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Preface

The faculty, administrators and support staff who drafted this plan came together at the prompting of
the lowa legislature, which in April of 2002 determined that local boards, not the State, should be
responsible for guaranteeing the quality of community college faculty. Each of the fifteen community
colleges was charged with developing a plan to meet local needs while adhering to Higher Learning
Commission (HLC) and State accreditation standards.

As soon as we began the planning process at Kirkwood, we realized we were fortunate in many ways:

e Qur hiring practices already conformed to the guidelines of the State, the HLC and, where
applicable, other accrediting agencies.

e Comprehensive orientation activities were already in place, including a mentoring program.

e Continuing professional development was already part of the faculty evaluation process and
applicable toward advancement on the salary scale.

e The relationship between the administration and the faculty association was one of cooperation
and respect.

Most of all we were fortunate in our current faculty, represented by the eight who served on the
committee and the many who read and commented on drafts as the process unfolded, who at all times
displayed an abiding passion for good teaching and an unwavering dedication to student learning.

Our hope is that this document will clarify our expectations for excellence in our faculty, guide faculty
and deans in selecting appropriate and useful professional development activities, and affirm Kirkwood’s

commitment to lifelong learning.

All aspects of this plan were in place July 1, 2003. Last revised on September 24, 2024.
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I.  Quality Faculty Plan Committee Bylaws

A. Historical Overview
In April 2002, the State of lowa ceased licensing community college faculty, administrators,
counselors, librarians and coaches and moved to a system of local responsibility effective August
2003. Each community college was charged with submitting a Professional Preparation plan for
its new faculty by August 2003. The makeup of each community college's Quality Faculty Plan
committee was to be equal representation from the Arts and Sciences and Applied Sciences and
equal representation of gender.! Faculty representation was to be approved by the Kirkwood
Faculty Association. The Kirkwood committee was formed in April 2002.

1.

The plan was brought to the Kirkwood Board of Trustees for approval in January 2003 and
then submitted to the State Department of Education. Portions of the plan were already part
of Kirkwood’s professional development program and were well under way by fall 2002. The
remaining portions of the plan were ready for implementation by fall 2003.

The plan was brought to the Kirkwood Board of Trustees in September 2015 for re-
affirmation, since there have been changes to the plan since their initial approval. The
updated plan was also submitted to the State Department of Education.

The plan was brought to the Kirkwood Board of Trustees in October 2022 for re-affirmation.
New guidance from the State Department of Education is to have the plan re-affirmed every
year by the Board of Trustees.

The ad hoc committee that developed the original plan became the permanent Quality
Faculty Plan Committee in August 2003.

The Quality Faculty Plan Committee assumed oversight of the new plan for faculty during
their probationary period.

B. Obijectives of the Quality Faculty Plan Committee

1.

To ensure the highest possible quality of performance of faculty, administrators, counselors,
and librarians so that Kirkwood can fulfill its mission of quality lifelong learning.

To evaluate professional development opportunities with a focus on quality of instruction for
all faculty at the college on a regular basis.

To meet new state requirements for the professional preparation of Kirkwood Community
College faculty, administrators, counselors, and librarians.

To determine professional competency areas for these groups of professional educators.

To devise and implement an effective and efficient plan for professional preparation at
Kirkwood Community College.

To provide a system for the review of the effectiveness of the Professional Preparation Plan
process and the implementation of necessary revisions.

To approve equitable individual Professional Preparation Plans.

To provide necessary consultation for the completion of the plan by each individual faculty
member, counselor, or librarian with his/her supervising administrator.

It is neither the objective nor the responsibility of this committee to be involved in any
evaluation of individual job performance.

C. Procedures of the Quality Faculty Plan Committee

' The make-up of the committee was revised by the 82" General Assembly in spring 2008. lowa Code 260C.36 currently reads:
The committee must include both faculty and administrators; must not have more than a simple majority of a single gender;
must be equally representative of the arts & science and career & technical education; must be appointed by the certified
employee organization and college administrators must be appointed by the college administration.
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1. Distribution of Committee Appointments

a. One dean from each division, to be appointed by the Vice President of
Academic Affairs (2).

b. Four full-time faculty representatives (8 total) from each of the Arts and Sciences and
Career and Technical divisions of the college to be determined by the Kirkwood Faculty
Association?. An effort will be made to maintain diversity on the committee by selecting
members from different departments including but not limited to: Agriculture,

Arts & Humanities, Business and IT, Communication English and Media, Industrial
Technologies, lowa City campus, Global Learning, Allied Health, Nursing, Math/Science,
Social Science, and Culinary Arts.

c. Arepresentative for librarians, counselors, and Secondary Programs instructors will be
appointed to serve during the professional preparation of new hires in those job
categories.

d. The dean and faculty development specialist from the Academic, Innovation, Strategy,
and Design (AISD) Department will serve ex officio.

