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This document supersedes 13 previous department personnel documents. 
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Part I: Personnel Reviews 
 

1. Overview. Personnel reviews shall be based upon peer evaluation of a documentary 
record that includes qualitative and quantitative evidence of performance. 
Proficiency in the areas of instruction, research and creative activity, and service 
shall normally be required of all faculty members, unless responsibility for some 
area or areas is excepted in this document or specified in writing at the time of the 
initial appointment. (From Article 2, “Faculty Personnel Reviews,” College of Arts & 
Sciences Personnel Policy and Procedures) 
 

2. Areas of Activity Subject to Review. Major personnel actions (pre-tenure, tenure, 
promotion, periodic career review), and annual reviews shall be based on 
examination of faculty performance in the three areas of instruction, research and 
creative activity, and service in light of the Annual Work Plans (AWP) agreed upon 
by the faculty member and department chair.  The evaluations must be made in the 
context of the missions of the department, college, and university. 
 

3. Procedures for Reviews. Personnel reviews shall be initiated by the department 
personnel committee (DPC), whose reports/recommendations will be forwarded to 
the department (in major personnel actions) or to the department chair (in annual 
and periodic career reviews). These procedures apply to all joint appointments as 
well as regular appointments. Full-time faculty members (including those with joint 
appointments and term appointments) must submit: 

a. a curriculum vita that conforms to current A&S policy; 
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b. a memorandum summarizing the faculty member's major accomplishments 
during the review period, making explicit reference to AWP allocations of 
time; 

c. all appropriate supporting materials for the review period; 
 

In cases where the supporting materials include jointly authored work, a 
clarification of the faculty member's contribution may be included in the summary 
memorandum. 
 
In addition, the following items will be obtained from departmental records: 

a. summary results of student evaluations for the review period; 
b. copies of AWPs for the review period. 

 
4. Composition of the Department Personnel Committee (DPC). The Department 

Personnel Committee shall be composed of four tenured faculty members—one of 
whom serves as the alternate—and one non-tenured faculty member who serves as 
a non-voting “policy member”. The non-voting policy member will be appointed 
when the pool of non-tenured faculty in the department equals one and elected 
when the pool is larger than one. The non-voting policy member aids in the 
interpretation of policy and ensures representation of non-tenured faculty on the 
committee. In the event that the DPC serves as recruitment committee, one graduate 
and one undergraduate student representative may participate as non-voting 
members of the recruitment committee. 
 

5. Evidentiary base for evaluations. Evaluation of a faculty member's performance 
shall be based on the materials submitted for review and must be made in 
accordance with the Annual Work Plans for the review period. It is the 
responsibility of each faculty member being evaluated to ensure that the evidentiary 
base for his or her review is complete. The department shall maintain a cumulative 
file containing the evidentiary base for every personnel review for each faculty 
member. However, according to College policy each faculty member bears ultimate 
responsibility for maintaining the evidentiary base. 
 

Part II: The Evaluation of Instruction 
 

1. Attributes of excellence in instruction. The Sociology Department is committed to 
fostering instructional excellence throughout its course offerings. The attributes of 
excellence in instruction are outlined below. This list is assumed to be fairly 
exhaustive of the many elements of excellent instruction that, together, form a frame 
of reference in evaluating instructional performance. Nevertheless, it is recognized 
that the style and strategies implemented by each faculty member will vary and that 
this will determine which of the attributes will gain especial relevance and 
importance. Thus, no faculty member is expected to equally exhibit all of the listed 
attributes. 

a. Classroom instruction 
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i. Encourages critical thinking and active learning 
ii. Demonstrates knowledge of content 

iii. Designs, plans, implements, and manages instruction that focuses on 
learning goals 

iv. Creates and maintains a positive learning climate in the classroom 
v. Encourages student discussion, interaction, and cooperation 

vi. Uses current, appropriate materials and relates them to substantive 
applications 

vii. Provides a variety of opportunities for students to learn by discovery 
viii. Provides activities to reinforce what is taught 

ix. Uses a variety of techniques; avoids over-reliance on lectures 
x. Promotes reflection about issues beyond the classroom 

b. Leadership/Mentoring 
i. Provides inspiration and motivation 

ii. Demonstrates passion for teaching 
iii. Perceives self as role model versus expert 
iv. Perceives self as learner 
v. Welcomes input from students 

