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TENURE COMMITTEE HANDBOOK

GRAYS HARBOR COLLEGE

TENURE COMMITTEE

INTRODUCTION

Welcome to the tenure process.  Your active participation on this committee is representative of your commitment to the development of strong faculty here at Grays Harbor College.

The purpose of the tenure committee is to provide maximum guidance to new faculty members as they begin teaching.  The various structured activities of the committee will facilitate the collection of objective date from a number of sources, including the new faculty member, peers, administrators and students.

It is not expected that committee members will always be in agreement with one another.  In fact, differing views should lead to productive discussions within the group regarding what information or assistance needs to be provided to the new faculty member relative to his/her performance during the probationary period.  It is expected, however, that at the conclusion of the probationary period the committee will come to consensus regarding the probationary faculty member’s tenure worthiness and will make the appropriate recommendation to the college president and Board of Trustees.

Your contribution as an active committee member will provide long-term benefits to faculty members as well as to Grays Harbor College.
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TENURE COMMITTEE

CONFIDENTIALITY INTENT

	

	As a member of the Tenure Committee, I understand and agree to keep confidential, unless required by law, all information and data collected relative to the tenure process for probationer:

	


I further understand and agree that all related committee discussions and decisions will be kept confidential and shared only with the appointing authority or his/her designee, and that information concerning the probationary faculty member’s tenure status be shared with other individuals or organization only if required by law.
	 Signature of Committee Member:




	Date of Signature:




GRAYS HARBOR COLLEGE

TENURE COMMITTEE

RCW 28B.50.851 DEFINITIONS

"Tenure" shall mean a faculty appointment for an indefinite period of time which may be revoked only for adequate cause and by due process

"Probationary faculty appointment" shall mean a faculty appointment for a designated period of time which may be terminated without cause upon expiration of the probationer's terms of employment

GHC BOARD POLICY 603

“The policies and procedures for tenure and dismissal of faculty shall be those outlined in the collective bargaining agreement currently in force with the Grays Harbor College Federation of Teachers.”   
GHFCT ARTICLE VIII, SECTION 1

“Tenure review committees shall be established for all probationers.  The committees shall be responsible for evaluating the probationers until they are either granted tenure or are no longer employed within Community College District No. 2.

The vice president for instruction shall be responsible for the establishment of each tenure review committee, which shall normally begin functioning no later than the fifth week of the probationer's first academic quarter as faculty.”  

COMMITTEE MEMBERSHIP (GHCFT Contract Article VIII, Section 1.B)

Each tenure review committee shall comprise five members. Faculty members shall be elected to tenure committees at a meeting of tenured faculty called by the vice president for instruction. 
 
· Position #1 - the appropriate division chair is automatically nominated; faculty may nominate others for this position at the election meeting

· Position #2 - the probationer nominates one tenured faculty member; faculty may nominate others for this position at the election meeting 

· Position #3 - nominations for this position will come from tenured faculty at the election meeting

· Position #4 - the president of GHC shall appoint a member of GHC’s administrative staff
· Position #5 - a full-time student shall be appointed by the student government president, after the selection process has been reviewed by the vice president for student services or designee.  (For SCCC faculty, The master contract applies except to replace the Division Chair (position 1) with the faculty liaison, the student representative (position four) with a DOC employee as designated by the Superintendent of SCCC and where it has the Vice President of Instruction, this be changed to "Vice President of Instruction, or his/her designee.")
 

A vote shall be taken at the election meeting to determine faculty members to fill positions 1, 2, and 3; the nominee receiving a majority vote for a particular position shall be elected.  If no candidate for a particular position receives a majority vote, a run-off election shall be held within five days between the two candidates receiving the largest number of votes. If a vacancy occurs on a tenure committee, the position shall be filled within two weeks by the same selection method employed in the original appointment.

At its first meeting, the committee shall elect a chair from among the members   in positions 1-4; the committee chair must ensure that all aspects of the committee's responsibilities are carried out as outlined in this handbook.

In accordance with RCW 28b.50.852, the standard probationary period is not to exceed nine consecutive college quarters, excluding summer quarter and approved leaves of absence. However, upon formal recommendation of the tenure review committee and with the written consent of the probationary faculty member, the appointing authority may extend its probationary period for one, two, or three quarters, excluding summer quarter, beyond the maximum probationary period established herein. No such extension shall be made, however, unless the tenure review committee's recommendation is based on its belief that the probationary faculty member needs additional time to complete satisfactorily a professional improvement plan already in progress and in the committee's further belief that the probationary faculty member will complete the plan satisfactorily. In the event that a tenure review committee recommends probation beyond the ninth quarter, the committee shall present to the probationer before the end of the eighth quarter written criteria for completion of the ongoing improvement plan. The committee shall then follow the procedures outlined for the sixth, seventh, and eighth quarters of tenure review, as necessary, to complete its duties throughout the additional quarters of probation.

