
 

 

Faculty and Instructor Comprehensive 
Performance Appraisal Guidelines  

The goal of the faculty performance appraisal process is to provide a meaningful assessment of faculty, 
promote the development of goals and expectations, foster, and support faculty development, and 
support the continuous improvement of teaching and learning. SACS requires accredited institutions to 
conduct an effective faculty evaluation. According to the SACS Criteria for Accreditation, Section 6: “The 
institution publishes and implements policies regarding the appointment, employment, and regular 
evaluation of faculty members, regardless of contract or tenure status.” 
(www.sacscoc.org/principles.asp ) 

This manual provides guidelines to assist you in completing the appraisal form for faculty and 
instructors. The manual is organized by the sections found in the appraisal form. For each section, 
suggestions are provided for how to construct your answer and, where applicable, the supporting 
documentation is noted. You are encouraged, however, to add any information or documentation that 
you feel is important. 

 
Part 1: Instructional Effectiveness and Student Success 
 

Section 1.A: In reviewing the academic performance in your classes, choose a course that you taught 
over the past 3 academic years and review the data of students attaining proficiency in the learning 
outcomes of that course. What pedagogically did you do that most contributed to the success of your 
students in the past performance period? 

 

Section 1.B: Choose a learning outcome for which it was challenging for students to attain proficiency 
and describe what teaching and assessment strategies you will implement to help students meet (or 
exceed) the learning outcome. 

This question provides you with the opportunity to reflect on and discuss pedagogy that 
contributed to the overall success of your students attaining proficiency in the learning 
outcomes of a specific course over the past 3 years (list the course ID). Data of student 
success can be drawn from, but is not limited to, the Grade Distribution Report 
(https://dwreports.pbcc.edu/reportserver/pages/reportviewer.aspx?%2finstitutionaleffecti
veness%2fpublic%2fFacGradeDist_3Term) or other assessment tools, for example, GEN ED 
assessment, used to assess student proficiency of course outcomes. 

This question provides you the opportunity to reflect on and discuss one learning outcome 
that was challenging for your students and the teaching strategies/assessments you will 
implement to assist students meet that learning outcome. 
• List the course ID and the course learning outcome you have selected. 
• Describe how you measured your student’s performance, and if the measure 
addressed the learning outcome as a whole or a specific component of the outcome. 
• Describe the results of the assessment. 

http://www.sacscoc.org/principles.asp
https://dwreports.pbcc.edu/reportserver/pages/reportviewer.aspx?%2finstitutionaleffectiveness%2fpublic%2fFacGradeDist_3Term
https://dwreports.pbcc.edu/reportserver/pages/reportviewer.aspx?%2finstitutionaleffectiveness%2fpublic%2fFacGradeDist_3Term
https://dwreports.pbcc.edu/reportserver/pages/reportviewer.aspx?%2finstitutionaleffectiveness%2fpublic%2fFacGradeDist_3Term


 

 

 
Supervisor Comments on Part 1 (Required for employees who receive a rating of Below Expectations) 

 

☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations  

 

Part 2:  Instructional Excellence 
 

PBSC values the skills and abilities that its faculty already maintains while simultaneously recognizing 
the evolutionary nature of teaching and learning. 

Section 2.A:  After reviewing the essential and mastery outcomes of the Pillars of Instructional 
Excellence, choose a pillar and discuss your development over the last appraisal period.  If you have 
(re)taken the Pillars of Instructional Excellence Self-Efficacy Scale, what did the results tell you? 
 

 
Section 2.B In the last 3 years, for each professional development activity, describe how you 
implemented the content into the classroom.  Describe the results of implementation.  How did you 
assess the effectiveness?  What Pillars of Instructional Excellence were addressed?  Select professional 
development activities that were transformative and impactful in facilitating change in your teaching 
over the past 3 years. 
 

Activity Title Implementation of 
Information Learned 

Assessment of 
Effectiveness 

Pillars of Instruction 
Excellence Addressed  

• Describe the teaching strategies to be implemented to assist students meet the 
learning outcome. You may want to indicate any changes you have made to pedagogy, 
classroom management, use of college resources, or other practices related to teaching and 
learning. 
 • Describe/list anything you need to reach your goals, such as, educational materials, 
a mentor, or supervisor support. 
 
Documentation: A copy of the assessment instruments and grading rubrics, if applicable. For 
example, if the assignment was a project, performance or paper attach a copy of the 
assignment and the grading rubric, if used. 
 

Click here to enter text. 
 

Use either the Pillars of Instructional Excellence Self-Efficacy Scale results or your self-
reflection to select a pillar that you have demonstrated growth over the last 3 years. 
 

https://www.palmbeachstate.edu/CTLE/
https://www.palmbeachstate.edu/CTLE/
https://palmbeachstate.co1.qualtrics.com/jfe/form/SV_5ceXJq0ILU5vmXb
https://www.palmbeachstate.edu/pie/
https://www.palmbeachstate.edu/pie/


 

 
    

    

    

    

 

Section 2.C:  Using the form below and in consultation with your Associate Dean/supervisor, create a 
professional development goal(s) that will enhance your teaching, student success, and advancement 
towards mastery of the PIE.   
 