vi. Engages in professional development 
vii. Allows for exploration of individual interests 

c. Interaction with students 
i. Demonstrates care/concern for student 

ii. Is approachable 
iii. Is available for assistance 
iv. Employs a tasteful sense of humor 
v. Avoids embarrassment of students 

vi. Maintains appropriately professional relationships with students 
d. Syllabi 

i. Describes course 
ii. States course objectives and methods of evaluating student 

performance 
iii. Identifies reading assignments 
iv. Provides instructor’s contact information 

e. Contribution to departmental mission in teaching 
i. Participates in curriculum development, course development, and/or 

team teaching 
ii. Teaches a variety of courses at the undergraduate and graduate levels 

iii. Supervises independent study, internship, and thesis students 
 

Proficiency in instruction is a standard expected at all levels among our faculty, and 
is a specific requirement for promotion. Faculty members seeking promotion to full 
professor with "superior achievement" in instruction shall meet an even higher 
standard of performance, embodying more substantially the attributes of excellence 
outlined above. 
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2. Principles and standards in the evaluation of instruction. The following 
statements of principle are an inherent part of the Departmental policy of peer 
review of instruction: 

a. It is the expectation and belief that all faculty are performing at a basic level 
of competence and will continue to do so. Regular evaluations of instruction 
are a way of providing feedback to improve the quality of instruction, to 
recognize those persons who are making truly outstanding contributions via 
instruction, and to identify those instances in which serious instructional 
problems exist. 

b. In all instances, an individual faculty member retains the full right and 
responsibility to determine the content and manner of presentation of a 
course, limited only by the requirement that the content be consistent with 
the description in the course catalog, and by the Code of Faculty 
Responsibility and general professional ethics. 

c. The Department explicitly acknowledges a diversity of teaching styles and 
modes of presentation, and diversity in methods of evaluating student 
achievement. High quality instruction may be found in a variety of styles of 
teaching. 

d. All persons who teach Sociology Department courses are subject to peer 
review.  Full-time faculty who are covered by the College Personnel Policy 
shall be reviewed in the course of their overall review for personnel actions. 
Other instructors shall be reviewed by the department chair during the first 
year they teach departmental courses and at two-year intervals thereafter. 

e. Evaluation of instructional quality shall be based upon the widest range of 
information practically available, including, but not limited to: student 
evaluations of courses; syllabi; sample tests, handouts, or other written 
materials; and on-site visits in classes by faculty peers.  IN NO CASE SHALL 
ANY ONE PIECE OF EVIDENCE BE GIVEN OVERRIDING IMPORTANCE, 
whether it be positive or negative. The entire body of information shall be 
evaluated in context.  
 

3. Evidence to be used in the evaluation of instruction. Evidence made available in 
the review process will be the basis for determining a faculty member's level of 
achievement in instruction. Evidence to be used in evaluating instruction shall 
include a review of the range and level of courses taught, course syllabi (including 
reading lists and other related materials), standardized student evaluations 
(including those from Distance Education sections), and guidance of independent 
study and thesis/dissertation students; and may also include written comment 
sheets, exams, and assignments. Faculty members under review for pre-tenure, 
tenure and promotion, and promotion to full professor with "superior achievement" 
in instruction shall be required to: 

a. submit a statement describing their teaching philosophy, approach to 
teaching, techniques used, etc., and  

b. undergo classroom peer observation as part of the review process. 
 
Additional evidence for evaluating instruction may include: 
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a. materials (including computer software) prepared for use in instruction at 
UofL; 

b. contributions to the development or enrichment of the curriculum; 
c. new course preparation and major course revisions; 
d. participation in meetings or conferences devoted to instructional 

development; 
e. writing of grant proposals for course revision or development; 
f. materials such as textbooks and computer software that are prepared for use 

in instruction for a relatively wide market outside UofL, as well as scholarly 
presentations and articles on pedagogy; 

g. feedback from internship host agencies; 
h. letters from students (solicited and unsolicited); 
i. feedback from colleagues in cases of team teaching 

 
4. Procedures for classroom peer observation. In cases where classroom peer 

observation is implemented, the following procedures will apply:  
a. The faculty member undergoing classroom peer observation will consult 

with the department chair to identify potential observers and appropriate 
class times (i.e., times when videos, guest speakers, or exams are not 
scheduled) for visitation.  

b. Each course will have two observers selected from among the available 
department faculty.  

c. Observers shall provide written reports of their classroom visitations using 
the Classroom Observation Form (See Appendix I). 

