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1/ Introduction:
The importance of applying the faculty evaluation system at the Faculty of Design and
Architecture is based on its important role in improving the level of faculty members and its

impact on developing the quality of Faculty outputs and achieving its goals and mission.

2/Objectives of the faculty evaluation system:

* Determining the criteria for evaluating faculty members in order to achieve quality and
stimulate continuous academic development.

* Follow-up on the performance of faculty members to take advantage of the evaluation results in
taking the necessary measures to enhance strengths and address weaknesses.

* Follow up on the commitment of faculty members to teaching tasks and positive contribution to
scientific research and community service inside and outside the Faculty.

* Create a mechanism to support administrative decisions related to scientific promotions,
incentives and honors.

* Increase job satisfaction among faculty members and their assistants.

3/The components of the faculty evaluation system:

The system consists of five main axes as follows:

The first axis: teaching performance:

It includes evaluating the teaching plan during the year of the curricula that the member teaches
or participates in developing and the activities that he undertakes to develop and update the
courses, as well as the activities that he undertakes to develop teaching methods and strategies
and increase their effectiveness, and the use of advanced educational techniques and means in
the field of specialization.

The second axis: job performance:

This focus focuses on evaluating the commitment of the faculty member to active participation
in the development of the academic department.

The third axis: scientific research:

Where the academic and research contributions of a faculty member in the field of specialization
are evaluated and include published research, refereed conferences, and working papers in

addition to faculty members ’scientific distinctions such as prizes and patents.
2
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The fourth axis: community service:

It includes the role of the faculty member and its effectiveness in serving the community inside
and outside the Faculty and university through committees or posts in community service
activities.

Fifth axis: self-development:
This focus focuses on assessing self-development and skills development activities to improve

academic and career performance.
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4/The faculty evaluation mechanism:

Evaluation Evaluation Evaluation tool Elements of Evaluation Relative | The focus of evaluation
outputs period evaluation body weight
Course . . The course Female Student Teaching
. Decision evaluation o
evaluation results . . students %20 assessment of performance
. questionnaire .
report (online) the course evaluation
Peer assessment | Once every Teaching Faculty Peer
and class visit | semester Model strategies members assessment
report Peer evaluation form from the %S5
+ class visit form department
(Colleagues)
An evaluation Attending or Course Evaluation of
and  evaluation carrying out Coordinator teaching
report of the educational performance
Model
member’s . performance development
. Evaluation of Head of s
teaching . development activities
Once every | teaching A IDepartment 5
performance activities %10
semester performance
development
o es development
activities s
activities
/1the academic e Commitment Head of Functionality
file and discipline IDepartment
/2The member’s ¢ Performing
. . %20
job performance assignments
evaluation report e Participation
/3The in committees
compre‘henswe Participate in Head of Scientific Research
evaluation report research IDepartment
for the faculty activities
N %20
members of the Scientific
department Thirteenth ¢ Academic File Publishing
week of the e faculty member | Arbitration
second evaluation form Participate in Head of Community Service
semester activating IDepartment
community
service
initiatives %20
Participate in
implementing
community
service activities
Attendance / Self development
implementation / %S
participation
%100 Overall evaluation of the faculty
member
The The fifteenth 1/the academic file Approving the comprehensive
comprehensive week of the 2/faculty evaluation evaluation of the faculty
evaluation report | second form Comprehensive members of the program /
of the faculty semester evaluation of the five Dean of the Faculty | department
members

axes




Jazan University d
/200 L

Faculty of Design and Architecture

The controls of the faculty evaluation system:

1.

A A R R L

1.

The faculty evaluation form (the unified form of Jazan University) is used as a basis for
the faculty evaluation system.

The academic file template and the forms attached to it for the evaluation of members are
considered one of the tools of the member evaluation system in the Faculty of Design and
Architecture.

The academic file is filled out periodically once a year in the thirteenth week of the
second semester.

The faculty member prepares the data mentioned first, second and third.

The head of the scientific department prepares the data mentioned in the fourth.

Clarify the opinion of the concerned Faculty agent in fifth (a).

Clarifies the opinion and approval of the Dean of the Faculty on Fifth (B).

The file is kept in the dean's office and the department is provided with a copy.