2. Term Length

a. Terms shall be for three years.

b. One-third of the membership will rotate each year.
3. Meetings Schedule

a. Meetings shall be scheduled three times during the regular academic year with the chair
calling other meetings as necessary.

b. For meetings where individual professional preparation plans are to be
reviewed for approval a quorum (1 more than 1/2 of the members)
must be present.

4. Organizational Roles and Responsibilities

a. Chair

(1) The Chair of the committee will be elected by committee members. S/he will have
served at least two full years on the committee before assuming the chair.3

(2) The Chair is responsible for calling meetings, distributing necessary documents, and
communicating committee actions to all relevant parties paying special attention to
communicating necessary revisions to Professional Preparation Plans (PPP) to both
faculty and relevant dean or supervisor.

b. Secretary
(1) The committee chair will keep meeting notes with the aid of the members of the

committee.
(2) As a standing committee, notes for public consumption are required to be sent
Human Resources for posting on the Kirkwood website.
D. Procedural Plan and Timeline for Completion of Professional Preparation
1. Timeline for Quality Faculty Plan Committee tasks

a. The individual Professional Preparation Plan (see Appendix B) will be submitted to the

chair by October 1%t during the first year of hire. Extensions may be requested of the Vice

2 Make-up of the committee was changed in May 2011 from nine faculty from individual departments to eight faculty evenly split
between the two divisions of the college. As the college grows, more departments could be added and this broader
definition doesn’t put restrictions on who could be a member of the committee.

3 Beginning January 2010 the office of the Vice-President of Academic Affairs will compensate the chair with three-hours of
release time for each semester.
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President for Academic Affairs if necessary. Extensions will be reported by Vice President
of Academic Affairs to chair of the committee.

The committee will approve or deny the plan.

A plan will be approved or denied if a simple majority of a quorum votes for approval or
denial.

If denied, the plan needs to be resubmitted with revisions.

An approved plan needs to be on file no later than the end of December during the first
year of employment.

It is recommended that the supervising dean will review progress towards the completion
of the plan each year.

The annual evaluation and final review of the individual are the responsibilities of the
supervising dean and Academic Vice President.

The supervising dean will send a copy of the Professional Preparation Record along with
the annual evaluation for each probationary hire to Human Resources for his/her
permanent record. Part-time records will be kept within the department.

E. Evaluation of the Professional Preparation process
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II. Professional Renewal Committee By-Laws
Updated September 2004

F.
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Historical Overview
In 1973 a Certificate Renewal Planning Committee conducted a survey of the Career Education
staff to determine interest in subject areas for certificate renewal offerings. This was
accomplished by distributing to all staff members an interest survey questionnaire, and
conducting a general Career Education staff meeting. The purpose of the meeting was to explain
the proposed experimental certificate renewal plan, and to answer any questions the staff might
have concerning it.
The results of the survey showed great interest in several course offerings that could be
developed by the Kirkwood staff and in earning renewal credits by occupational or workshop
experience. Fifty-two percent (52%) of the respondents to the questionnaire expressed interest
in course work in individualized instruction, evaluation, and A-V media. An additional 36% of the
respondents also requested instruction in the use of data processing equipment for educational
purposes. But for the greatest majority of all respondents, 92% expressed interest in earning
renewal credits through structured work experience and seminars or workshops in their
occupational specialty.
The survey also demonstrated great interest by staff in specialized course work either in the field
of education or within their occupational specialty. The Committee felt that these needs could
best be served on an individual basis by existing course offerings of various colleges and
universities.
In response to the needs expressed by the Career Education staff in the survey, the Certificate
Renewal Planning Committee proposed to implement the following plan:
a. A method of approving, accounting for, and reporting renewal credits earned through
college or university course work.
b. A method for approving, accounting for, and reporting renewal credits earned through
structured work experience.
c. A method for approving, accounting for, and reporting renewal credits earned through
workshops, seminars, and related meetings.
d. A method for approving, accounting for, and reporting renewal credits earned through
independent study.
e. Approved renewal credits are filed in HR in the employee’s personnel file.
The Kirkwood Certificate Renewal Program was originally established to provide alternative
renewal methods for Applied Science and Technology faculty. As a result of major changes in
teacher licensing set forth by the Department of Education, effective October 1, 1988, the
Program was expanded to include all licensed faculty. Adjustments to the program were made to
accommodate Arts & Sciences, Development Education, Counselors, etc.
A new provision in the Kirkwood Faculty Association Master Agreement, effective August 30,
1991, allowed faculty to receive educational salary adjustment through alternative methods.
Because of these changes, the former Certificate Renewal Committee was restructured into the
Professional Renewal Committee and became responsible for approving credits for license
renewal units and educational salary adjustment units.
In March, 2002 legislation was passed during the 79" General Assembly (House File 2394)
eliminating community college licensure through the Board of Educational Examiners in lieu of
each college developing a faculty plan, to be in effect by July 1, 2003, to manage faculty
qualifications and professional development. The elimination of licensure resulted in changing