Activity Type Title Description PIE Evidence of 
Learning Addressed 

Estimated 
Completion Date 

     

     



 

 
     

     

 
 
Supervisor Comments on Part2: (Required for employees who receive a rating of below expectations) 

 
☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations 

 

Part 3: Relevant Feedback from Students and Supervisors 

Section 3.A: Reflect on the feedback from Student Assessment of Courses and Faculty including 
numerical ratings and the comments provided.  Describe how this information was used to enhance 
your teaching.  

Click here to enter text. 
 

This question gives you the opportunity to reflect on student assessment feedback and how 
you use the feedback to enhance teaching. Responses could also draw upon feedback from 
faculty- generated assessment tools. 
 
There are several different ways you might consider summarizing the information. 

• Examine the average ratings for each item and note which items received 
especially high or low ratings. 

• Review student comments, and discuss those areas where students felt you excel 
as well as those they felt need improvement. 

• If prior year reports are available, note any significant changes in ratings from 
the prior year. 

• If any of these ratings were the focus of a prior year’s improvement 
plan or goal, comment on how they reflect the progress made on the 
plan or goal. 

http://www.palmbeachstate.edu/ire/student-assessment-of-courses-and-faculty/


 

 

 
Section 3.B: Reflect on the comments provided by your supervisor on your instructional observation 
instrument.  Describe how this information was used to enhance your teaching.  

 
 
Supervisor Comments on Part 3: (Required for employees who receive a rating of below expectations) 

 
☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations 

 

  

• Describe steps you will take to reinforce that which is working well and/or to address 
any areas of concern. 

This question gives you an opportunity to review your instructional 
observations and      supervisor comments and ratings. 
 

• Indicate which of your courses were observed and the term in which the 
observation took place. 

• Discuss some of the areas where your supervisor commented positively about 
your instruction and instructional strategies. Explain why you feel these strategies 
have been successful. 

• Discuss any areas where your supervisor made suggestions for change and how 
you will address those suggestions. 
If you received a rating of “Needs Improvement,” “Below Expectations” or 
“Unsatisfactory” on any item, note the course, the rated item and the required 
improvement. In consultation with your supervisor, please provide an 
improvement implementation timeline. 

 

Click here to enter text. 
 



 

 
Part 4: Service to the Department, Campus, College, and Community 

Section 4.A: Service 
Describe your role, involvement, and contributions to college-related services and the community. 
This may include committees, leadership roles, assistance in student activities, cluster involvement, 
Business Partnership Council, undertaking special tasks or assignments, professional organizations, 
etc. 

 
Section 4.B: Support of College Goals and Learning 
Describe how your college-related services and/or community service activities support the College’s 
mission statement, Strategic Plan Goals, institutional learning outcomes, and/or student learning.   
 

 
Supervisor Comments on Part 4: (Required for employees who receive a rating of below expectations)  

 
☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations 

Section 4.C:  Describe how you selected your service activities and how you implemented what you 
learned into the classroom to increase student learning and success. How did you assess that 
increase? 

Supervisor Comments on Part 4: (Required for employees who receive a rating of below expectations)  

☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations 

This question gives you the opportunity to describe your service to the college and 
community.     Responses should include more than a list of committees and should provide 
an explanation of the extent to which you contributed to college-related activities.  Describe 
your leadership responsibilities at the college, campus, and/or professional organizations.  
For example, cluster chair, committee chair, club advisor, mentor, etc.  

Provide a comprehensive explanation of activities and how each service activity support the 
College’s mission, Strategic Plan Goals, and institutional learning outcomes. 

Click here to enter text. 
 

Provide examples to demonstrate how you implemented what you learned to increase 
student learning and success. Describe how you assessed the effectiveness of the 
implementation.  

Click here to enter text. 
 

http://www.palmbeachstate.edu/crm/statements.aspx
https://www.palmbeachstate.edu/ire/StrategicPlanning/
https://www.palmbeachstate.edu/ire/CollegeEffectiveness/ilos-2018/ilo.aspx


 

 
Part 5: Performance Goals 

 
Section 5.A:  Reflecting on parts 1-4 of this document and in consultation with your supervisor, 
create at least three S.M.A.R.T. goals (Specific, Measurable, Attainable, Realistic, and Timely.) that 
contribute to your department, campus and/or college; At least one PIE goal. 

 

 
 
Part 6:  Additional Comments (optional) 

If there is any additional information that you would like to have considered in your performance 
appraisal, please provide it here.   

