


Dossier 
The dossier may have slight variations to reflect the differences of individual departments 
but should be consistent in form. Dossiers should be digital and saved in a PDF format 
with all items combined into one document. The dossier should include; Instructor 
Review Form, service documentation, CV, and at least one example class assignment. 
Review materials also include course evaluations and syllabi, but do not have to be 
included in the review documentation. The dossier may include optional items such as 
rubrics, student examples, service projects, research materials, professional development, 
and other pertinent work and/or achievements. The dossier will be used by the committee 
for evaluation purposes and should not be disseminated for other purposes. Contract 
faculty retains the rights of their intellectual property consistent with University 
standards; these items should not be reproduced without permission. 
 
Class Observation 
At least two members of the committee should observe the Instructor’s teaching. 
Instructors will work with their committee to schedule teaching observation date(s). The 
teaching observation must be at least 50 minutes long (but no longer than 1 hour and 15 
minutes). Exact details of the class observations regarding dates and length of 
observation should be provided to the Instructor prior to the class observation. The 
Instructor should receive a copy of any rubrics that will be used for assessment prior to 
assessment. Ideally, the committee should schedule dates of observation with at least two 
weeks’ notice.  
 
Dossier Evaluation and Teaching Letters 
After a class observation, the reviewer should submit their letter to the reviewee for 
feedback and/or discussion before final submission to the dossier.  The committee will 
consider all applicable materials in the dossier and teaching observations, and, based on 
their findings, they will draft a letter. The committee will submit their letter to the 
reviewee for feedback and/or discussion before final submission to the dossier. The 
committee may adjust the letter based on the discussion they have with the Instructor 
before finalizing it. The committee should provide the Instructor with a copy of the draft 
evaluation letter prior to the meeting and the Instructor should receive the final evaluation 
letter at the time it is submitted to the department chair. Additionally, the reviewee has 
the option of writing a response to the class observation letters and/or the dossier 
evaluation letter. These letters shall be used in conjunction with the yearly FAR by the 
Chair for writing their recommendations for the Contract Instructor to the Dean of the 
College of Liberal Arts in year two, four, and six.  
 
 
Contract Faculty Evaluation Beyond Year Six 
Contract Instructors will continue to be assessed yearly by the department Chair using the 
FAR. After which, there will be a four-year rotation of an evaluation that will include the 
full process described above. The criteria for class observations should be the same as 
stated above in year two, four, and six.  
 
 

 

 

 

 



 

 

 

 

Instructor Review Form 

 

1. Describe the composition of your classes and how you adapt your pedagogy to 
meet student needs (freshman vs. upper class, adult learners, honors, LLC, etc.). 
 

2. How do you incorporate technology in your teaching (Experimental technologies, 
software, etc.)? 

 

3. In what ways do you keep current in your field?  
 

4. Describe a teaching challenge that you experienced since your last review, how 
did you overcome this obstacle or make changes in your pedagogy? 

 
5. Write a one to two-page reflective narrative should elaborate on any teaching, 

service, or other related information that was not addressed in any other area of 
the dossier. 

 
 
 
 
 
 
 
 
 
 
 
 