the main focus of the Professional Renewal Committee to approving professional units for

educational salary adjustment as set forth in the Kirkwood Faculty Association Agreement

(Article Il, Section 3).

G. Objectives of the Professional Renewal Committee
As a result of the Professional Renewal Program the following outcomes are hoped for:

1. Instructors will update knowledge/skills appropriate to the specialty for which they are
preparing students.

2. Modified or new instructional strategies will be introduced.

3. Programs and curricula will be modified as appropriate because of changes in the
occupations for which students are being prepared.

4. Instructors will be more aware of alternative teaching and learning strategies, including the
use of educational media.

5. Greater awareness will prevail among instructors concerning problems facing educators in
lowa and nationwide.

6. Instructors and administrators will express greater satisfaction with the extent to which
individual instructor needs and interests for professional development are consistent with
instructional goals and requirements.

H. Procedures for Professional Renewal Committee Composition and Method of Selection
Information about the procedures and method of selection for the Professional Renewal
Committee can be obtained through the committee’s website and in the Employee Forms Plus
area in the KIN.

lll. Professional Credentialing
A. Fulltime Instructors
1. Hiring
a. Practices
(a) College hiring practices will ensure the following credentials for full-time instructors:
(i) Instructors have attained knowledge and competencies in their subjects or
discipline areas as documented by the attainment of the minimum hiring
requirements specified in lowa Code in lowa Code 281-21.3 and 281-21.3(2).
(ii) All hiring is in compliance with the faculty accreditation standards of the Higher
Learning Commission and with faculty standards required under specific programs
offered by the community college and accredited by other accrediting agencies.
(i) All newly hired faculty must complete required compliance items.
(iv) Costs associated with fulfilling the above are the responsibility of the instructor.
(b) Record Keeping
(i) The college’s Human Resources office will maintain records related to the hiring
process, specifically
1. Records documenting actions related to hiring new instructors in accordance
with state and federal laws.
2. Records documenting that an instructor has passed a background check.
3. Records documenting that an instructor has met minimum hiring standards
specified in lowa Code.
2. Onboarding
a. Practices: To forge a strong connection between new full-time instructors and the college.
The college will provide orientation activities as described below:
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(a) Required participation in a three day orientation including but not limited to the

following sessions:

(i) Information provide by an association representative

(ii) Information on faculty rights and responsibilities

(iii) Information on the faculty handbook and the master agreement

(iv) Information on working with students with disabilities and ADA requirements

(v) Information on counseling services

(vi) Information on student behavior guidelines, plagiarism policy and productive
learning environment statement

(vii) Information on services available to students

(viii) Tour of the campus

(b) Assigned mentors for new instructors
(c) Additional orientation topics, including but not limited to sessions/information on the

following:

(i) Panel of instructors

(ii) Panel of students

(iii) Enrollment Services

(iv) Financial Aid

(v) Off-campus centers

(vi) Alternative delivery systems

(vii) Scholarship opportunities for students

(viii) Continuing Education (Workforce Training Services)

(d) Required activity with the Board of Trustees
b. Record Keeping
(a) Attendence records for activities will be maintained in the appropriate college system

and made available to the relevant dean.

3. Professional Preparation for New Instructors
Practices
(a) The college has established areas of competence and will ascertain that new faculty

have attained competency as indicated below:

1. Student Learning: Demonstrate understanding of ways students learn by
providing learning opportunities that support intellectual, career, and social
development.

