Hi all,

Yes, it’s time to once again check and remind you of Evergreen’s evaluation practices as we approach week 5 in the quarter.  This should be old-hat for most of you.  

If a student is having trouble in class, we typically officially (email) warn them that they are at risk for losing credit about ½ way through the course.  This is, for a 10 week course, during the 5th week.  As most of you are not working on a 10 week schedule, just keep in mind that you should let a student know in advance if their credit is at risk in any way, however that may work in your classes (may not work at all in the short-courses).

As you know, at the end of the quarter you must write a narrative evaluation for every student in your classes; for 2 credit classes, these narratives need not be extensive.  For 4-6 credit classes, they are rarely more than one page.  Remember the page will have a header and footer in the finished document. 
Evaluation Guide:
I’ll send you an evaluation template and sample of an evaluation later in the quarter.  However as our program secretaries are very particular here is an early guide. 
· The font (Arial), font size (10 point) and formatting of the evaluations.
· The “Course Description” section describes the course (obviously…) and the “Evaluation” section (obviously) contains your evaluation of the student.
· “Equivalencies” are how you would parse out the credits – for most grad classes it is simply the number of credits followed by the course name or the disciplinary area (although sometimes you can assign credits different from the name). 
You submit your evaluations of students (students self-evals need not be submitted to the program secretaries), asap after the end of the academic term, via email, to our program secretaries Pat Kolstad (kolstadp@evergreen.edu) and Ruth Joynes (joynesr@evergreen.edu). The deadline for adjuncts to submit evaluations is the Friday of evaluation week (June 11).  For those of you doing short courses, you can submit your evaluations anytime before the end of the term also.  Pat and Ruth can also help you with any formatting questions you may have.  
Student Self Evaluations:

Students should also write self-evaluations and submit them to you.  You decide if you require students to submit their self-evaluations to the Registrar to be part of their permanent portfolio.  There are mixed feelings on requiring students to submit their self-evals for their portfolio: some people believe they are essential to a portfolio; others give students the options (especially as failing to submit does hold up the release of transcripts).

Your Portfolio:
Finally, do build a portfolio for yourself.  Your portfolio should include the syllabus and any related class material you’d like to keep together, a copy of each of your evaluations of the students, a copy of each of the students’ self evaluations and a copy of each students’ evaluation of you (you need to require students to write narrative faculty evaluations – they are accustomed to this), as well as a self-evaluation.  A portfolio review becomes the basis on which a Dean or Director makes re-appointment decisions for visitors and adjuncts.

Let me know if you have any questions or need help with anything.

Last, First (Student)

Course Name

Quarter, year
DESCRIPTION:

Faculty: insert your name and (if you wish) your title, i.e. Ph.D.,

EVALUATION:

Written by:  insert your name

EQUIVALENCIES:


TOTAL GRADUATE CREDITS EARNED: (2 or 4)
2 or 4 – earned in what subject heading (usually the title of the course)

EXAMPLE

Jones, Tommie
Brave New Workplace

Summer, 2006

DESCRIPTION:

Faculty: Cheryl Simrell King, Ph.D.

This intensive (one weekend) short course examined the contemporary and future workplace from the perspectives of theory and practice.  A study and critique of contemporary management and workplace trends and techniques framed our work; the intention was to build toward the future, looking at the past and future to expand on the present.

The text used is a just-published research compendium on American workplaces, James O’Toole & Edward Lawler (2006). The New American Workplace. Students read and seminared on the text, engaged in in-class workshops, defined key areas of study (retention and recruitment, the changing nature of jobs; work/life “balance”, the role of education in a healthy workplace and economy, the physical design of workplaces, and how to transform public organizations to organizations that better serve workers, employers and the public good) and developed/led “teach to learn” modules around the topics.  Students wrote a briefing paper on their chosen topic as a final assignment.

EVALUATION:

Written by: Cheryl Simrell King, Ph.D. 

Tommie successfully met the expectations of this program and accomplished the learning objectives.  She was an active and engaged member in all class activities and took seriously our intensive study of workplace design and management, adding to her knowledge, skills and abilities in this area.  In addition, she contributed significantly to the learning community by bringing to the program her myriad experiences in managing and organizing workplaces.  She successfully worked with a team to present a teach-to-learn component on the physical and metaphysical design of workplaces and wrote a good briefing paper on the topic, with a focus on health and wellness. Her experiences in this course can, and will, be directly translated into her work.

EQUIVALENCIES:



TOTAL GRADUATE CREDITS EARNED: 2

2 - Workplace Design and Human Resources Management

Last, First

Foundations of Public Administration

Fall 2007

DESCRIPTION:

Faculty: Cheryl Simrell King, Russ Lehman & Nita Rinehart

In the first quarter of a year-long program focused on the fundamentals of administering for the public good in an American democracy, we explored many of the enduring issues of U.S. public administration, increased our understanding of important aspects of federal, state and local political and economic contexts, and investigated policymaking processes.  Our specific learning objectives were:

1. Examine U.S., State, local and non-profit public administration within the contexts of politics, economics, history, and the academic discipline.

2. Begin to build expertise in public administration and public policy in scholarship and practice.

3. Understand the self in relation to public service; understand the self in relation to working with diverse others in public service.

4. Improve skills in critical thinking, writing, speaking, and working effectively in teams.

EVALUATION:

Written by: Cheryl Simrell King

XXX met the expectations for this program and accomplished the learning objectives. He met the expectation of being present for and engaged in class and seminar discussions of reading materials.  He submitted every paper, on time.  His writing and analytical thinking skills, while still needing attention, improved throughout the term.  In addition, he demonstrated excellent team skills through the group project.
XXX is a strong and active member of this learning community.  His work is always good and he is open to sharing how he needs to improve his work and his questions about how the course materials add up to a cohesive whole.  As a result, he helped set an important and healthy tone for this learning community.  His writing was problematic in the beginning of the term; he worked diligently throughout the quarter, taking advantage of the resources at the college, and his hard work culminated in an excellent analytical essay on the effects of military and defense spending in Washington state.  With continued diligence and the strong commitment XXX exhibits, he is on the path to success in this program.

As part of an environmental scan, XXX was a member of a team whose task was to collect data on groups and organizations (stakeholders) that play a role in responding to hunger in Thurston County.  Their specific research target was faith-based organizations, including churches and hunger/relief organizations that have faith messages as their main mission.  They did an exhaustive review of all churches and faith organizations in the county, yielding data that indicate that while many churches are participating in hunger relief in some way, there are significant opportunities in the faith community for more work to be done.  Their group appeared to work together fairly well.  Their final report will be a valuable part of a year-long class project to assist the Hunger Free Thurston County Coalition in their strategic planning efforts.

EQUIVALENCIES:



TOTAL GRADUATE CREDITS EARNED: 4

4 – Foundations of Public Administration