 
 
Part III: The Evaluation of Research and Creative Activity 
 

1. Evidence to be used in the evaluation of research and creative activity. 
Evidence to be used in evaluating research and creative activity shall include 
refereed books (including edited books); articles and book chapters; grants and 
grant applications; institute, government, and project reports; and conference 
papers. Progress reports on ongoing work are also considered appropriate 
evidence. 
 
The following kinds of materials will be accepted as evidence of research and 
creative activity. The items are listed hierarchically by merit value. This is not an 
exhaustive list. 

a. Book (sole author, refereed press) 
b. Extramurally funded grant; book (joint author, refereed press) 
c. Article (refereed journal); chapter in edited book (refereed press); edited 

book (refereed press) 
d. Institute and government reports and/or articles 
e. Book (sole author, non-refereed press) 
f. Book (joint author, non-refereed press) 
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g. Conference paper; unfunded grant proposal 
h. Progress report on ongoing work (the report should include project title, 

overview, expected date of completion) 
 

Also to be considered in evaluating research and creative activity are: 
d. acceptance rates of presses and journals 
e. frequency of citation 
f. peer and extramural reviews of the quality of the scholarship 

 
 
Part IV: The Evaluation of Service 
 

1. Evidence to be used in the evaluation of service. Evidence shall include, but not 
be limited to, materials and information concerning service activities in the 
department, college, university, community, and/or profession (Evaluations may be 
solicited for any service performed by the faculty member; it is the responsibility of 
the individual faculty member to request service evaluations and to have them sent 
to the department chair). The scope of service activity (and the quality of activity 
where such evidence is available) shall be evaluated in relation to the time budgeted 
for service in the AWP.  
 
Service of three types shall be considered: 

a. University service. Service to the department, college, and university includes 
such activities as serving on or chairing committees and carrying out various 
administrative functions. 

b. Service outside the university. Such service generally includes activities where 
a faculty member has brought his or her sociological skills to bear on 
community needs, including consultantships, working with special 
development programs, writing technical reports, working with government 
agencies, advocacy groups, and task force groups, and making guest 
appearances in seminars and the media. 

c. Service to the profession. This includes serving on committees, boards, 
councils, etc., or holding office in professional organizations, serving as a 
session chair, holding an editorial position with a professional journal, 
writing book, film, or other reviews for professional media, serving as a 
manuscript or project proposal referee for publishers or granting agencies. 

 
 
Part V: Annual Reviews of Performance and Distribution of Funds 
 

1. Major components of the annual review and the period covered. Each annual 
review will include two performance assessments: a performance review for the 
most recent year and a merit review for salary increases. 

a. The performance review for the most recent year will focus on AWP 
obligations and accomplishments occurring during the most recently 
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completed calendar year. However, the evaluation must take into 
consideration the faculty member’s performance in the two calendar years 
preceding the year under review to provide context for performance in the 
most recent year. 

b. Merit reviews for salary increases will be based, at a minimum, on the most 
recent three calendar years. In times when the most recent merit-based pay 
increase occurred more than three years prior, merit reviews for salary 
increases will take into consideration all the years elapsed since the most 
recent merit-based pay increase. When the merit review period covers more 
than a three-year period, the DPC will determine merit rankings based 
primarily on the three years in which each faculty member’s highest annual 
performance rankings were received. 
 

2. Evidence to be used in conducting annual reviews. Both the performance review 
for the most recent year and the merit review for salary increases shall be global, 
qualitative assessments of an individual faculty member's performance during the 
review period, including contribution to the collective mission of the department, 
college, and university. The two components of the annual review are inherently 
linked; merit reviews for salary increases will primarily be based on the summary 
results from the current year assessment portion of the relevant annual reviews. 
The DPC may re-examine the original evidentiary base from one or more annual 
reviews when determining rankings for the merit review period. However, the DPC 
is not required to re-examine the original annual review evidentiary base in its 
entirety for the current merit review period. 
 