2. Diverse Learners: Demonstrate an understanding of ways students differ in
approaches to learning both individually and culturally, by adapting instruction
for diverse learners.

3. Instructional Planning: Plan instruction based on understanding of subject
matter, students, the community, and learning outcomes.

4. Instructional Strategies: Integrate instructional strategies that encourage
students’ development of critical thinking, problem solving and performance
skills.

5. Learning Environment/Classroom Management: Use understanding of
individual and group motivation and behavior to create learning environments
that encourage positive social interaction, active engagement in learning, and
self-motivation.



10.

11.

Communication: Use effective verbal and nonverbal techniques as well as
other forms of symbolic representation to foster active inquiry and
collaboration.

Technology Related to Instruction: Use appropriate technology in the
planning, delivery and assessment of instruction.

Assessment: Use formative and summative assessment strategies to monitor
and evaluate student learning.

Professional Ethics: Foster professional relationships with students,
colleagues, and the community to support learning. Follow guidelines for
ethical behavior and confidentiality for educators.

Community College: Describe the mission and history of community colleges
and the structure and scope of Kirkwood Community College.

Contribution to the College: Contribute to the institution through active
participation in departmental and institutional tasks.

12a. Professional Development - A: Actively seek out opportunities to grow

professionally by maintaining professional competency in fields of expertise.

12b. Professional Development - B: Actively seek out opportunities to grow

professionally by focusing on pedagogy/andragogy, learning, and/or the
scholarship of teaching.

(b) Ascertaining that new full-time instructors have attained the competencies listed
above will be achieved in the following ways:

1.

All new instructors will be required to attend and successfully complete the
three year Kirkwood Faculty Onboarding program.

All new instructors will be required to attend and successfully complete an
approved course (credit or non-credit) in the history and mission of the
community college before the end of the instructor’s probationary period.*
By October 1% of the first year of hire, the academic dean and new fulltime
instructor will develop a professional preparation plan (PPP) to ensure new
instructors have attained the competencies listed above. The plan will be
submitted in accordance with the by-laws of the Quality Faculty Plan
Committee.

All competencies must be attained before the end of the instructor’s first
three years of employment. Those on a one or two year probation are still
required to finish the three year Kirkwood Faculty Onboarding program
requirements.>®

The Quality Faculty Plan Committee will review and approve all plans.
Progress toward attaining competencies will be monitored by the dean and
the Vice President Academic Affairs, following normal evaluation procedures.
Completion of the Professional Preparation Plan is a necessary but not
sufficient condition for continuous employment.

(c) If aninstructor and dean decide that a competency will be met through an activity for
which tuition or another fee is charged, that cost is the responsibility of the instructor.

4 This course is not an lowa Code requirement. It is a requirement of the committee that developed Kirkwood’s Quality Faculty
Plan. In fall 2008, the committee further clarified that a course in the community college which did not focus substantially on
lowa community colleges does not satisfy this requirement.

5 Refer to lowa Code section 279.19 for probationary period lengths.

Page 9 of 54



This includes any course in the history and mission of the community college (see

number 2 above) for which tuition is charged.

(i) A new instructor’s teaching load will be reduced two or three credit hours in the
instructor’s first fall semester. All release time given for this purpose must be
completed within the first five semesters of employment, not counting summers.
The dean may also release a new instructor an additional three credit hours during
any semester after the first in which the new faculty member is pursuing a credit
course required to meet competencies.

(d) Record Keeping

1. Records documenting achievement of competencies will be accumulated in a
professional portfolio and submitted by the instructor to his/her dean or
director. The evaluating supervisor’s written summary of the annual
evaluation conference will be submitted for the faculty member’s evaluation
file as per the Faculty Handbook.

2. The Academic Innovation, Strategy, and Design department will provide
attendance records of probationary faculty to deans or directors upon request.

4. Continuing Professional Growth and Development for Faculty Past the Probationary Period,
hereafter referred to as “Professional Growth Track faculty”
a. Practices

(@) Upon successful completion of the probationary period, oversight for faculty
professional record becomes the responsibility of the faculty member and his/her
dean or director.

(b) Evaluation procedures for Professional Growth Track faculty are stipulated in the
Faculty Handbook.

(c) Professional Growth Track Evaluation Criteria: Instructors, Counselors, Librarians —
See Appendices B, C, D respectively.