A faculty member has the right to see the data contained in the fourth of his academic file

and sign with knowledge, and not with approval.

. A mark (V) is placed on the right margin of each page - in front of each subject attached

to documents.
This system is subject to the regulations and education system in Saudi universities and

executive rules at Jazan University.
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Performance evaluation form for faculty member for the academic year
144/144 H
basic information

Nationality: The name is quadrilateral

the Faculty

Section

Qualification

Specialization

OLanguage teacher | Olecturer | OOReunited Job title
Outside the kingdom Inside the kingdom | Years of Experience

Section One: Job Performance and Education Effectiveness
*Category (A): A member of the educational staff in charge of administrative work.
** Category (B): Members of the educational staff

N Maximum The number
Element represented by the
score . .
arbitration
1 The ability to plan and make decisions. 5
2 5
Effective participation in the research hall.
3 Compliance with regulations and regulations 10
4 Commitment to lectures and office hours 10
5 Activating academic counseling 5
6 Commitment to the course description 10
7 Prepare a file and report the course on the specified 5
dates
8 Accuracy in following up female students cases 5
9 Using modern educational and technical methods 10
and means during the educational process
10 Commitment to quality standards in developing tests 5
11 Publishing and applying the rules of security and 5
safety and preserving the educational process
facilities
Total scores 70
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Section two: research and professional activities

N Element maximum | The number represented
score by the arbitration
B A
1 Research or books 5
published and participation
in conferences and
seminars
General lectures,
workshops and training
courses.
2 Membership in 5
professional societies and
bodies.
Total score 10

Section three: personality traits and relationships

Maximum The number
score represented by
N | Element the arbitration
A B
1 | Crisis management and good behavior. 5
2 | Ability to take higher responsibility. 5
3 | Seriousness in performing the work at the required 5
level and on time.
4 | Dealing and cooperating with superiors and 5
colleagues.
5 | Good handling of female students. 5
6 | Good handling of female students. 5
Total scores 30
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Section IV: Administrative, cultural 2ax activities
N Element Maximum The number
score represented by
the arbitration
A B
1 Effective participation in department committees, 5
Faculty or university.
) Participation in cultural or social activities at the level 5
of the department, Faculty, university or community.
Totai score 10

Overall grade

Functionality Excellent 120 - 108

Research and professional

activities very good

Personal traits and

relationships good 95 -84

Administrative, cultural and

social activities Acceptable 83-72

Less than
71

total summation UnAcceptable

Name of the reporter: : Signature: .............. Date: // 144 H

Reporter's
observationsandrecommendations

Name of authorized reporter:
Signature: .........ccccceeeeeee. Date: // 144 H
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Academic file template
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JAZAN UNIVERSITY
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Saudi Arabia

Ministry of Higher Education

Jazan University

- o oo

Academic file
The faculty member is an assistant
professor and above

Name:

Faculty:

Dept..
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Evaluating the academic performance of the university

According to the regulations "standards and duties faculty

of the faculty member"

The faculty member of the university
He is the individual qualified and tender
enough to fulfill his duties and
responsibilities towards:
® Knowledge: conservation,
development, development, follow-
up and application.
® Teaching: a qualification to prepare
the human cadres in an excellent
manner.
® Research: A contribution to raising
the scientific level in its specialty
and environment.
® Religious and moral values:
preserving their originality and
riches, by example and behavior
The general regulation links performance
on the basis of:
®  Full-time to carry out his duties and
responsibilities.
® Outstanding giving and scientific
growth in its subspecialty field.
® Commitment to follow the rules,
regulations, rules and instructions
that govern his relations with his
university.
The regulation also details its duties and

responsibilities towards each

a. Educational process.
b. Scientific Research
¢. University Service

Calendar purposes
Academic performance appraisal is used as an aid in deciding the
following:

a) Scientific upgrade

b) .a. Granting extraordinary bonuses.

) C. Granting a sabbatical leave.

d) Dr. Attending conferences, seminars and training.
e) E. Scholarship and scientific communication.

f) And. Candidacy for university service
responsibilities.
g) G. Extending the service upon reaching the
retirement age.
h) H.Secondment and Consulting.
Calendar items

The evaluation of the academic performance of the faculty
member includes the following elements:

a. Teaching performance.
B. University service.
C. General behaviors.

