upon by the department/program:

e. Other, as agreed upon by the department/program:

f.  Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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STANDARD 6: Processes and Procedures:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:
a. Assist students when necessary regarding the following: probation and suspension, substitutions and
waivers, non-traditional waivers (NTE), transfer evaluations, graduation evaluations, etc.
Encourage students to be their own advocate.
Encourage students to understand policies, procedures, and published timelines.
Encourage students to interact with academic faculty, program directors and Deans.
Counsel students on degree and graduation requirements.
Provide students a way to address their concerns/questions for their transfer degree requirements.

~oooo

g. Other, as agreed upon by the department/program:

h. Other, as agreed upon by the department/program:

i. Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p——t——+—1E Uttt
a 1 2 3 4 0 1 2 3 4
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STANDARD 7: Professional Responsibilities:
Faculty members do not need to fulfill all of the indicated examples to be considered exceptional.

Examples of exceptional performance might include:

“Se@mooooTe

Announce office hours and post them on office door.

Offer student help with an adequate and appropriate response time.

Answer phone messages and emails with in an appropriate timeframe.

Perform duties in a professional manner.

Attend and participate in School, Department, and Program meetings.

Cooperate with supervisors and college administration.

Treat students with courtesy and respect.

Treat colleagues and staff with courtesy and respect.

Comply with all sections of the NSHE code and policies concerning Professional Conduct applicable to
faculty.

Other, as agreed upon by the department/program:

Other, as agreed upon by the department/program:

Other, as agreed upon by the department/program:

Faculty Member’s Justification: Evaluator’s Justification:

Faculty Member’s Self-Rating: Evaluator’s Rating:

UF———+—+—1 UF——F—+—1
a1 2z 3 4 L .
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STANDARD 8: Professional Development and/or Service:

Secondary Responsibilities:
As per the CSN Workload Policy, faculty members are expected to perform an average of at least five hours per
week professional development and/or service.

Suggested Professional Development Activities:
a. Participate in a training session, conference and/or workshop.

b. Update/maintain academic preparations/licensure through approved independent study, coursework, and/or
involvement in discipline-related groups and organizations.

c. Conduct discipline-related research; publish professional materials; and/or write/participate in a grant.

d. Produce and/or present creative work, or contribute to public awareness and education on discipline related
topics.

Suggested Service Activities:
a. Actively serve as a member of the Faculty Senate and/or actively participate in an All-College, Senate,

School or Department Committee.

b. Actively serve as Faculty Senate Chair, Secretary, Department Chair, Program Director, Department
Assistant Chair, Course Coordinator, Lead Faculty, Parliamentarian, Webmaster, Mentor or other official
position of stature within the College, School, Program and/or Department.

c. Actively support student organizations.

d. Work with the Clark County School District (CCSD) in student advisement, recruiting, NSHE/CSN-related
issues, and/or develop significant community contacts that help promote a program or advance college
goals.

e. Actively participate in community volunteer work, and/or serve on community advisory, government,
college/university, professional organization/society, or school boards.

Faculty Member’s Justification: Evaluator’s Justification:
Faculty Member’s Self-Rating: Evaluator’s Rating:
U p———t—"t—— Up——t—t—t—1
a 1 2 3 4 0 1 2 3 4
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Growth Plan (To be completed by the faculty member.):

In relation to the provided justifications and ratings, and the information gleaned from the meeting with the
evaluator, develop a Professional Growth Plan indicating how you intend to improve your performance in

subsequent evaluation period.
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APPENDIX J: Counseling Faculty Final Evaluation Summary

Faculty Member:

Evaluation Period:

Evaluator:

Evaluator Rating

Self-Rating
Average

Rating Source:

Standard 1: Serve a Diverse Population of Declared Student Major

Standard 2: Provide Effective Counseling Experiences, Retention,
Graduation and Transfer Evaluation

Standard 3: Proficiency

Standard 4: Student Engagement and Participation

Standard 5: College Liaison

Standard 6: Processes and Procedures

Standard 7: Professional Responsibilities

Standard 8: Professional Development and/or Service

Overall Rating Score:

Overall Rating Scale: Determine the sum of all the average ratings for each Standard and compare to
the following scale:

32.00 — 26.00: Excellent Faculty Member Overall Rating (Circle One):
25.99 — 20.00: Commendable
19.99 — 12.00: Satisfactory Unsatisfactory  Satisfactory n Commendable  Excellent

Less than 12: Unsatisfactory

Faculty Member: Check One of the Following, Signh and Date

] Agree ] Disagree, but Accept ] Disagree, ] Disagree,

Request Peer Review Request Supervisory Review
Faculty Member Signature Date Dean Signature Date
Evaluator Signature Date VP Signature Date
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APPENDIX K: Substitution Evaluation for Tenure Applicant

NAME: EVALUATION PERIOD: DATE:

TITLE: PROG/DEPT: SCHOOL:

The aforementioned faculty member has applied for tenure. In accordance with the Faculty Evaluation Policy, the
overall rating will be as identified by the Tenure Committee assigned to the individual.

Excellent Commendable Satisfactory Unsatisfactory

OVERALL RATING: ] ] L] ]
Signature:

Supervisor Date
Signature:

Person Evaluated Date
REVIEWED:
Signature:

Dean Date
REVIEWED:
Signature:

Vice President Date
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APPENDIX L: Substitution Evaluation for Sabbatical Recipient

NAME: EVALUATION PERIOD: DATE:

TITLE: PROG/DEPT: SCHOOL:

The aforementioned faculty member has been awarded a full- or half-year sabbatical for the evaluation period. In
accordance with the Faculty Evaluation Policy, the overall rating will be determined in consultation with the
individual’s immediate supervisor.

Justification for the assigned rating must be attached.

Excellent Commendable Satisfactory Unsatisfactory
OVERALL RATING: ] ] ] ]
Signature:
Supervisor Date
[l AGREE [ ] DISAGREE
[] REQUEST SUPERVISORY REVIEW [] REQUEST PEER REVIEW
Any request for a Supervisory or Peer Review must be accompanied by a written appeal.
Signature:
Person Evaluated Date
REVIEWED:
Signature:
Dean Date
REVIEWED:
Signature:
Vice President Date
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APPENDIX M: Application for Waiver of Self-Evaluation

NAME: EVALUATION PERIOD: DATE:

TITLE: PROG/DEPT: SCHOOL:

Due to an accumulation of the equivalent of at least one full semester of leave, | hereby apply for a waiver of my
Self Evaluation for the indicated period. Should my request be denied, | acknowledge | must submit a completed
Self Evaluation and, if required, a Growth Plan, through the normal procedure.

If this request is approved, my overall evaluation shall be recorded as Satisfactory for the indicated period. If this
evaluation period also required a classroom/lab observation and the submission of a Growth Plan, those activities
shall be completed during the period of my next Self-Evaluation.

To be eligible for consideration, this request must be submitted in accordance with the deadlines as identified in the
Faculty Evaluation Policy, and appropriate documentation must be attached.

Signature:

Faculty Member Requesting Waiver Date

To Be Completed By the Supervisor/Chair:
[l waiver Approved

[]  Waiver Not Approved

Signature:

Supervisor/Chair Date
REVIEWED:
Signature:

Dean Date
REVIEWED:
Signature:

Vice President Date
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APPENDIX N: Schedule of Dates & Deadlines