GRAYS HARBOR COLLEGE

TENURE COMMITTEE

PROCEDURES

Participants in the tenure review process are responsible for creating the documentation necessary to substantiate recommendations on tenure. Each of the required documents should be thorough, accurate, and concise. Definitions of these documents, and guidelines for their creation, are provided below.

 

1)  Observation Reports: The class observation report should meaningfully describe a class session observed. The aspects addressed might include mastery of the discipline, interaction with students, use of appropriate teaching techniques, and presentation style.  In the case of non-classroom faculty, the observation report should meaningfully describe such instructional activities as workshop presentations, guest lectures in others’ classrooms, and individual instruction/interaction with students.  The observation report should make note of noteworthy successes as well as any causes for concern. The “Class Observation Form” included in this handbook is a guide to the types of activities/actions that committee members should look for when observing the probationer.  The observation should be an accurate reflection of what occurred during the visit.
 

2)  Self-Evaluation Reports: The annual self-evaluation report is written by the probationer and submitted to the committee in the third and sixth quarters of tenure review. In the self-evaluation, the probationer should address his or her effectiveness in the appointment, engagement in professional growth, professional relationships with students, and cooperation within the college community. For professional technical faculty, this will include his/her progress on the Professional Development Plan for certification. Additionally, the self-evaluation should respond to the committee's comments where appropriate.

 

3)   Quarterly Tenure Reports: The tenure committee's quarterly report is a document which is created and placed in the probationer’s file each quarter of the probationer’s tenure review period. A good tenure report is thoughtfully prepared with the full participation of the committee; although it is possible, and even likely, that a written draft will be prepared by the committee chair or another committee member, that draft should be written from notes gathered from the entire committee’s input. In creating the reports, the committee should be mindful of the report’s readership: each report will be presented to the vice president for instruction, the president of GHC, the board of trustees, and the probationer.

 

4)  The tenure committee's report should provide a thorough observation of the probationer's performance of all relevant responsibilities as listed in Article IV section 1.A.1. The report should address, as appropriate, the probationer's effectiveness at fulfilling primary responsibilities, engagement in professional growth, professional relationships with students, cooperation within the college community, and responsiveness to the committee's comments, as well as any substantive concerns and discussion points brought to the table during the quarter. It should briefly summarize all reports submitted to the committee, either by committee members or the probationer in the course of their observations, or by members of GHC community outside the committee. When called for, the report must make a clear recommendation. The report should document any changes made by the probationer or recommended by the committee, and should include as attachments any documentation that would clarify the information or recommendations contained in the report.

 

5)   All written reports and recommendations shall be reviewed and acknowledged by all committee members before they become a part of the probationer’s file. The committee will make one quarterly report that accurately reflects the viewpoints of all committee members. Any committee member with a differing point of view, not represented in the committee’s report, may submit a dissenting report to the committee chair. Any such dissenting reports shall be submitted with the committee's report. Copies of all reports, evaluations and recommendations shall be presented to the probationer in a timely manner. Each quarter, the probationer shall acknowledge, in writing, receipt of the committee’s report to the vice president.

6)  The tenure review committee is responsible for carrying out each of the following procedures during each of the first seven quarters of tenure review activities:

 

A. Hold a meeting allowing time for discussion both with and without the probationer.

B. Collect and review student evaluations from all of the probationer's classes (or alternative means of feedback in the case of non-classroom faculty), using the appropriate evaluation instrument.

C. Two committee members observe at least one class session each quarter (or alternate means of observation in the case of non-classroom faculty) and submit a report to the committee; committee members shall conduct observations on a rotating basis.
D. Work with the probationer to identify appropriate goals and activities for the annual Professional Growth Plan (PGP).
E. Submit a quarterly report to the vice president for instruction; reports must be acknowledged in writing by all committee members as well as the probationer
 

 

	Quarter
	Meeting
	Materials Reviewed
	Special Activities
	DEADLINES for Reports & Recommendations

	First
	One required. Suggested date: 7th week Recommended: meet by 5th week to elect chair
	Class observation reports, student evaluations (if available)
	Acting chair arrange for student evaluations and observations prior to 7th week meeting; at meeting, elect committee chair
	Submit quarterly report to VPI by Monday of the last week of instruction