.2Designing the evaluation forms

The evaluation forms are designed according to the
following principles:

a. Integration with the list of standards and duties of the faculty
member as well as his promotion.

B. Simple and inexpensive.

C. Achieving a high degree of review (the opinion of the Vice-Dean
and the Dean's approval.(

X.Transparency and impartiality, allowing room for the evaluator to
move positively on the evaluation within the reference teams (the
Vice-Dean and the Dean.(

E. Taking into consideration that all elements of the evaluation are
applicable to the faculty members, where the elements that do not
apply to some departments such as supervision of scientific
theses and other elements are taken into account, then the

elements that do not apply and the rate of the applied elements
are taken

12
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The academic file consists of two parts:
*The first part: Its aim is to give an opportunity to a faculty member to monitor his academic

and teaching activities and his efforts in serving the university and society during the period
covered by the file.

*The second part: Its aim is to evaluate the performance of the faculty member for his duties
and his commitment to his responsibilities in an objective and honest manner according to

the controls studied by the head of the specialized

[ )

e The faculty member prepares pages (1, 2, 3, 4) and signs his responsibility for the
contents.

¢ The head of the scientific section (the department supervisor) prepares pages (5, 6, 7,
8) and approves page (4).

¢ The opinion and documentation of the college's agent (agent) at the top of the page (9).

¢ The opinion and approval of the dean of the college (dean of the female students
section) at the bottom of the page (9).

e The file is filled out periodically once a year, two months before the end of the school
year.

¢ The file is kept in the dean's office and provides the department with a photo.

¢ A faculty member has the right to see the second part of his academic file and sign
with the knowledge, and not to agree to the contents (notes are attached to a separate
memo).

o (\) is placed on the right margin of each page in front of every subject attached to
documents

Preparing Instructions

¢ The Faculty member fills out pages (1,2,3 and 4) and sign on page(4).

¢ The Chairman fills out pages (5,6,7, and 8) , signs and approves page(4).

¢ The concerned Vice-Dean verifies the upper part of page(9).

e The Dean approves the lower part of page (9).

e This file should be prepared periodically, once a year, two months before the end of the
academic year.

eThe file should be kept at the Dean’s office and a copy of it should be given to
Department.

e The faculty member has the right to look at his file and sign for knowing the contents
and not for the approval (He may attach his comments separately).

o A(\) should be used to the left of each item with attached documents.

13
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part One

Faculty member activity

The period from /14 Hto// 14 H

ACTIVITIES OF A FACULTY MEMBER

Period: FROM / / TO / / The name:
General Specialization:

Specialization:

The last educational qualification:

University graduated from:

Graduation Date:

Date of appointment to faculty membership:

Academic rank: Date obtained/ / :

14
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*The average teaching units for the last four semesters

The first school year The second school year Total
(Academic year: 143 AH / 143 AH) (University year: 143 AH / 143 AH)
First semester Second Semester | First semester Second Semester

*Includes supervision of thesis and graduation projects.

Seminars & Conferences & Workshops

Conf. Tit. Place Date *With the With out participation
participation of

*Posts:

1-With research or a working paper

2- Attending a workshop

3- Presiding over a scientific session

4- Attending the conference’s board of directors.
5 - Organizing member of the conference

6- For scientific expansion

7 - Other reasons

15
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. A USSR

Published.atid'Attepted

Papers forﬁjblication

search title The title of the | Vol Pages the year
journal

Research papers published and accepted for publication:

Research Projects Participation

Books and Translation Works

Did the dept.assign to you any activities?

YesC) No O
If the answer is Yes. PIs. list theactivities.

Did the college assign to you any activities?
YO No ()

If the answer is Yes. PIs. list theactivities.

16
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Any assignment in committees of students ~s > ==~
activities?

If the answer is Yes. PIs. list theactivities.

Did the University assign to you any activities?

Yes() NOO

If the answer is Yes. PIs. list theactivities.

Any assignments given to you outside

the University?
Yes O NOO

If the answer is Yes. PIs. list theactivities.

Sign.of Dean

Sign.of Faculty Member

17
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The second part

Evaluation of the faculty member

To be filled out by the department head.
A faculty member signs it for review.
A faculty member may attach his point of view in a separate letter if

he so desires.