Classroom Final
Observation : Evaluation Supervisor Dean 8
Faculty Tenure Status (if applicable) & '\é?;tl'l:gg‘r” Summary & Submits to Submits to thglﬁbg] its
Completion of Rating by Dean VP
Self-Evaluation Evaluator
Market Hire & Temp Before Feb 1 Before Feb 1 Feb 1 Feb 10 Feb 20 Last Day of
Full-Time Feb
B st
Tenure Track in 17Year | pogoe pep g Before Feb 1 Feb 1 Feb 10 Feb 20 Last Day of
(Fall Hire) Feb
Tenure Track in 1% Year . . . . Last Day of
(Spring Hire) Before April 1 Before April 1 April 1 April 15 Apr 30 Spring Sem
Tenure Track in 2™ Year Before Nov 15 Before Nov 15 Nov 15 Nov 30 Dec 10 Lﬁzt”%?mm
Tenure Track in 3 Year Before Feb 1 Before Feb 1 Feb 1 Feb 10 Feb 20 LastFlé)gy of
Tenure Track in 4™ Year See Tenure Policy
. ) . Last Day Last Day of
Tenured Before Apr 1 Before April 1 April 1 April 15 of Apr Spring Sem
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APPENDIX O: Full-Time Teaching Faculty Job Description

POSITION DESCRIPTION: COMMUNITY COLLEGE PROFESSOR/INSTRUCTOR

Summary Statement of Responsibilities:
Full-time teaching faculty are responsible for performing diverse professional activities including the delivery of

quality instruction to students, advisement of students, development, implementation and evaluation of curricula

and service at the college.

Organizational Relationship:

a.

b.
c.

Full-time teaching faculty report directly to, and are responsible to, the Chair of the Department to which
they are assigned.

This position does not require the supervision of staff.

Full-time teaching faculty coordinate most closely with other faculty, the Department Chair, Provosts,
Associate Vice President and the Vice President for Academic Affairs.

|. Duties: The primary responsibilities of full-time teaching faculty are:

A. Teaching:

1. Meeting all classes at the time, place and length of time designated.

2. Teaching courses as assigned which correlate with the catalog descriptions and course outlines in a
manner designed to assist the student to achieve the specific objectives of the course.

3. Providing each student at the beginning of each course with a course outline which may include the
following information:

The goals, objectives and content for the course of study.

Required and supplementary textbooks to be used.

Attendance requirements.

Behavior and discipline requirements.

Planned schedule of examinations, field trips or other special activities.

Out-of-class assignment policy.

Method of evaluating student progress toward an achievement of course goals and objectives,

including the method by which the final grade is derived.

Information about office hour availability and appointment procedures.

Other information, which advises students of those requirements established by the instructor for

meeting the course objectives.

@rooooTw
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B. Student Evaluation:

a. Periodically examining and informing each student of his/ her progress toward achieving the
course's objectives.

b. Preparing and administering examinations, which measure the students' attainment of the course's
objectives.

c. Preparing and administering at the prescribed time, a final examination that appropriately
measures the student's attainment of the course's objectives.

d. Assigning grades to students.

C. Student Advising:

1. Advise students enrolled in the instructor's classes on those matters which relate to: Supplemental
reading or experience opportunities for further understanding of the subject area.

Career alternatives and opportunities related to the subject area.

The types of services and assistance that are available to students who are failing to make satisfactory
progress toward meeting the course's objectives.

4. Additional courses that might be taken by the student in the subject area or in related subject areas.

2.
3.
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D. Curricula Development and Evaluation:

1.

akrwn

Researching and recommending the revision, deletion or addition of programs and courses to reflect
the changes occurring within the subject area.

Participating in evaluation of curricula and instruction.

Participating in the evaluation of instructional takeout materials.

Evaluating and recommending catalog revisions.

Participating in college accreditation processes.

II. Duties: The secondary responsibilities for full-time teaching faculty are:

A. Professional Development:

1. Participating in scheduled, faculty development programs.
2. Participating in voluntary peer evaluations in accordance with college procedure.
3. Participating in grant writing activities appropriate to the department.
B. Other:
1. Providing accurate and timely information as requested by the college's administration.
2. Supervising students engaged in approved on campus meetings, activities or events, scheduled as a
part of instructional activities.
3. Submitting requests for textbooks, equipment, supplies, personnel, facilities, library materials and other

resources necessary for the conduct of courses and programs to the Department Chair.

[ll. Additional Responsibilities Include:

1.
2.
3.