(d) The Professional Renewal Committee, which meets at least once each semester,
reviews faculty submissions of activities offered outside of the college. If the
Committee agrees that said activities have contributed to developing a faculty
member’s instructional competencies and/or knowledge of subject or technical area,
the committee awards professional renewal credit which may be accumulated toward
salary adjustments.

(i) All activities offered by Academic Innovation, Strategy, and Design department
have been approved for Professional Renewal Credit and will not need to be
submitted for approval to that committee.

(ii) Collaborative Learning Day activities have been approved for Professional Renewal
Credit and will not need to be submitted for approval to that committee.

(e) Full-time instructors may receive funding for professional development activities
through the Faculty Professional Development Committee, and/or their departments.

b. Record Keeping

(@) Records documenting continuing professional development activities will be
submitted by the instructor to his/her dean and recorded in the evaluating
supervisor’s written summary of the annual evaluation conference for the faculty
member’s evaluation file as per the Faculty Handbook.

(b) Faculty members keep copies of self-evaluation materials, evidence

and any other related documentation.
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B. Adjunct Instructors
1. Hiring
a. Practices
(a) College hiring practices will ensure the following credentials for adjunct instructors:

(i) Faculty have attained knowledge and competencies in their subjects or discipline
areas as documented by the attainment of the minimum requirements specified
in lowa Code 281-21.3 and 281-21.3(2).

(ii) All hiring is in compliance with the faculty accreditation standards of the Higher
Learning Commission and with faculty standards required under specific programs
offered by the community college that are accredited by other accrediting
agencies.

(iii) All newly hired adjunct faculty must complete required compliance items.

(iv) Costs associated with fulfilling the above are the responsibility of the instructor.

(b) Record Keeping

(i) The college will maintain records related to the hiring process, specifically

1. Records documenting the actions of administration and the Human Resources
Office are maintained in the appropriate academic department/s.

2. Records documenting that an adjunct instructor has passed a background
check.

3. Records documenting that faculty have met the minimum requirements
specified in lowa Code are also maintained for five (5) years after the
instructor’s employment with the college.

2. Onboarding
a. Practices: To forge a strong connection between new adjunct instructors and the college,
the college will provide orientation activities which may include the following:
(a) An orientation every semester and including but not limited to the following
presentations:

(i) Inclusive syllabus construction

(ii) Working with students with disabilities, ADA requirements, and FERPA

(iii) Counseling services

(iv) Student behavior guidelines, plagiarism policy and productive learning
environment statement

(v) Learning supports available to students

(vi)Connection with discipline faculty
b. Record Keeping
(i) Attendence records for activities will be maintained in the appropriate college
system and made available to the relevant dean. These records will be kept in the
college system for a period of 5 years.

3. Preparation
a. Practices

(a) The college will provide training and support in the basic principles of teaching.
(b) Deans may require adjunct faculty to participate in training as a condition of
employment.
(c) Adjuncts who successfully complete the session will receive a stipend.
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b. Record Keeping
(a) Attendence records for activities will be maintained in the appropriate college system
and made available to the relevant dean. These records will be kept in the college
system for a period of 5 years.

4. Continuing Professional Growth and Development
a. Practices

(a) Adjunct instructors may receive support for professional development activities
though a fund administered by the Vice President, Academic Affairs. They are also
eligible to receive stipends for some activities funded through the Academic
Innovation, Strategy, and Design department.

(b) Adjunct instructors who teach concurrent enrollment courses, either at one of the
regional centers or within the high schools, are required to participate in one full day
of professional development annually.

b. Record Keeping

(a) Professional development activities will be entered into the appropriate college

system and made available to the respective faculty and deans.

C. Librarians
1. Hiring
a. Practices
(a) College hiring practices will ensure the following for both full-time and part-time
librarians
(i) Librarians have attained a master’s degree from a program accredited by the
American Library Association.
(ii) All hiring is in compliance with the accreditation standards of the Higher Learning
Commission.
(iii) All newly hired librarians must complete required compliance items.
(iv) Costs associated with fulfilling the above are the responsibility of the librarian.
(b) Record Keeping
(i) The college’s Human Resources office will maintain records related to the hiring
process, specifically
1. Records documenting actions related to hiring new librarians in accordance
with state and federal laws.
2. Records documenting that a librarian has passed a background check.
3. Records documenting that a librarian has met minimum hiring standards
specified in lowa Code.
2. Onboarding
a. Practices: To forge a strong connection between new full-time librarians and the college,
the college will provide orientation activities as described below:
(a) Required participation in a three day orientation including but not limited to the
following sessions:
(i) Information provided by an association representative
(ii) Information on faculty rights and responsibilities
(iii) Information on the faculty handbook and the master agreement
(iv) Information on working with students with disabilities and ADA requirements
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(v) Information on counseling services

