PART-TIME COUNSELOR EVALUATION

Faculty Member’s Name

Date

Division

Evaluator’s Name

Date

______________________
Course Title and Number

Evaluator:

Please read Summary Evaluation Definitions prior to completing this evaluation. The Summary Evaluation
must be substantiated by the narrative comments below. Criteria points are not weighted and therefore the
criteria are not a checklist. The points listed in the sections should be used as guidelines for commendations
of the counselor’s performance of professional duties and/or recommendations for improvement. However,
they are not the only points that may be used for your consideration.

EVALUATION CRITERIA
Presentation performance
• Clarity of presentation
• Organization of materials
• Mastery and currency of content
• Effective use of time
• Punctuality and attendance
• Accomplishment of objectives

Evidence of student learning
• Fostering of student participation
• Encouragement of critical thinking
• Meets the varied educational needs
of students

Relationship with students, staff,
and colleagues
• Respectful treatment of students
• Availability and willingness to assist
students with appropriate referrals
and follow–up
• Enthusiasm for the service provided
• Willingness to participate in on-campus/
division activities
• Participation in professional organizations
and conferences
• Cooperation with colleagues and staff

Flexibility in Approaches to students’ needs
• Quality of interaction and information
• Keeping current in knowledge of field
• Willingness to try new approaches
• Sensitivity to student’s level of linguistic
skills and cultural diversity

Organizational Skills
• Thoroughness of record keeping
• Quality of organizational and administrative
skills
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SUMMARY EVALUATION DEFINITIONS TO BE COMPLETED BY DIVISION CHAIR OR DESIGNEE
Exceeds professional standards

The counselor is innovative, engaging, and creates a learning environment that
produces an outstanding counseling/educational experience for the students.
Students come away excited and knowledgeable about the subject matter or as a
result of a counseling session. Exemplary performance may be based on a
combination of counseling session(s) and classroom evaluations.

Meets professional standards

The counselor knows counseling techniques, the subject matter, and presents it in
an understandable and orderly manner. Students gain knowledge of the key
concepts and issues in the counseling session/course. Satisfactory performance
may be based on a combination of counseling and classroom evaluations.

Needs to improve

The counselor has basic understanding of counseling techniques and the subject
field, but has difficulty translating that understanding into an effective counseling
session or classroom presentation. Students have trouble grasping core concepts
and fail to engage with the subject matter.

Unsatisfactory performance

It is not clear that the counselor has the fundamental knowledge in counseling
techniques and/or the subject field. Students are not provided with adequate and/or
correct information during counseling sessions. Class presentation has little or no
relation to accepted course outline. No measurable student learning is evident, and
course exit standards appear to be ignored.

SIGNATURES
Evaluator

Date

Division Chair

Date

Evaluatee

Date

Signature of evaluatee does not constitute an endorsement of the evaluation. The evaluatee has the right to append this evaluation
with a written statement.
Original copy must be forwarded to Human Resources for the evaluatee's personnel file.
A copy is provided to the evaluatee.
A copy may be kept on file in the evaluator's office.
In the case of evening faculty, a copy may be kept in the Evening College Office.
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OUTLINE OF EVALUATION PROCESS FOR COUNSELING ADJUNCT FACULTY
The process for the evaluation of counseling adjunct faculty, “evaluatee,” involves four distinct actions.
Attached you will find the Self Evaluation form which is to be completed by the adjunct faculty member as
the first step. The self-evaluation is to be forwarded to the Division Chair within the first four weeks of the
college term identified for evaluation.
The Division Chair or designee will contact the evaluatee to schedule observation, producing a written
evaluation of observations in each of the five categories noted on the self-evaluation form. The evaluatee will
also be contacted to schedule student evaluations of her/his classes or counseling sessions.
The final step in the evaluation process is the completion of a Summary Evaluation with commendations and
recommendations by the Division Chair (and designee as appropriate) with an overall rating of the evaluatee
based on the criteria below. This final evaluation is shared with the evaluatee. The evaluatee has the right to
submit written comments regarding this evaluation for his/her file.
SUMMARY EVALUATION DEFINITIONS:

Exceeds professional standards

The counselor is innovative, engaging, and creates a learning
environment that produces an outstanding counseling/educational
experience for the students. Students come away excited and
knowledgeable about the subject matter or as a result of a counseling
session. Exemplary performance may be based on a combination of
counseling session(s) and classroom evaluations.

Meets professional standards

The counselor knows counseling techniques, the subject matter, and
presents it in an understandable and orderly manner. Students gain
knowledge of the key concepts and issues in the counseling
session/course. Satisfactory performance may be based on a
combination of counseling and classroom evaluations.

Needs to improve

The counselor has basic understanding of counseling techniques and
the subject field, but has difficulty translating that understanding into
an effective counseling session or classroom presentation. Students
have trouble grasping core concepts and fail to engage with the
subject matter.

Unsatisfactory performance

It is not clear that the counselor has the fundamental knowledge in
counseling techniques and/or the subject field. Students are not
provided with adequate and/or correct information during counseling
sessions. Class presentation has little or no relation to accepted
course outline. No measurable student learning is evident, and
course exit standards appear to be ignored.

OPTIONAL SELF-EVALUATION OF COUNSELING ADJUNCT FACULTY
___________________________________
Faculty Member’s Name
Evaluatee:

Date

____________________________________
Division

Please complete the following form by providing recent personal examples within the categories below.
When commenting on your performance of counseling or classroom activities, please use the appropriate
points listed in the sections as guidelines. These are not the only points that you may put forward for
consideration.
Comment on methods and activities which may not be observed in a single counseling meeting or class
session. Address changes in recent semesters that you have made in your approaches in each category
below.
For counselors teaching please attach up-to-date course outlines, syllabi, handouts, along with
representative assignments and exams. You may also attach recent certificates of achievement, course
completion grades, published work or other examples of professional development activities pertaining to
your subject area.

EVALUATION CRITERIA:
The points listed here should be used as guidelines for your self-evaluation. They are not a checklist.
Presentation performance
• Clarity of presentation
• Organization of materials
• Mastery and currency of
content
• Effective use of time
• Punctuality and
attendance
• Accomplishment of
objectives

Evidence of student
learning
• Fostering of student
participation
• Encouragement of
critical thinking
• Meets the varied
educational needs of
students

Relationship with students,
staff, and colleagues
• Respectful treatment of students
• Availability and willingness to
assist students with appropriate
referrals and follow-up
• Enthusiasm for the service
provided
• Willin gness to participate in oncampus/division activities
• Participation in professional
organizations and conferences
• Cooperation with colleagues and
staff

Flexibility in Approaches
to students’ needs
• Quality of interaction and
information
• Keeping current in
knowledge of field
• Willingness to try new
approaches
• Sensitivity to student’s
level of linguistic skills
and cultural diversity

Organizational Skills
• Thoroughness of record
keeping
• Quality of organizational
and administrative skills