3. Categories of performance. Four categories of performance are identified within 
this policy, as defined below: 

a. Exceptional. This descriptor shall apply to faculty members with outstanding 
professional accomplishments as specified below: 

i. An Exceptional ranking shall apply to faculty members who receive 
recognition for outstanding work from the college, university, or a 
professional association for distinguished performance (i.e. teaching, 
book, service, or major extramural grant awards).  The Exceptional 
designation shall accrue in the year that such award or extramural 
grant was received. 

ii. An Exceptional ranking may apply to faculty who publish in a peer-
reviewed journal when the faculty member provides evidence that the 
journal is a top-tier publication.  An Exceptional ranking shall accrue 
in the year in which the work appears in the journal. 

iii. An Exceptional ranking may apply to faculty who edit or write books 
published in university, academic, or presses of similar standing that 
undergo peer review and/or professional editorial review.  Edited 
collections must be comprised primarily of previously unpublished 
research to be considered for this descriptor.  An Exceptional 
designation shall accrue in the year in which the original book (first 
edition) appears in print. 
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iv. An Exceptional ranking may apply to faculty who are awarded a new 
extramural grant. An Exceptional designation shall accrue in the year 
in which the grant was first awarded or competitively renewed. 

v. An Exceptional ranking may apply to faculty members in instances 
where they have achieved an overall mean on questions 1-15 of 
approximately 4.6 or above for all courses taught during the review 
period.  The Committee shall have the discretion to take into 
consideration the size, number, content, and level of courses taught by 
a faculty member, and peer review (classroom observation), if 
available, and other additional materials provided by a faculty 
member in awarding an Exceptional designation for teaching. 

vi. An Exceptional ranking may apply to faculty members who make an 
outstanding contribution to the mission of the department, the 
college, the university, the profession, or the community that is 
significantly greater than what would be judged Highly Proficient. 

vii. An Exceptional ranking will be assessed within the context of AWP 
commitments over a three-year period and shall be awarded only 
when faculty have exhibited at least Proficient performance in all 
three areas. 

 
In cases where multiple instances of exceptional performance accrue in a 
single year (e.g. a book award received in the same year a book was 
published, multiple top tier publications in a single year, or a teaching award 
and top tier publication or book occurring in the same year), credit for these 
additional instances of exceptional performance may be deferred to 
subsequent year(s). 

b. Highly proficient. This descriptor shall be applied to faculty who exceed the 
performance expected in the Annual Work Plan but do not meet the criteria 
for exceptional. 

c. Proficient. This descriptor shall be applied to faculty who meet but do not 
exceed performance expected in the Annual Work Plan. 

d. Not proficient. This descriptor shall be applied to faculty who do not meet the 
level of performance expected in the Annual Work Plan. 
 

4. Method for determining merit rankings for salary increases.  
a. Merit rankings for salary increases will not be based solely on any quantitative 

calculation. 
b. AWP allocations to instruction, research and creative activity, and service 

may be taken into account when determining the overall merit ranking. 
c. Points shall be awarded according to the scale below: 

 
Not proficient  0.00 
Proficient  1.00 
Highly proficient 1.25 
Exceptional  1.50 
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The value of the points awarded shall be the same regardless of rank or 
current salary.  Thus, the monetary value of the award will be based upon a 
lump sum distribution, rather than a straight percentage calculation of base 
salary. 

 
5. Discrepancies in evaluations. In cases in which the personnel committee and the 

department chair differ in their recommendations concerning any faculty member, 
both reports shall be sent forward to the Dean. 
 

6. Supplementary awards. Any faculty member who has been evaluated as 
exceptional by either the personnel committee or the department chair shall be 
automatically recommended by the chair to the dean of the college for possible 
award of supplementary awards. 

 
 
Part VI. Major Personnel Actions 
See College policy for criteria not specified herein. 
 

1. Pre-tenure Reviews. Faculty under pre-tenure review are expected to demonstrate 
proficiency in all three areas of instruction, research and creative activity, and 
service. See Categories of Performance above for criteria for proficiency. Extramural 
review of research and creative activity is optional. Classroom peer observation of 
teaching is required (see Part II: The Evaluation of Instruction above). In the event 
that the department evaluation is negative, the written evaluation must include 
recommendations to the faculty member for changing the situation documented in 
the course of the review. 
 

