October 26, 2009
M E M O R A N D U M

TO:

College of Health Sciences Faculty

FROM:
Karen Skaff, Ph.D., Clinical Sciences Department Chair

Janice Kuperstein, Ph.D., Rehabilitation Sciences Department Chair
RE:

2009 Annual Performance Review

Below are the instructions for completing 2009 Annual Performance Review for faculty. Please read and follow them carefully as there are a number of changes.  

Your Performance Review accomplishes several purposes. The Review: 

· provides the basis for self-assessment and planning for your professional development
· provides an opportunity for you and your Department Chair to recognize your present work and accomplishments, discuss expectations for future performance, and identify strategies for meeting your career goals
· is used by the Dean to make decisions about merit pay

Am I required to participate in the Annual Performance Review?
· All non-tenured faculty in tenure track positions and faculty in non-tenurable positions must participate in the 2009 Annual Performance Review. This includes clinical title series, research title series, lecture, and non-tenured special and regular title series faculty. 

· Tenured faculty may choose whether to participate in the 2009 APR process. 
If I am a tenured faculty member and do not choose to participate in the 2009 Annual Performance Review, is there anything I need to do?

Yes. Even if you do not participate in the Annual Performance Review, you need to complete the following activities: 

· Notify your Division Director and Department Chair in writing (email is fine) that you do not intend to complete the Review no later than November 20, 2009. 
· Update your Faculty Productivity Report no later than January 12, 2010. Contact Anna (amoore2@email.uky.edu; ext. 80513) or Theresa  (tcook1@email.uky.edu; ext. 80477) to schedule an appointment to update the Report. A separate email will be sent to alert you of this. 

· Provide the following information  to Keturah Taylor-Washington (ktayl4@email.uky.edu) in the Dean’s Office by January 12, 2010:
· Electronic copy of your updated curriculum vita 

· Hard copy or electronic copy of your current licensure or certification with the effective year(s) showing.

What happens if I am a tenured faculty member and do not choose to participate in the Annual Performance Review?

· You will receive the same overall evaluation you received for 2008. This could become important in decisions about merit pay and may be important if you are an associate professor seeking promotion to Professor.
· All faculty members must participate in the 2010 Annual Performance Review next year. If you do not participate in the 2009 Annual Performance Review, you will submit materials for two years (2009 and 2010) as part of the 2010 Review. 

If I participate in the Review, what materials do I need to submit?

Assemble your documents in the following order:


· Cover letter summarizing your accomplishments in instruction, research, service, personal professional development, patient care, and administration, as appropriate.

· Letter of Agreement for January - June 2009. You will not have a Letter of Agreement for July - December 2009 due to changes made in the 2009-2010 DOE process.
· Curriculum vitae (highlight activities and accomplishments for 2009 calendar year). 
· A copy of your updated Faculty Productivity Report. You may have completed this earlier in fall 2009 with Vicki Riddell-Peavler or Denise McCarthy. If you have additional items to add for scholarly productivity, please arrange this with the Administrative Assistant in your college.
· Completed Teaching Addendum Form for Spring and Summer I 2009 only. You will not need a Teaching Addendum form for Summer II and fall 2009 due to changes made in the 2009-2010 DOE process.
· Updated Teaching Portfolio (Specific information about the Teaching Portfolio along with details of the Performance Review process can be found at http://www.uky.edu/Regulations/AR/ar026.pdf)

· Teaching evaluations should be included for the fall term prior to 2009 (i.e., Fall 2008) and spring term 2009. Include summer 2009 teaching evaluations if available.
· Teaching evaluations should include student written comments as well as numerical scores. If you wish, you may make notes on the written comments or provide a separate written response to the evaluations. 
· For classes with fewer than 5 students, you must provide alternate evidence of evaluation of teaching. This may include peer review, informal evaluations, evaluations provided by experts (e.g., TASC personnel), etc. You may also include a TCE evaluation, but it will not e accepted as the primary evaluation source.  
· Other supporting documentation/materials. This may include example(s) of research or creative activity produced during the review period and other information that may be relevant to the Performance Review (e.g. information on special recognition, achievements)

Additionally, you should provide:

· Electronic copies of your updated curriculum vitae (without highlighting) to the Administrative Assistant in your Department, Anna Moore (amoore2@email.uky.edu; ext. 80513) or Theresa Cook (tcook1@email.uky.edu; ext. 80477) and to Keturah Taylor-Washington (ktayl4@email.uky.edu; ext. 80479), for Departmental and CHS Standard Personnel Files.
· One copy of your most recent professional licensure and/or certification, as appropriate to Keturah. The copy should contain the expiration date. Copies of wallet cards, etc., are acceptable provided the date is listed on the document.

NOTE: Your evaluation will not be completed until you provide all the information requested above.  

What is different about the Annual Performance Review this year?
We are in a transition period, so there are several differences in the process this year. 
· Tenured faculty may choose not to participate in the 2009 Review. 