 

  

Although this is self-explanatory, once you and your supervisor determine your goals for the 
next appraisal cycle, also, determine how you will measure your success and a timeline for 
completion. 
 

This is your opportunity to state anything you have not already stated in your appraisal that you 
wish to                   share. 
  



 

 

Part 7:  Compliance Checklist – This section will be completed by your Associate 
Dean/Supervisor 

 

 

 

Item Description Compliance 
Yes No N/A 

Office Hours 

Submitted office hours to the department by the end of the first 
week of classes and updated as assignments changed ☐ ☐ ☐ 

Posted office hours outside faculty member’s door using template 
per Section G, Academic Management Manual ☐ ☐ ☐ 

Observed posted office hours and noted exceptions on the office 
door ☐ ☐ ☐ 

Textbook 
Certification 

Certified textbooks once per year (or whenever textbook changed) 
per Federal and State Law. ☐ ☐ ☐ 

Blackboard Course 
Setup 

Loaded course content by noon on the day faculty returned for Fall 
and Spring and two days before the summer term, per Section N, 
Academic Management Manual. 

☐ ☐ ☐ 

Attendance 
Verification – “Never 
Attended” 

Reported non-attendance as required by federal law. (See College 
Website) ☐ ☐ ☐ 

End-of-Semester 
Procedures 

Submitted grades, accurate attendance records, copy of final exam 
and other data as required. (See College Website) (does “as 
required” take in “timely?) 

☐ ☐ ☐ 

Mid Term Grading Provided midterm grades as described on the College Website per 
the Faculty Contract. ☐ ☐ ☐ 

Final Course Grades 
via Web 

Posted Final course grades posted to Workday by required date each 
semester based on College calendar ☐ ☐ ☐ 

Mandatory Duty Days 
Attended all mandatory duty days, e.g., Development Day, 
Convocation, Commencements, Cluster Meetings etc., unless 
excused by supervisor. 

☐ ☐ ☐ 

Gordon Rule Met College’s guidelines for Gordon Rule classes. Gordon Rule ☐ ☐ ☐ 

Mandatory Training 

Completed Palm Beach State College required training: ☐ ☐ ☐ 
   Information Security Awareness and Training ☐ ☐ ☐ 
   ADA Training ☐ ☐ ☐ 
   Diversity, Inclusion & Equity Training ☐ ☐ ☐ 
   FERPA Training ☐ ☐ ☐ 
   Harassment & Discrimination Prevention Training ☐ ☐ ☐ 

https://www.palmbeachstate.edu/academicservices/faculty-information/
https://www.palmbeachstate.edu/academicservices/faculty-information/
https://www.palmbeachstate.edu/academicservices/faculty-information/
https://www.palmbeachstate.edu/academicservices/faculty-information/
https://www.palmbeachstate.edu/academiccalendar/
http://www.palmbeachstate.edu/learningoutcomes/Documents/Gordon_Rule_Statement.pdf


 

 

 
PART 8: Supervisor Overall Recommendation: 

☐Exemplary              ☐Very Good           ☐Acceptable              ☐Below Expectations 

Section 8.A:  Summarize faculty/instructor performance including any academic leadership roles, 
such as Department Chair.  

 
Section 8.B:  Recognition of Exceptional Performance  
(This is an optional opportunity for the supervisor to acknowledge excellence). 

 
Section 8.C:  Performance Improvement Plan (Required for employees who receive a rating on 
any performance factor of Below Expectations) 

 

 

  

Click here to enter text. 
 

Click here to enter text. 
 

Click here to enter text. 
 



 

 
Part 9: Performance Appraisal, Recommendation and Signatures 

This Performance Appraisal Form was reviewed and discussed on: 
Click or tap to enter a date. 
 
 
Recommendation: 

☐Recommended for continued employment  
☐Recommended for continued employment with Improvement Plan 
☐Not recommended for continued employment or recommend non-renewal review 
 
 
    
Employee’s Name (please print)     
 

 
Employee’s Signature 
 

 
   
Supervisor’s Name (please print)    
 

 
Supervisor’s Signature 
 

 
Dean’s Name (please print)     
 

 
Dean’s Signature 
 

Click here to enter text. 
 

Click here to enter text. 
 

Click here to enter text. 
 

Click here to enter text. 
 

Click here to enter text. 
 

Click here to enter text. 
 



 

 
 
 
EMPLOYEE COMMENTS –Employees may make any comments here within fourteen (14) college business 
days after this performance appraisal was reviewed and discussed.  All employee comments will be 
attached to this performance appraisal and filed in the employee’s personal file.  Attach additional sheets 
if necessary. 
 

Click here to enter text. 
 
 
 
 
 
 
 
 
 

 
Note: The employee’s signature does not necessarily indicate agreement with the performance appraisal results.   
           The signature indicates only that the performance appraisal was discussed with the employee. 
 

This form is sent to Human Resources. 
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