	Second
	One required; two recommended (2nd with VPI). Suggested date for first meeting: 5th week. Suggested date for 2nd: 6th week.
	Student evaluations, class observation reports, syllabi for all classes taught to date
	
	Following meeting with VPI, committee makes rehiring recommendation to the board of trustees, submits quarterly report to VPI by Monday of the 7th  week of instruction

	Third
	One required. Suggested date: 7th  week
	Student evaluations, class observation reports, new or revised syllabi, probationer's             self-evaluation
	Discuss any previous or new problems; review events and progress to date, noting probationer’s strengths and weaknesses
	Probationer submits self-evaluation report to committee; committee submits quarterly report to VPI by Monday of the last week of instruction

	Fourth
	One required. Suggested date: 7th  week
	Student evaluations, class observation reports, new or revised syllabi
	
	Submit quarterly report to VPI by Monday of the last week of instruction

	Fifth
	One required; two recommended (2nd with VPI). Suggested date for first meeting: 5th  week. Suggested date for 2nd: 6th week.
	Student evaluations, class observation reports, new or revised syllabi
	Discuss any previous or new problems; review events and progress to date, noting probationer’s strengths and weaknesses; vote on the desirability of continuing the tenure process
	Following meeting with VPI, committee makes rehiring recommendation to the board of trustees, submits quarterly report to VPI by Monday of the 7th week of instruction

	Sixth
	One required. Suggested date: 7thweek
	Student evaluations, class observation reports, new or revised syllabi, probationer's self-evaluation
	Discuss and review in detail the probationer’s progress in preparation for making the first tentative recommendation on tenure
	Probationer submits self-evaluation report to committee; committee submits quarterly report to VPI by Monday of the last week of instruction

	Seventh
	One required. Suggested date: 7th week
	Student evaluations, class observation reports, new or revised syllabi
	Problem areas must be addressed; it is now less likely that recurring problems will be corrected by the probationer; the seriousness and long-range consequences of problems must be analyzed carefully from a professional point of view
	Submit quarterly report to VPI by Monday of the last week of instruction; report to include second tentative recommendation on tenure

	Eighth
	Prior to 4th week
	 
	Vote on tenure
	Submit final quarterly report, with recommendation on tenure, to VPI by 4th week 


Grays Harbor College
Tenure Review Committee

Class Observation Guidelines
Observation Reports: The class observation report should meaningfully describe a class session observed. The aspects addressed might include:

· Mastery of the discipline, 
· Interaction with students, 
· Use of appropriate teaching techniques, and 
· Presentation style  
The “Class Observation Form” included in this handbook is a guide to the types of activities/actions that committee members should look for when observing the probationer.  The observation should be an accurate reflection of what occurred during the visit.
In the case of non-classroom faculty, the observation report should meaningfully describe such instructional activities as workshop presentations, guest lectures in others’ classrooms, and individual instruction/interaction with students.  

During each of the first seven quarters of tenure review two committee members observe at least one class session each quarter (or alternate means of observation in the case of non-classroom faculty) and submit a report to the committee; committee members shall conduct observations on a rotating basis. 

To assist those conducting the observation and to provide consistency throughout the tenure process, a Class Observation form is provided and is included in this handbook. 

The observers should plan to meet with the probationer within seven working days for a post-observation review. If there are areas of concern, they should be discussed and recommendations made. The observer and the probationer should sign each Class Observation form with copies provided to the probationer.  Copies will be provided to all tenure committee members and reviewed at the next tenure committee meeting, with the originals becoming part of the probationer’s official record. Future observations should particularly address whether the probationer has followed through with previous recommendations. 
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	CLASS OBSERVATION

TENURE REVIEW


	
	Evaluation of:
	
	              Qtr/Yr:
	

	
	Program:
	
	Observation Date:
	

	
	Name of  Observer
	
	(Please Print)

	THE INSTRUCTOR...

	1. 
	
	Exhibited knowledge of the subject matter.

	2. 
	
	Effectively planned productive class sessions.

	3. 
	
	Presented material that was appropriate for the level of the students and for the class/program objectives.

	4. 
	
	Utilized appropriate teaching/learning methodologies to achieve class/program objectives.

	5. 
	
	Clearly explained all assignments/activities.

	6. 
	
	Used class time effectively.

	7. 
	
	Used effective teaching aids to increase student’s understanding of the subject when appropriate.

	8. 
	
	Treated students with respect.

	9. 
	