The opinion and documentation of the relevant faculty

representative.

The opinion and approval of the dean of the college.

First: evaluation of the academic performance of the faculty member
A- Educational performance.

B- University and community service.

C- Behaviors.

Second: Documenting and approving the academic performance evaluation for the
faculty member.

18
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Evaluating the academic performanwwfaculty member (prepared by the
head of the scientific department)
(A) educational performance:

Degree of arbitration
Elements of arbitration®

10

1- Commitment to the teaching burden

2- Commitment to office hours

3- Using teaching aids and techniques

4- Updating the teaching materials he is teaching

5- Participate in developing curricula and vocabulary for
courses.

6- Respecting customs and traditions in teaching.

7- Participation in arbitration for students.

8-Supervising messages and participating in discussing
them

9- Compliance with the department’s decisions and
attending its sessions -

10 - Participation in academic counseling

Overall rate (out of 100)

The calculated rate for scientific promotion is 10% of the total

*If the element does not apply, he writes "not applicable", his mark is deleted,
and the rate of the applied elements is taken.

Notes of the head of department (supervising the department).

Head of Department.... ......ccccccvveiiieiiiieeeeeeiee e,
Signature.. .....ccccvveeeeeeiiie e
Date: // 14 AH

19
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(B) University and Community Service:

Degree of evaluation
Elements of arbitration*

10

1-Attending the sessions of the Scientific Department
Council.

2-Executing the tasks assigned to it.

3-Contributing to the activities of the scientific department.

4-Contributing to the activities of the Faculty.

5-Contributing to the activities of the Faculty.

6-Participating in community service programs.

7-Full time for achieving the goals of the department, Faculty
and university.

8-Cooperating with others in performing the administrative,
technical, and scientific duties of the scientific department.

9-Commitment to provide treatment services (human
medicine - teeth(

10-Consultations and committees for community institutions

(Overall rate from100)

The calculated rate for scientific promotion is 10% of the total

*If the element does not apply, he writes "not applicable", his mark is deleted, and the
rate of the applied elements is taken.

Notes of the head of department (supervising the department).

Head of Department.... ........cccccvvvviieeeeieiiiiiiieeee e :
SIZNATUTE.. ..evvveeeeiiiee e e :
Date: // 14 AH

20
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(C) Behaviors:

Arbitration elements

1-Does it have violations in respecting educational professional values and
university customs

2-Cooperating with his superiors

3-Cooperating with his colleagues

Negative connotations must be justified or documented.

Head of Department.... ........ccccovviieieeeeeiiiiiiiieeee e :
SIZNATUTE.. ...vvveeeeiiiee e e :
Date: // 14 AH

U There are attached notes
U No notes

21
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Documenting and approving the academic performance
evaluation for the faculty member:

The opinion and approval of the dean of the Faculty

The rate calculated for scientific promotion is 5% of the tota.

Dean of the Faculty
Signature:
Date: // 14 AH
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Evaluation of the Academic Performance

The University Regulations, which prescribe a faculty
member’s duties and obligations, describe him/her as a
well-qualified individual, capable of fulfilling his/her
responsibilities towards the following :
¢ Pursuit, enhancement, development and proper
application of knowledge.
o Practice of effective teaching which aims to prepare
efficient manpower.
¢ Undertaking of scientific research in order to make
valuable contribution in the field of specialization.
o Preservation of the religious and moral values of the
society through exemplary conduct.

The academic performance is evaluated in light of the
following :
¢ Full time commitment towards duties and
obligations.
¢ Distinguished execution and scholarly achievement in
field of specialization.
e Strict adherence to the laws and rules that govern the
relationship between the University and its faculty
members.

The Regulations also detail the duties and
responsibilities of the faculty member towards the
following :

e Teaching

e Scientific research

¢ Duties required by University.

1. Objectives of Academic Evaluation

By evaluating its faculty members, the University aims
at :
i) Reviewing the performance of faculty members

to ensure conformity with conditions dictated by
the University regulations.

ii) Revealing aspects of strength and weakness in
that performance.

iii) Enabling members to improve their academic
performance.

iv) Considering distinguished performance as a

basis for granting faculty members the privileges
of taking sabbatical leaves, attending
conferences, seminars, workshops, and training
programs, or of any other academic incentives.