· You will receive credit for scholarly productivity ONLY for items you have listed in your updated curriculum vita AND in the faculty productivity module. If you claim activities (e.g., presentations, publications, grants) that are not listed in your vita and in the faculty productivity database, you will not receive credit for these in your Review.
· At the time you submit your documents to the Division Director, you must also send an electronic copy of your updated vita to Keturah Taylor-Washington and to your Department Administrative Assistant.
· You need to submit a Letter of Agreement and Teaching Addendum for Spring and Summer I 2009 only. These forms are not needed for Summer II or Fall 2009 because of changes we made to the DOE procedures beginning 2009-2010. In the future, this information will be captured on your DOE, and you will not need to submit these documents. 
What are the steps in the Annual Performance Review process.

You should provide all materials to your Division Director, who will review the materials, complete an initial CHS Annual Performance Review, and submit the initial Review and packet to the Chair. The Chair will review and add to the CHS Annual Performance Review, assign a rating, forward the material to the Executive Council for joint review, and then meet with each faculty member being reviewed to discuss the performance evaluation. You should follow the specific instructions below.
1.
If there are any individuals besides your Division Director whose input you would like the Chair to solicit on behalf of your review, please give your chair their names, addresses and e-mail address as soon as possible, but no later than November 03. The Chair will solicit their input by letter (sample attached).


2. Please contact the Administrative Assistant for your Department (Theresa Cook at tcook1@email.uky.edu, ext. 80477 or Anna Moore amoore2@email.uky.edu, ext 80513) no later than December 08 to schedule a 30-minute appointment to discuss your Performance Review. These meetings will take place between January 28 and February 11.  
3.
Update your curriculum vitae to include all relevant data related to teaching, research, service, and administration. Grant listings must include: 1) project title, 2) funding agency, 3) amount of funding, 4) period of funding, and 5) your role. Publications must specify: 1) title, 2) author(s), 3) journal, and 4) tracking data (year, volume, pages, etc.). Listings for presentations must include: 1) title; 2) author(s); 3) conference, meeting, or agency; 4) month and year; and 5) whether refereed or invited. Be sure be sure to indicate the revision date in the header (e.g., revised: November 01, 2009). 
4.
Complete the Teaching Addendum Form (attached) for the first half of 2009 only.
6. Submit your evaluation documents to your Division Director by November 20. Your Director will review the documents, complete an initial review, and forward them to the Chair. 

7. Division Directors will submit initial evaluation materials to the Chair by December 08.
8. By January 14, the Chair will review the materials, recommend a rating, and submit the file for review by the Executive Council. The Council meets to review all APRs to calibrate across programs and the two Departments. The Reviews will be completed by January 26.
9. The Chair will meet with faculty for Performance Reviews between January 28 and February 8.
10. The Chair will return completed Performance Reviews to you for signature by February 12.
What do I do if I do not agree with my evaluation?

If you do not agree with your evaluation, you should follow the steps outlined in the document entitled: APRAppealProcess2009.
Who should I contact for more information?

If you have any questions or concerns about any part of the Annual Performance Review process, you should contact your Department Chair.
College of Health Sciences

Teaching Addendum 

January-June, 2009
Faculty Member                                                                     SS#             




Department_____________________________________  Division________________________


       INSTRUCTION 

1.
General Academic Instruction
 Courses

Spring Semester 

	Course #
	Course Title
	Credit Hours
	Your Role
	Percentage of Class Taught
	Teaching Evaluations Available?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4-week Intersession 

	Course #
	Course Title
	Credit Hours
	Your Role
	Percentage of Class Taught
	Teaching Evaluations Available?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2.       Other Instruction (Graduate Theses/Dissertations, Guest presentations, etc.)

	

	

	

	


 Continuing Education Presentations 
	CE Program
	Sponsor
	Dates
	Your Role

	
	
	
	

	
	
	
	

	
	
	
	


3. 
Course and Curriculum Development
Description of Activities:

	Name of Course or Program
	Type
	Description of Activities

	
	New___Revision___Enhancement___
	

	
	New___Revision___Enhancement___
	

	
	New___Revision___Enhancement___
	


4.  
Student Guidance -- Advising Activities
Number of Students:

Undergraduate 


__________

Masters: general


__________

Masters: thesis chair

__________

Masters: thesis committee

__________


Doctoral: committee chair

__________


Doctoral: committee member
__________


Doctoral: dissertation chair

__________

3. Sponsored Instruction 

Currently Funded Educational Grants/Contracts

	Project Title:
	Funding Amount

	Agency
	Funding Period

	Role                              
	Percent effort


DATE
M E M O R A N D U M
TO:



FROM:
xx., Chair



Department of XX
RE:

Annual Evaluation of XX
I am writing to request your evaluation of XX job performance during the 2009 calendar year.  I will use your assessment along with other information to develop a performance evaluation for this individual.  Please return your evaluation to me via email (XX) or FAX (859-XX)
Thank you for your help.


In what professional capacity are you familiar with this individual?

What is your assessment of this individual's performance and contribution in these areas?

PLEASE RETURN YOUR RESPONSE TO ME VIA EMAIL OR FAX BY December 1, 2009
THANK YOU

Note: Confidentiality of judgments cannot be guaranteed (KRS 61.878).