	Responded effectively to student’s questions.

	10. 
	
	Created a positive learning atmosphere.

	11. 
	
	Maintained the student’s interest.

	12. 
	
	Encouraged student participation when appropriate.


	Observation Notes:

Please add any comments or suggestions that you believe to be appropriate.




	EVALUATOR COMMENTS:



	Strengths:      

	Suggestions for improvement:

	INSTRUCTOR COMMENTS:




	Evaluator’s Signature


	Date
	Instructor’s Signature
	Date


GRAYS HARBOR COLLEGE

FACULTY SELF-EVALUATION

(To be completed by the Probationer during the third and sixth quarters of tenure review)

	FACULTY NAME:  




	DIVISION: 




SELF-EVALUATION PERIOD:   

· THIRD QUARTER   
· SIXTH QUARTER


The annual self-evaluation report is written by the probationer and submitted to the committee in the third and sixth quarters of tenure review. In the self-evaluation, the probationer should address his or her effectiveness in the appointment, engagement in professional growth, professional relationships with students, and cooperation within the college community. For professional technical faculty, this will include his/her progress on the Professional Development Plan for certification. 

In essence, the faculty is asked to reflect and ask him or herself questions such as, “What can I do differently to increase student learning?  If I had the equipment or the funding how would I change the curriculum to become more effective?  What should I do more of and/or less of when it comes to ensuring students maximize their learning?  In what areas do I need professional growth?  How can I interact more effectively with students?”  Please note that these questions are only samples; but are good guides to a productive self-evaluation.

Additionally, the self-evaluation should respond to the committee‘s comments where appropriate. 
1. EFFECTIVENESS IN THE APPOINTMENT

2. ENGAGEMENT IN PROFESSIONAL GROWTH

3. PROFESSIONAL RELATIONSHIPS WITH STUDENTS

4. COOPERATION WITH CAMPUS COMMUNITY
Probationary Quarterly Report to Vice President

(All Quarters)

Probationer:      


Report Date:      
Program:      
Members Present:
     
Meeting Minutes:

(Minutes should include a comprehensive record of all work of the committee during the quarter including discussion of any probationer’s self-assessment; student evaluations; class observations; concerns; recommendations on areas needing improvement and/or improvements made from previous recommendations; and commendations)
     
	Position
	Name
	Signature
	Date

	Faculty
	     
	
	

	Faculty
	     
	
	

	Faculty
	     
	
	

	Administrative

Representative
	     
	
	

	Student/DOC Representative
	     
	
	

	Probationer
	     
	
	


PROFESSIONAL RESPONSIBILITIES
The Tenure Committee’s report should provide a thorough observation of the probationer’s performance of all relevant responsibilities as listed in Article IV section 1.A.1 of the Faculty Bargaining Agreement:

	Teaching and Assessment:
	

	Participation at division, department, and/or general faculty meetings:


	

	In-service training:


	

	Curriculum development and preparation:


	

	Advising (academic and club advising):


	

	Workshops and seminars (including preparation time):

Service on college committees:


	

	Being available to students during weekly scheduled and posted office hours:
	

	Supervision of paraprofessional employees, workstudy, etc.:


	


TENURE COMMITTEE
Summary and Recommendations

(2nd, 5th, and 8th Quarters)

Probationer’s Name:


     
Program:



     
Date:




     
COMMITTEE MEMBERSHIP:

     , Faculty
     , Faculty

     , Faculty

     , Administrative Representative

     , Student/DOC Representative

PROBATIONER’S SELF ASSESSMENT (Reported on 5th and 8th Quarter Only):

Received by Committee: 
     
Reviewed by Committee:
     
QUARTERLY MEETINGS (List all to date):

     
CLASS OBSERVATIONS (List all to date):

Date Observed:      
By: ​​​​​​​​​​​​​      

Date Reviewed:     
STUDENT EVALUATIONS (List all to date):

Date Administered:           Date Reviewed w/ Probationer:      


Comments:      
SUMMARY OF FINDINGS (This should include a comprehensive summary of concerns, recommendations for improvement, progress toward improvement, and commendations):

     
COMMITTEE RECOMMENDATION TO REHIRE (2ND AND 5TH quarters):

     
COMMITTEE TENURE RECOMMENDATION (8TH quarter):

     
	Position
	Name
	Signature
	Date

	Faculty
	     
	
	

	Faculty
	     
	
	

	Faculty
	     
	
	

	Administrative

Representative
	     
	
	

	Student/DOC Representative
	     
	
	

	Probationer
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