Management Role: Program Coordinator/Supervisor
with selected committee members or colleagues

Role Component Definition: Carrying out assigned duties that foster and support degree/certificate program administration and resource management.

Instructions: Faculty are required to meet with two to three select colleagues from program committees or others who have direct knowledge of his/her activities. Faculty meet either in person, by phone, IAV or some other means to establish scores. Faculty are required to verify (below) having met with colleagues. The faculty member being evaluated enters the agreed upon scores. The faculty member notifies his/her supervisor that scores have been entered on their behalf. Once the form has been completed it can be viewed by the faculty member and selected colleague(s) through the “Eye” icon at the bottom of the Final Evaluation Summary page. 
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	I supervise a baccalaureate degree program
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	I coordinate an associate degree or certificate program


Section A: Program Organization

	Points
	The starred (*) items are required for a satisfactory score.
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	Create and maintain a committee/advisory board, replace members, ensure continuity. For certificate coordinators: meet and/or coordinate with outside entities (i.e., software companies) on a consistent basis. (2 points) 

	*[image: image4.wmf]


	Hold advisory board or committee meetings. For certificate coordinators: communicate and coordinate with individuals affiliated with outside entities. (1 point per meeting, 1 point required, 6 points maximum) 
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	Meetings are timely and include relevant content (1 point) 
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	Maintain minutes for all meetings (1 point) 


Section B: Program Management

	Points
	The starred (*) items are required for a satisfactory score.
 

	The following three items are for Baccalaureate Degree Program Supervisors ONLY. If you do NOT supervise a baccalaureate degree, make sure you have so indicated at the top of this form (just above Section A), and enter no score for the following three items.
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	Coordinate with relevant departments/faculty regarding course offerings and scheduling (2 points each semester; 4 points required per year) 
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	Assure application of established admission procedures (1 point) 
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	Coordinate tracking of students with names, contact information, program status and other relevant information (4 points) 

	Remaining items in this section are for ALL Program Supervisors/Coordinators
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	Check accuracy of program requirements across catalog, web pages, handbooks and/or DARS (2 points) 
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	Coordinate/facilitate student advisement (2 points) 
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	Coordinate student internships, field placements, student teaching and/or clinical preceptorships if a program requirement (3 points) 
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	Coordinate with other staff and faculty to ensure smooth operation of the program (1 point) 

	[image: image14.wmf]


	Develop and maintain working relationships and communication with appropriate county, state, federal agencies, schools and school districts, business and industry and other institutions with respect to the particular program (2 points) 


 

Section C: Student Relations and Recruitment/Retention

	Points
	The starred (*) items are required for a satisfactory score.
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	Develop and disseminate promotional materials such as brochures, student handbooks and/or media announcements (2 points each item, 2 points required, 4 points maximum) 
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	Ensure accuracy of the program's page on the GBC website annually and update as necessary (2 points required, 4 points maximum if significant revisions are made) 
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	Promote communication between students, and between students and faculty, e.g., develop student culture through the use of different media such as program websites and internet networking (2 points each, 4 points maximum) 
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	Plan and coordinate special events such as graduation festivities and awards ceremonies (2 points each, 4 points maximum) 
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	Coordinate with businesses, industry and other agencies to establish and maintain student scholarships (2 points) 
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	Provide a current letter to the recruitment office responding to inquiries about programs (1 point) 


 Section D: Occasionally Required Duties

	Points
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	Develop program mission statements and goals (3 points) 
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	Develop program assessment measurements (3 points) 
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	Revise program course requirements (2 points) 
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	Coordinate with program teaching faculty to ensure program goals and objectives are being met within relevant courses (2 points) 
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	Prepare program review (8 points) 


 Section E: Other Activities or Comments (up to 6 points) 

	Points
	In order to list other activities or components of instructional design, faculty must discuss the item(s) and point values with the appropriate supervisor in advance.
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	Enter 0 points if you are using this space only to make comments about other form items. Or, assign 1-6 points for additional activities based upon the significance and the amount of effort involved (effort should be similar in scope to activities above with comparable scoring). 

 Describe activities that you feel should earn additional points and/or enter general (unscored) comments: 
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Optional Reference Documents

	For your convenience, you may upload any supportive or reference documents applicable to this form to substantiate points assigned above or to otherwise comment on this form.

Please give document files meaningful names. Spaces and punctuation (other than dashes) will be eliminated from file names.

The following allows you to upload only one document at a time. Return to this form (after submitting it) to upload additional documents.

	Previously uploaded documents: None 

	Upload Reference Document: 

Be patient when saving this form; it may take awhile to upload documents.


Score

	Total Points

	
	Rating

	Excellent


	
	25+ = 

Excellent (5)

21-24 = 

Commendable (4)

20 = 

Satisfactory (3)

9-19 = 

Below Satisfactory (2)

0-8 = 

Unsatisfactory (1)
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