(vi) Information on student behavior guidelines, plagiarism policy and productive
learning environment statement

(vii) Information on services available to students

(viii) Tour of the campus

(b) Assigned mentors for new librarians.
(c) Additional orientation topics, including but not limited to sessions / information on

the following:

(i) Panel of instructors

(ii) Panel of students

(iii) Enrollment Services

(iv) Financial Aid

(v) Off-campus centers

(vi) Alternative delivery systems

(vii) Scholarship opportunities for students

(viii) Continuing Education (Workforce Training Services)

(d) Required activity with the Board of Trustees
b. Record Keeping
(a) Attendence records for activities will be maintained in the appropriate college system

and made available to the relevant dean.

3. Professional Preparation for New Librarians
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(a) Practices -

(i) The college has established areas of competence and will ascertain that new
librarians have attained competence as indicated below:

1. Student Learning: Demonstrate understanding of ways students learn by
providing learning opportunities that support intellectual, career, and social
development.

2. Diverse Learners: Demonstrate an understanding of ways students differ in
approaches to learning both individually and culturally, by adapting instruction
for diverse learners.

3. Instructional Planning: Plan instruction based on understanding of subject
matter, students, the community, and learning outcomes.

4. Instructional Strategies: Integrate instructional strategies that encourage
students’ development of critical thinking, problem solving and performance
skills.

5. Learning Environment/Classroom Management: Use understanding of
individual and group motivation and behavior to create learning environments
that encourage positive social interaction, active engagement in learning, and
self-motivation.

6. Communication: Use effective verbal and nonverbal techniques as well as
other forms of symbolic representation to foster active inquiry and
collaboration.

7. Technology Related to Instruction: Use appropriate technology in the
planning, delivery and assessment of instruction.



8. Assessment: Use formative and summative assessment strategies to monitor
and evaluate student learning.
9. Professional Ethics: Foster professional relationships with students,
colleagues, and the community to support learning. Follow guidelines for
ethical behavior and confidentiality for educators.
10. Community College: Describe the mission and history of community colleges
and the structure and scope of Kirkwood Community College.
11. Contribution to the College: Contribute to the institution through active
participation in departmental and institutional tasks.
12a. Professional Development - A: Actively seek out opportunities to grow
professionally by maintaining professional competency in fields of expertise.

12b. Professional Development - B: Actively seek out opportunities to grow
professionally by focusing on pedagogy/andragogy, learning, and/or the
scholarship of teaching.

(b) Ascertaining that new full-time librarians have attained the competencies listed above
will be achieved by the following.

1. All new librarians will be required to attend and successfully complete the
three year Kirkwood Faculty Onboarding program.

2. All new librarians will be required to attend and successfully complete an
approved course (credit or non-credit) in the history and mission of the
community college before the end of the probationary period.®

3. By October 1° of the first year of hire, the Library Director and the new
librarian will develop a personal professional plan (PPP) to ensure the new
librarian has attained or has a path of attainment toward the competencies
listed above. The plan will be submitted in accordance with the by-laws of the
Quality Faculty Plan Committee.

4. All competencies must be attained before the end of the librarian’s first three
years of employment. Those on a one or two year probation are still required
to finish the three year Kirkwood Faculty Onboarding program requirements.’

5. The Quality Faculty Plan Committee will review and approve all plans.

6. Progress toward attaining competencies will be monitored by the Dean and
the Vice President of Academic Affairs following normal evaluation
procedures.

7. Completion of the Professional Preparation Plan is a necessary but not
sufficient condition for continuous employment.

(c) If alibrarian and his or her dean decide that a competency will be met though an
activity for which tuition or another fee is charged, that cost is the responsibility of
the librarian. This includes any course in the history and mission of the community
college (see number 2.a. above) for which tuition is charged.

6 This course is not an lowa Code requirement. It is a requirement of the committee that developed Kirkwood’s Quality Faculty
Plan. In fall 2008, the committee further clarified that a course in the community college which did not focus substantially on
lowa community colleges does not satisfy this requirement.