V) Linking promotion with the comprehensive
academic performance.

vi) Renewing and terminating contracts for
expatriates on the basis of academic
performance.

vii)  Establishing the principle of appreciating and
encouraging exceptional academic performance in the
University at large.

2. Purpose of Academic Evaluation

The evaluation of academic performance will be
utilized as a determining factor for the following
purposes :

i) Academic promotion.

ii) Honorarium.

iii) Sabbatical leaves.

iv) Conferences, seminars, workshops, and
training programs.

V) Scholarships.

vi) Nomination for senior administrative posts.

vii) Extension of service beyond retirement.

viii) Secondment and consultations.
3. Components of the Evaluation

The evaluation of the academic performance for
faculty members includes the following components :

i) Teaching performance.
ii) Academic duties.

iii) General conduct.

4. Frequency of Evaluation

The academic evaluation of faculty members should
be conducted annually, two months before the end of
the academic year.

5. Design of the Evaluation Forms
The following factors were taken into consideration
for the design of the evaluation form :

i) Conformity with the requirements furnished
by the University’s criteria for the staff
academic evaluation and promotion.

ii) Clarity and simplicity.

iii) Presenting the evaluator with various options
(five numbered options).

iv) Assuring a high degree of review by the Vice-
Dean and the Dean of the Faculty.

V) Reducing the confidentiality restrictions to

allow the evaluator more objective
assessment by working with Vice Dean, and
Dean of Faculty.
vi) In case that certain criteria do not apply to
certain member, such as supervising theses where no
post-graduate programs exists, the non-applicable
criteria should not be considered and the average of
the applicable criteria should be considered.

23
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Academic file for lecturers and teaching assistants

structions:

1-The file is filled out periodically once a year, two months before the end of the
school year.

2-The lecturer or instructor prepares the data mentioned in first, second and third.
3-The head of the scientific department prepares the data mentioned in the fourth.
4-1t clarifies the opinion of the concerned Faculty agent in fifth (a.(

5-Clarifies the opinion and approval of the Dean of the Faculty on Fifth (B.(

6-The file is kept in the dean's office and the department is provided with a copy.
7-The lecturer and instructor have the right to view the data mentioned in the
fourth of his academic file and sign with the knowledge, and not with approval.

8-A mark () is placed on the right margin of each page - in front of every subject
attached to documents.
9-This academic file applies to lecturers and teaching assistants full-time for

academic work who are not affiliated with any academic programs.

First: Personal data

Name:
. :Faculty
Faculty: :Department
Job title: Teaching AssistantC] lecturer

Specialization in the undergraduate
stage:

Specialization in the master's degree:

Number and date of appointment
decision for the current rank:

Actual work currently in its destination:

24
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Calendar for the academic year

Second: Courses taught during the academic year 1439/1440 AH

Teaching units*

Notes

the operation

The lectures

Number of people

Her number

Subject Name

the classroom

the first

The second

25
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Third: Activities (including student, academi@%gm istrative

activities)

There is no There areC]

The following illustration:

Approving the assistant head of the

department

The name:

The name

Fourth: Academic performance evaluation:

The lecturer or instructor

series number Arbitration elements From 100 points
1 Commitment to the teaching burden

2 Be punctual and stick to office hours

3 Extracurricular activity

4 Respecting academic customs and traditions
5 Abide by the department’s decisions

6 Ability to take responsibility

7 Cooperation and dealing with students

8 Collaborate and engage with colleagues
Total

the average:

(From 100 points)

26
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If the element does not apply, he writes, does not apply, his points are deleted, and the rate
of the applied elements is taken

Head of Department

Name Signature : ....... coceeeveressneresnnses Date: / / 144 AH

The signature of the
lecturer or teaching
assistant

27
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Fifth: Documenting and approving the academic performance evaluation for the lecturer

The name of the relevant faculty representative:Signature.........cceceeeveeccsnrccsannces :

B) The opinion and approval of the dean of the Faculty.

Name of the Dean of the Faculty:

28
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Peer evaluation form template

(Follow-up performance inside the classroom)

29
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4/6 Follow-up performance inside the classroom:

The process of monitoring the performance of a faculty member in the classroom by visiting the
peer reviewer is an effective tool.