Attending faculty, program and department meetings.

Serving on program, department, senate and all college committees.

Assisting the appropriate Department Chair in planning and conducting department affairs, selection
and orientation of new faculty, securing substitutes, and providing community groups and individuals
with information regarding programs and courses.

Contributing to the development of a positive image of the college in the community.
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APPENDIX P: Library Faculty Job Descriptions

POSITION DESCRIPTION: COMMUNITY COLLEGE LIBRARIANS

All Library Faculty:

a.

Comply with all sections of the NSHE code and policies concerning Professional Conduct applicable to
faculty.

Submit a detailed Self-Evaluation and, in designated years, a Growth Plan in a timely manner, or as
requested by the administration.

Participate in the College, School, and/or Program accreditation process, as requested.
Attend all Department meetings and Management Team meetings, as requested.

Maintain progress as identified in Growth Plan, or submit revised Growth Plan, if necessary.

All Reference/lnstructional Services Librarians:

a.

Provide reference and research assistance to students and faculty in keeping with campus library desk
schedules and the daily demands of the campus.

Coordinate, schedule, and conduct information literacy skills instructional sessions at the time, place and
length of time designated in keeping with the demands of the campus.

Select information resources in all formats to support campus programs, professional growth, and
independent learning in keeping with current campus acquisitions budgets and the current Collection
Development Policy.

Conduct assessments and student evaluations of teaching, and implement appropriate and corresponding
changes to improve content, assessment of student learning, and delivery, as necessary.

Evaluate collections through regular analysis using national standards practices and appropriate guides to
maintain currency and relevancy of collections.

Weed collections in accordance with current Collection Development Policy.

Understand and communicate to students, faculty, and community members all College Library Services
policies and procedures in regard to reference, circulation, and interlibrary loan services.
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All Technical Services Librarians:

a.

Execute College Library Services technical services and ILL/DD operations including the planning,
developing, and coordinating of interlibrary loan services and services and resources related to
acquisitions, cataloging, classification, and processing of all library materials and maintenance of the
catalog of library holdings.

Effectively use current systems for acquisitions, cataloging, serials, ILL, and circulation modules and solve
problems to promote effective use of all functions.

Maintain financial information with regard to acquisitions and related access services maintaining linkages
to and compliance with CSN Financial Services current practice and policies.

Provide statistics and expenditure reporting to appropriate library staff as needed.

All Digital Services Librarians:

Update and edit Departmental web pages.

Create, develop, and edit all web content in accordance with current Web Content Policy and CSN
guidelines.

Oversee and manage the Library Web Account (Content Management System).

Manage all database administrative accounts.

Manage off-campus access to databases.

Manage the Library email account in regard to service, access, and information issues.

Coordinate access to electronic resources through the library catalog with Technical Services staff.
Work with vendor technical support staff to ensure access to electronic resources.

Act as liaison with OTS staff to address library-wide technology issues.

Act as liaison with Distance Education students, faculty, and administration for online research, resources,
and reference services.
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APPENDIX Q: Counseling Faculty Job Description
POSITION DESCRIPTION: COMMUNITY COLLEGE COUNSELING FACULTY

a. Comply with all sections of the NSHE code and policies concerning Professional Conduct applicable to
faculty.

b. In designated years, faculty must earn at least a satisfactory counseling observation, as conducted by the
appropriate supervisor, or designee.

c. Conduct assessment of counseling approaches, theories and academic advising tools for supporting and
counseling students, which correspond to changes that improve counseling approaches and assessment
of outcomes.

d. Submit a detailed Self Evaluation and, in designated years, a Growth Plan in a timely manner, or as
requested by a supervisor/director/chair.

e. Maintain progress as identified in Growth Plan, or submit revised Growth Plan, if necessary.

f.  Provide reliable and objective advice and assistance to students in developing their educational goals,
and occupational and career plans to ensure student success and retention; identify and assist students
in resolving problems that interfere with their educational progress; clarify information regarding transfer
issues; and see students by drop in basis and by appointment.

g. Meet and establish rapport with and provide academic advising and counseling to students and
prospective students.

h. Utilize results of placement tests and interest inventories for advising and counseling students regarding
career options, course selection and personal interests.

i. Provide students with current information pertaining to academic programs and assist new students with
the orientation process.

j-  Maintain a 35-hour workweek, which includes a minimum of five (5) hours on average spent on flexible
institutional service, staff development, etc.

k. Serve as student advocate to mediate issues with other faculty and/or other departments.