7 Refer to lowa Code section 279.19 for probationary period lengths.

Page 14 of 54



1. Alibrarian's “teaching load” consists of time spent at the reference desk and in
the delivery of bibliographic instruction. The reference desk and bibliographic
instruction load for new librarians will be reduced to accommodate supervised
learning activities in the library and participation in activities that lead to the
completion of the librarian's Professional Preparation Plan. The dean may also
release a new librarian the equivalent of another three credit hours (128
hours) during a semester in which the new librarian is pursuing a credit course
required to meet competencies. All release time given for this purpose must
be completed with the first five semesters of employment.

(d) Record Keeping

1. Records documenting professional development activities will be submitted by
the librarian to his/her dean and recorded in the evaluating supervisor’s
written summary of the annual evaluation conference for the librarian’s
evaluation file as per the Faculty Handbook.

2. Academic Innovation, Strategy, and Design department will provide
attendance records of probationary librarians to deans upon request.

4. Continuing Professional Growth and Development for Librarians Past the Probationary Period,
hereafter referred to as Professional Growth Track Librarians
a. Practices
(@) Upon successful completion of the probationary period, oversight for librarian
professional records becomes the responsibility of the librarian and his/her Dean.
(b) Evaluation procedures for Professional Growth Track Librarians are stipulated in the

Faculty Handbook.

(c) Professional Growth Track Evaluation Criteria: Librarians — See Appendix D

(d) The Professional Renewal Committee, which meets at least once each semester,
reviews submissions of activities offered outside of the college. If the Committee
agrees that said activities have contributed to developing a librarian’s instructional
competencies and/or knowledge of subject or technical areas, the committee awards
professional renewal credit which may be accumulated toward salary adjustments.

(i) All activities offered by Academic Innovation, Strategy, and Design department
have been approved for Professional Renewal Credit and will not need to be
submitted for approval to that committee.

(ii) Collaborative Learning Days activities have been approved for Professional
Renewal Credit and will not need to be submitted for approval to that committee.

(e) Full-time librarians may receive funding for professional development activities
through the Professional Development Committee, and/or their departments.
b. Record Keeping
(@) Records documenting continuing professional development activities will

be submitted by the librarian to his/her dean and recorded in the

dean’s written summary of the annual evaluation conference for the

librarian’s evaluation file as per the Faculty Handbook.

(b) Librarians keep copies of self-evaluation materials and other related documentation.

D. Counselors

1. Hiring
a. Practices
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College hiring practices will ensure the following for both full-time and part-time
counselors
(i) Counselors have attained knowledge and competencies in their subjects or
discipline areas as documented by the attainment of a master’s degree in
counseling or student development from an accredited institution.
(ii) All hiring is in compliance with the accreditation standards of the Higher Learning
Commission.
(i) All newly hired counselors must complete required compliance items.
(iv) Costs associated with fulfilling the above are the responsibility of the counselor.
b. Record Keeping —
i. The college’s Human Resources office will maintain records related to the hiring
process, specifically

1. Records documenting actions related to hiring new counselors in
accordance with state and federal laws.

2. Records documenting that a counselor has passed a background check.

3. Records documenting that a counselor has met minimum hiring standards
specified in lowa Code.

2. Onboarding
a. Practices: To forge a strong connection between new fulltime counselors and the college,
the college will provide orientation activities as described below:

(a) Required participation in a three day orientation including but not limited to the
following sessions:
(i) Information provided by an association representative
(ii) Information on faculty rights and responsibilities
(iii) Information on the faculty handbook and the master agreement
(iv) Information on working with students with disabilities and ADA requirements
(v) Information on counseling services
(vi) Information on student behavior guidelines, plagiarism policy and productive

learning environment statement

(vii) Information on services available to students
(viii) Tour of the campus

(b) Assigned mentors for new counselors.

(c) Additional orientation topics, including but not limited to sessions / information on
the following:
(i) Panel of instructors
(i) Panel of students
(iii) Enrollment Services
(iv) Financial Aid
(v) Off-campus centers
(vi) Alternative delivery systems
(vii) Scholarship opportunities for students
(viii) Continuing Education (Workforce Training Services)

(d) Required activity with the Board of Trustees

b. Record Keeping
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(i) Attendence records for activities will be maintained in the appropriate college
system and made available to the relevant dean.