To improve the quality of the educational process. This practice is summarized in the presence of
the peer peer in attending part of one of the teaching activities of his fellow faculty member in
order to ensure that the targeted learning outcomes are achieved, as part of the internal audit
process. The results of this practice are used as one of the guides for quality assurance systems in

identifying the effectiveness of teaching and learning in the classroom.

The objectives of monitoring performance in the classroom:

The objectives of monitoring performance in the classroom are as follows:

*Collect evidence on the quality of teaching and learning and teaching strategies through
monitoring performance in the classroom.

*Learn about the evaluation methods used and the available learning resources and other
activities that take place in the classroom.

* Provide feedback to improve the educational process.

Follow-up policy in the classroom:

The process of following up the performance of the faculty member is achieved by assigning the
department board or any of the committees emanating from it to one of its faculty members (the
peer reviewer) in light of university regulations and rules to follow up on the teaching activities
of another colleague inside the classroom, and after the end of the teaching activity, the reviewer
writes report

About the follow-up process and proposed improvements.

The follow-up process must fulfill the following conditions:

It aims to develop, not to pass judgment.

All faculty members are subject, without exception, to the follow-up process.
Feedback is provided in a friendly, not formal manner.

It is flexible and observing the differences between the disciplines.

It is confidential with giving feedback to the faculty member.

30
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It takes place once a university year.

- The department / programs maintains a special file for the follow-up process in the classroom

containing the name of the course and program, the location and duration of the review process,

evaluation results and accompanying recommendations.

Evaluation is carried out using the performance tracking form inside the classroom.

The evaluation process is part of the indicators of the internal quality assurance system.

Mechanisms for monitoring performance in the classroom:

The peer reviewer before starting the follow-up process reads any available information
such as the course description, the program, the student guide and the curriculum file, and
he must meet with the faculty member for a short period of no more than ten minutes in
order to prepare and prepare for the follow-up process, which contributes to
understanding the context of the systematic activity with all its related matters in terms of
The place and time, its program, and its objectives, in addition to the goals set by the
faculty member from behind the selection of teaching and learning methods and
methodologies, assessment methods and learning resources for the course.

With regard to the time period for the follow-up visit, it must not be less than a quarter of
an hour and not exceed one hour. The peer reviewer during the follow-up process is not
entitled to interfere or participate in the teaching process or carry out any activity inside

the classroom.

The process of monitoring performance in the classroom includes evaluating the following.:

Clarity of the goals of the methodological activity and its link to the targeted learning
outcomes.

The appropriateness of the methodological activity with the course

and program descriptions.

The suitability of teaching methods and levels of student participation within the
classroom.

The effectiveness of teaching methods and their suitability for different levels of targeted
learning outcomes.

The effectiveness of teaching strategies in developing practical and acquired skills.

Convenience of facilities (equipment and other teaching aids).

31



Jazan University

Faculty of Design and Architecture

JAZAN UNIVERSITY
e

el

The peer reviewer can have a brief discussion with the faculty member immediately after the
follow-up process for a period not exceeding a few minutes, in a special place in order to
exchange views on the effectiveness of the teaching, and clarify any observations that have
emerged, as well as it gives the faculty member an opportunity for self-evaluation along with

taking an idea About the effectiveness of the teaching activity.

The model for monitoring performance inside the classroom

basic information

Program name: Course Name:

the level: Topic:

Date: // 1439 AH Duration of follow-up (minutes)
Number of students (approximately) The nature of the teaching unit:
Faculty member name: Peer reviewer name:

Documentation supporting the follow-up process

Course Description: | Program description:

Other documents

Course file: Course Report:
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clause Acceptable Needs NOt. Notes
improvement | noticed

Classroom system:

The faculty member clearly
1 | states the goals of the

teaching unit.

The faculty member
2 | explains the points

Home / secondary clearly.

The faculty member
3 | explains terminology,

concepts, and principles.

The faculty member uses
educational materials
(examples, cases, and

simulations) from "reality".

The structure of the teaching
5 | unit is clearly defined.

The content of the teaching unit:

The faculty member shows
enthusiasm at

6 Explanation of the topic of
the lesson.
The faculty member chooses
7 educational experiences

appropriate to the level of
learning.

The faculty member cites
8 | the latest developments in

the field of specialization.