I.  Advise students regarding progress toward degree requirements. Complete unofficial transcript
evaluations for graduation and provide counseling and advice to students who plan to matriculate at four-
year colleges and universities. Provide consistent articulation with Nevada colleges and universities. Also
provide counseling and advice to students who are transferring from other colleges and universities to
CSN.

m. Inform students of current trends in the job market.

n. Refer students who present with mental health and emotional concerns to CSN Counseling and
Psychological Services (CAPS).

0. Attend School and Program/Department meetings.
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APPENDIX R: Part-Time Teaching Faculty Job Description
POSITION DESCRIPTION: COMMUNITY COLLEGE PART-TIME INSTRUCTOR
Duties:
The responsibilities of part-time teaching faculty are:

A. Teaching:
1. Meeting all classes at the time, place and length of time designated.
2. Teaching courses as assigned which correlate with the catalog descriptions and course outlines in a
manner designed to assist the student to achieve the specific objectives of the course.
3. Providing each student at the beginning of each course with a course outline which may include the
following information:
The goals, objectives and content for the course of study.
Required and supplementary textbooks to be used.
Attendance requirements.
Behavior and discipline requirements.
Planned schedule of examinations, field trips or other special activities.
Out-of-class assignment policy.
Method of evaluating student progress toward an achievement of course goals and objectives,
including the method by which the final grade is derived.
Information about office hour availability and appointment procedures.
Other information, which advises students of those requirements established by the instructor for
meeting the course objectives.

@~ooooTp

B. Student Evaluation:

1. Periodically examining and informing each student of his/ her progress toward achieving the course's
objectives.

2. Preparing and administering examinations, which measure the students' attainment of the course's
objectives.

3. Preparing and administering at the prescribed time, a final examination that appropriately measures the
student's attainment of the course's objectives.

4. Assigning grades to students.

Recommended Activities:

Part-time instructors are not specifically evaluated on Professional Development, or Service to the College or
Community. However, CSN encourages part-time instructors to continue to develop their skills, further their
education, and contribute to the college and community through service activities. Therefore, space will be
provided on the evaluation form where, as an option, the evaluator can list various activities in which the part-time
instructor has been engaged during the evaluation period, which contributes to either professional development or
college/community service.
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APPENDIX S: Part-Time Teaching Faculty Evaluation Form

Instructor Name: Date:
Dept./Program: Evaluation Period:
Evaluator: Last Evaluation:

INSTRUCTIONS:
On the scales provided below, ranging from Unacceptable to Exceptional, indicate a rating for each item. All
ratings must be justified. The rating levels for the extremities are Unacceptable (U) and Exceptional (E).

Syllabus Development & Presentation:

Examples of exceptional performance might include:

Syllabus has all the applicable elements as indicated in CSN Syllabus Policy.

Syllabus learning outcomes meet program accreditation needs, if applicable.

Syllabus has a clear description of grading.

Syllabus is clear, organized, relevant, easy to read, and free of grammatical errors & typos.
Syllabus is consistent in appearance (font size, face, style, etc.).

Faculty assesses student understanding of course policies, procedures and syllabus.
Faculty makes syllabus and all relevant policies available in electronic format.

@~oooop

Evaluator’s Justification:

Evaluator’s Rating: Ul | | | E

Course Materials and Curricula Development:

Examples of exceptional performance might include:
a. Course materials are current and reflect knowledge of best practices in the field.
b. Course materials are developed and updated so that they correspond to the catalog description and
student learning outcomes.
Course materials demonstrate a variety of teaching strategies.
Assessment tools measure the students’ attainment of the course objectives.
Creates textbook and/or computerized materials for specific classes.
Participate in the evaluation of instructional takeout materials.