2. Tenure and Promotion to Associate Professor. Faculty under review for tenure 
and promotion to associate professor are expected to demonstrate proficiency in all 
three areas of instruction, research and creative activity, and service. See Categories 
of Performance above for criteria for proficiency. Extramural review of research and 
creative activity is required. Classroom peer observation of teaching is required (see 
Part II: The Evaluation of Teaching above). 
 

3. Promotion to Full Professor. Faculty under review for promotion to full professor 
are expected to demonstrate superiority in one area – instruction, research and 
creative activity, or service—and proficiency in the other two. See Categories of 
Performance above for criteria. Extramural review of research and creative activity 
is required. Classroom peer observation is required for faculty seeking promotion to 
full professor based on superiority in instruction. 
 

4. Periodic Career Reviews. Faculty under periodic career review are expected to 
demonstrate proficiency or better for at least four of the five years under review per 
College policy. 
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Part VII: Review of Department Chairperson 
As part of the annual performance review process, the DPC will collect data to evaluate the 
department chair’s performance qua chair during the review period. Evidence to be 
considered may include, but not be limited to: 

1. written evaluations from the Dean and Associate Deans

2. evaluations from the department faculty, including part-time lecturers, and staff

Part VIII. Review of Part-Time Faculty 

1. An instructional evaluation shall be required for all part-time instructors in the
Sociology Department. This evaluation shall be based upon a review of course
material distributed by the instructor (such as syllabi, exams, handouts),
quantitative course evaluations (including DE), and periodic classroom observation
(see next paragraph). At the end of each teaching semester, the instructor shall
submit a file containing materials for review to the Sociology Department Personnel
Committee (quantitative course evaluations will be inserted when they become
available).  Evaluations will occur annually.

2. All part-time instructors must be evaluated through classroom observation during
their first semester of teaching in the Sociology Department.  Subsequent
observations will occur every three years.  Additional classroom observations may
be conducted at the discretion of the Chair of the Sociology Department. Classroom
observers will be selected from the tenured or tenure-track faculty of the Sociology
Department. The selection of observers as well as classes to be observed will be in
accordance with Sociology Department policy regarding classroom observation
detailed in Part II, Paragraph 4 of the Sociology Department Personnel Policy to the
extent that those procedures pertain to all other faculty in the Sociology
Department.  Evaluation forms based on classroom observation will be submitted to
the Sociology Department Personnel Committee by the observer along with other
review materials as specified in the paragraph above.

3. This policy regarding review of part-time faculty takes effect at the beginning of the
fall semester, 2004, and pertains to all part-time faculty employed in the Sociology
Department at and after that time.

Approved by the A&S Personnel Committee, November 2019 

Approved by the A&S Dean’s Office, 19 December 2019 
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Appendix I 
 

CLASSROOM OBSERVATION FORM 
Department of Sociology 

 
 
 

Instructor: ________________________________ Course: _____________________________ 
 
Date:___________________   Location:_______________________________________ 
 
# Students Registered for Course: _____________ # Students in Attendance _______________ 
 
Did instructor begin and end class on schedule?_______________________________________ 
 
 
Dimensions of Evaluation 
1. Context (classroom setting, content of session in accordance with syllabus): 
 
 
 
 
 
 
 
2. Learning environment/culture (fairness, control, concern, encouragement, interest): 
(Scale score; [Low] 1 2 3 4 5 [High]) 
 
 
 
 
 
 
 
3. Instruction (evidence of preparation, clarity, organization, timing, critical thinking): 
(Scale score; [Low] 1 2 3 4 5 [High]) 
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4. Professional knowledge/mastery of material: (Scale score; [Low] 1 2 3 4 5 [High]) 
 
 
 
 
 
 
 
 
5. Communication/interaction with students (opportunity for and response to student 
questions, guided discussion, approachability):  
(Scale score; [Low] 1 2 3 4 5 [High]) 
 
 
 
 
 
 
 
6. Other comments: 
 
 
 
 
 
 
 
 
 
________________________________________________________ 
Observer’s Signature 
 
Rank: _____________  
Dept: _____________ 
 
 
 
Copy of completed form provided to, and reviewed with, instructor. 
 
________________________________________________________ 
Instructor’s Signature 
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