The content of the teaching
unit is closely related to the

9 subject and to the learning
objectives.
Learning resources are
10 appropriate for the

educational needs of the
teaching unit.

Teaching methods and materials

Teaching methods and
11 | materials are appropriate for

learning objectives.

12 Ideas go smoothly.

The faculty member
interacts with students while
introducing the teaching

unit.

13
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14

The faculty member uses
clear strategies to direct
questions / or to guide and

advise.

15

The faculty member
provides materials that are
well designed to achieve the

goals of the teaching unit.

16

The faculty employs non-
traditional learning activities
(such as small group
discussions and students'

own activities.(

17

The faculty member uses
educational aids (such as
technology, computer,

video, data viewer.(

Laboratory methods and materials:

19

The faculty member
explains how to use the
necessary equipment and
techniques while presenting

the practical teaching unit.

20

The faculty member
explains the safety
procedures while
introducing the practical

teaching unit.

Fac

ulty member interaction

with students:

21

The faculty member
responds appropriately to
students ’questions and

inquiries.

22

The faculty member
encourages discussion
during the presentation of
the teaching unit and urges

them to ask questions.

23

The faculty member is
aware of the individual
learning needs of the

student.

24

The faculty member takes
into account the diversity of
individual differences

between students.

25

The faculty member actively
participates in the teaching

unit.

For

m and general environment:

26

Students can effectively
hear and understand a

faculty member.
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27 | The general environment of
the classroom is
characterized by interaction

and participation.

Other comments on the review process:
Peer signature......oc.veuveeeeeinneiennenenennenenns
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Course evaluation questionnaire

Course name, drawing, and code Program name (section)

Semester year

Student feedback is important to improve course quality.

This questionnaire is confidential. Please do not write your name on it or
reveal your identity. You will combine your responses with others ’responses
through a process that doesn’t allow anyone to be identified, and will use the
feedback to plan improvement.

Please kindly answer the following questions by filling in the circle that
represents your full answer.

Please shade the circle like this ®@ O OO0

Taking into account that the color of the circle is dark, and not to use phosphorous
highlighters

Please use a blue or black pencil or ballpoint pen only, and do not use a red,
green or yellow pen.

=(Strongly agree) means that the statement is always
correct or almost always, or that the requirement
has been fulfilled to the fullest extent.

"(Agree) means that the phrase is often or most of the
time, or that the requirement has been performed
almost well.

* (Somewhat Correct) means that the requirement was
performed on average

*(I don't agree) means that the requested was performed
poorly or not most of the time

=(Strongly disagree) means that the requested was
performed very poorly, did not perform at all, or
was rarely performed.

I totally agree
I agree
Somewhat correct
I do not agree
Strongly Disagree

Beginner course questions

The outlines (including the information and skills that the
course was designed to develop) were clear to me. © 0000

The requirements for success in the course (includingthe | o © O O
duties to be assessed upon, and the assessment scores)
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RN

were clear to me.

The sources of my help with the course (including office
hours for the faculty member, and references) were clear
to me.

O OO OO0

Questions about what happened during the course

4

The implementation of the course and the things that |
was asked to perform were consistent with the basic lines
of the course.

O OO OO0

The implementation of the course and the things that |
was asked to perform were consistent with the basic lines
of the course.

O OO OO0

The faculty member who submits this course has full
knowledge of the course content.

O O O OO

The faculty member was there to help during office
hours.

o OO OO0

The faculty member was enthusiastic about what he was
teaching.

O OO OO0

The faculty member was interested in my progress and
was appointed to me.

o O O OO

10

Everything presented in the course was recent and useful
(read texts, summaries, references, and the like.

o OO OO0

11

The resources I needed in this course were available
whenever I needed them.

o O O OO

12

There was an effective use of technology to support my
education in this course.

O OO OO0

13

I found encouragement to ask questions and develop my
own ideas in this course .

O OO OO0

14

In this course, I encouraged to do my best.

o OO OO

15

The things that were asked of me in this course
(classroom activity, laboratories, and so on) helped in
developing my knowledge and skills that the course aims
to teach.

O OO OO0

16

The amount of work in this course was proportional to
the number of credit hours allocated to the course.