~® o0

Evaluator’s Justification:

Evaluator’s Rating: 4 Ul | | I 1E
N/A 0 1 2 3 4
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Content Presentation (Requires Classroom Observation):

Examples of exceptional performance might include:

a. Presentation is well organized, and class time is used efficiently and effectively.

b. Uses multiple techniques to present material.

c. Uses ongoing summary and review techniques to ensure student understanding.

d. Pacing of material is appropriate to meet course objectives.

e. Utilizes current and up to date information and examples in instructional environment.

f.  Incorporates technology into teaching.

g. Presents material as identified in the course description in accordance with the learning outcomes.

h. Effectively uses methods to project enthusiasm when interacting with students.

i. Demonstration of good English usage and, if applicable, oral presentation skills.
Evaluator’s Justification - Course: Day/Time: Number of Students:
Evaluator's Rating: || { | | |E

Student Engagement and Participation (Requires Classroom Observation):

Examples of exceptional performance might include:

a. Encourages class discussions and engages students with questions, when appropriate.

b. Uses both individual and group projects and presentations, if appropriate.

c. Creates an environment where students feel respected, valued and encouraged to share diverse
viewpoints.

d. Learns students’ names and encourages them to learn and use one another’'s names.

e. Responds appropriately to student’s questions and challenges within the instructional environment.

f.  Effectively demonstrates methods to assure frequent student-faculty professional contact in and out of
classes.

Evaluator’s Justification - Course: Day/Time: Number of Students:

Evaluator’s Rating: L I | | 1=
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Evaluation of Student Learning:

Examples of exceptional performance might include:
a. Graded assessments and other course work are returned to students with feedback and in a timely fashion.
b. Keeps current and accurate records of student progress and submits grades in conformity with college
procedures and deadlines.
c. Students can always check their cumulative performance at any time during the course.
d. Explains to students how to understand the provided information on their cumulative performance at any
point in the course.

Evaluator’s Justification:

Evaluator’s Rating: Ul | | | I5
a 1 2 3 4

Student Communication and Support:

Examples of exceptional performance might include:

a. Offers students help outside of class environment and answers emails within a timely fashion.

b. Advise students on supplemental reading or experience opportunities for further understanding of the
subject area, and/or career alternatives and opportunities related to the subject area.

c. Advise students on the types of services and assistance that are available to students who are failing to
make satisfactory progress toward meeting the course's objectives.

d. Advise students on additional courses that might be taken by the student in the subject area or in related
subject areas.

e. Tutor students in related courses.

Evaluator’s Justification:

Evaluator’s Rating:

Course Logistics, Proficiency and Professionalism:

Examples of exceptional performance might include:

If applicable, submits textbook and technology requests within the appropriate timeframe.

Requests for photocopies and library materials are timely and in accordance with CSN policies/procedures.
Maintains proficiency and, if necessary, required certifications in academic area.

Invites colleagues to evaluate course materials and instruction, if appropriate.

Cooperate with supervisors and the college administration to achieve the goals of the institution.

Treat students, colleagues and staff with courtesy and respect.

Comply with all sections of the NSHE code and policies concerning professional conduct.

@~oooop

Evaluator’s Justification:

Evaluator’s Rating: Ul | | | IE
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Professional Development and/or Service Activities (Optional):

General Comments:

Overall Rating (Circle One):  Unsatisfactory Satisfactory Commendable Excellent

Remedial Actions:

A. Recommend instructor meet with Administrator. O v O w~
B. Recommend instructor be required to:
1. Take course in teaching techniques. O v O w~
2. Study Teaching techniques. O v O w~
3. Observe classes taught by excellent instructors. O v O w~
4. Other (Specify): O v O w~
Signature: Evaluator Date
Signature: Dean/Administrator Date
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