Instructional Academic Staff Purple Book Checksheet

Before submitting the Purple Book, instructional academic staff and department chairs are advised to verify the following:

Academic Staff Member:

________  Completed Employee Data Form

________  Completed and signed Academic Staff/Supervisor Distribution of Effort Agreement

________  Updated complete vita

________  Course evaluation summaries from all courses taught during the review period, with the questions/forms, on non-colored paper (these may be inserted with the assistance of the department chair*)

________  Copy of Annual Goals & Objectives (Face-to-Face Review Form)

________  Annual Professional Development (as applicable)

________  Annual Evaluation (if applicable)  (Performance Evaluation Form)

________  Other supporting materials as appropriate


Department Chair:
 
________  Notice of Review (signed and dated by the instructional academic staff member)

________  Course evaluation summaries from all courses taught during the review period, with questions/forms, on non-colored paper (these may be inserted by the staff member*).

________  Peer review(s) (may be inserted by the academic staff member)

________  Summary of review and recommendation to the Dean

________  Chair’s Memo to the Dean (if not included with the Performance Evaluation Form)

*Note:  Instructional academic staff employed less than 50% may undergo an expedited review by the department.  For expedited reviews, departments should submit an updated complete vita, copies of evaluation from all courses, and an expedited peer review of teaching and teaching materials.

Review materials to be submitted to the Dean’s office vary by College.  Department chairs should consult with the dean of their College for additional information on submission requirements.