O OO OO0

17

You provided me homework grades and exams in this
course within a reasonable time.

O OO OO0

18

Correcting my duties and tests was fair and appropriate.

O OO OO0

19

It explained to me the link between this course and other
courses in the program (section)

o OO OO0
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Decision arbitration

NN

.

What I learned in this course is important and will benefit

20 me in the future. © o000
This course helped me improve my ability to think and

21 | solve problems instead of just saving information. © 0000

- This course helped me improve my team working skills. |~ 5 o o o

73 This course helped me improve my ability to OO0 000
communicate effectively.

General Arbitration

24 ONONONONG®

I am generally satisfied with the quality of this course.

Another questions

25

What did you like most about this course

26

What did you not like so much about this course

27

What suggestions do you have to improve this course

38
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Preparing Instructions

The Faculty member fills out pages (1,2,3 and 4) and sign on page(4).

The Chairman fills out pages (5,6,7, and 8) , signs and approves page(4).

The concerned Vice-Dean verifies the upper part of page(9).

The Dean approves the lower part of page (9).

This file should be prepared periodically, once a year, two months before the

end of the academic year.

o The file should be kept at the Dean’s office and a copy of it should be given to
Department.

e The faculty member has the right to look at his file and sign for knowing the
contents and not for the approval (He may attach his comments separately).

e A(\) should be used to the left of each item with attached documents.
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The University Regulations, which prescribe a faculty
member’s duties and obligations, describe him/her as a
well-qualified individual, capable of fulfilling his/her
responsibilities towards the following :
e Pursuit, enhancement, development and proper
application of knowledge.
e Practice of effective teaching which aims to prepare
efficient manpower.
e Undertaking of scientific research in order to make
valuable contribution in the field of specialization.
¢ Preservation of the religious and moral values of the
society through exemplary conduct.

The academic performance is evaluated in light of the
following :
o Full time commitment towards duties and
obligations.
¢ Distinguished execution and scholarly achievement in
field of specialization.
¢ Strict adherence to the laws and rules that govern the
relationship between the University and its faculty
members.

The Regulations also detail the duties and
responsibilities of the faculty member towards the
following :

e Teaching

e Scientific research

e Duties required by University.
1. Objectives of Academic Evaluation
By evaluating its faculty members, the University aims
at :
i) Reviewing the performance of faculty members
to ensure conformity with conditions dictated by
the University regulations.

Revealing aspects of strength and weakness in
that performance.

Enabling members to improve their academic
performance.

Considering distinguished performance as a
basis for granting faculty members the privileges
of taking sabbatical leaves, attending
conferences, seminars, workshops, and training
programs, or of any other academic incentives.
Linking promotion with the comprehensive
academic performance.

Renewing and terminating contracts for
expatriates on the basis of academic
performance.

Establishing the principle of appreciating and
encouraging exceptional academic performance
in the University at large.

i)
i)

iv)

vi)

vii)

2. Purpose of Academic Evaluation

The evaluation of academic performance will be
utilized as a determining factor for the following
purposes :

i) Academic promotion.

i) Honorarium.

iii) Sabbatical leaves.

iv) Conferences, seminars, workshops, and
training programs.

V) Scholarships.

vi) Nomination for senior administrative posts.

vii) Extension of service beyond retirement.

viii) Secondment and consultations.

3. Components of the Evaluation

The evaluation of the academic performance for
faculty members includes the following components :

i) Teaching performance.
i) Academic duties.

iii) General conduct.

4, Frequency of Evaluation

The academic evaluation of faculty members should
be conducted annually, two months before the end of
the academic year.

5. Design of the Evaluation Forms

The following factors were taken into consideration
for the design of the evaluation form :

i) Conformity with the requirements furnished
by the University’s criteria for the staff
academic evaluation and promotion.

Clarity and simplicity.

Presenting the evaluator with various options
(five numbered options).

Assuring a high degree of review by the Vice-
Dean and the Dean of the College.

Reducing the confidentiality restrictions to
allow the evaluator more objective
assessment by working with Vice Dean, and
Dean of College.

vi) In case that certain criteria do not apply to
certain member, such as supervising theses where no
post-graduate programs exists, the non-applicable
criteria should not be considered and the average of
the applicable criteria should be considered.

i)
i)

iv)

v)
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