3. Professional Preparation for New Counselors

a. Practices

(i) The college will ascertain that new fulltime counselors have met the following
competencies:

1.

10.

11.

Student Learning: Demonstrate understanding of ways students learn by
providing learning opportunities that support intellectual, career, and social
development.

Diverse Learners: Demonstrate an understanding of ways students differ in
approaches to learning both individually and culturally, by adapting instruction
for diverse learners.

Instructional Planning: Plan instruction based on understanding of subject
matter, students, the community, and learning outcomes.

Instructional Strategies: Integrate instructional strategies that encourage
students’ development of critical thinking, problem solving and performance
skills.

Learning Environment/Classroom Management: Use understanding of
individual and group motivation and behavior to create learning environments
that encourage positive social interaction, active engagement in learning, and
self-motivation.

Communication: Use effective verbal and nonverbal techniques as well as
other forms of symbolic representation to foster active inquiry and
collaboration.

Technology Related to Instruction: Use appropriate technology in the
planning, delivery and assessment of instruction.

Assessment: Use formative and summative assessment strategies to monitor
and evaluate student learning.

Professional Ethics: Foster professional relationships with students,
colleagues, and the community to support learning. Follow guidelines for
ethical behavior and confidentiality for educators.

Community College: Describe the mission and history of community colleges
and the structure and scope of Kirkwood Community College.

Contribution to the College: Contribute to the institution through active
participation in departmental and institutional tasks.

12a. Professional Development - A: Actively seek out opportunities to grow

professionally by maintaining professional competency in fields of expertise.

12b. Professional Development - B: Actively seek out opportunities to grow

professionally by focusing on pedagogy/andragogy, learning, and/or the
scholarship of teaching.

(b) Ascertaining that new full-time counselors have attained the competencies listed
above will be achieved by the following:

1.
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2. All new counselors will be required to attend and successfully complete an
approved course (credit or non-credit) in the history and mission of the
community college before the end of his/her probationary period.?

3. By October 1% of the first year of hire, the Dean of Students and new
counselor will develop a personal professional plan (PPP) to ensure the new
counselor has attained the competencies listed above. The plan will be
submitted in accordance with the by-laws of the Quality Faculty Plan
Committee.

4. All competencies must be attained before the end of the counselor’s first
three years of employment. Those on a one or two year probation are still
required to finish the three year Kirkwood Faculty Onboarding program
requirements.®

5. The Quality Faculty Plan Committee will review and approve all plans.

6. Progress toward attaining competencies will be monitored by the dean and
the Vice President Academic Affairs, following normal evaluation procedures.

7. Completion of the Professional Preparation Plan is a necessary but not
sufficient condition for continuous employment.

(c) If a counselor and his or her dean decide that a competency will be met though an
activity for which tuition or another fee is charged, that cost is the responsibility of
the counselor. This includes any course in the history and mission of the community
college (see number 2 above) for which tuition is charged.

(i) A new counselor’s schedule will be reduced by the equivalent of two or three
credit hours in the counselor’s first fall semester. The dean may also release a new
counselor the equivalent of another three credits during any semester after the
first in which the new counselor is pursuing a credit course required to meet
competencies. All release time given for this purpose must be completed within
the first five semesters of employment, not counting summers.

(d) Record Keeping

1. Records documenting continuing professional development activities will be
submitted by the counselor to his/her dean and recorded in the evaluating
supervisor’s written summary of the annual evaluation conference for the
counselor evaluation file as per the Faculty Handbook.

2. Counselors keep copies of self-evaluation materials and any related

documentation.
4. Continuing Professional Growth and Development for Counselors Past the Probationary
Period, hereafter referred to as Professional Growth Track Counselors
a. Upon successful completion of the probationary period, oversight for faculty professional
record becomes the responsibility of the faculty member and his/her dean.
b. Evaluation procedures for Professional Growth Track Counselors are stipulated Faculty
Handbook.

8 This course is not an lowa Code requirement. It is a requirement of the committee that developed Kirkwood’s Quality Faculty
Plan. In fall 2008, the committee further clarified that a course in the community college which did not focus substantially on
lowa community colleges does not satisfy this requirement.

% Refer to lowa Code section 279.19 for probationary period lengths.
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C.

d.

Professional Growth Track Evaluation Criteria: Instructors, Counselors, Librarians — See

Appendix C

The Professional Renewal Committee, which meets at least once each semester, reviews

submissions of activities offered outside of the college. If the Committee agrees that said

activities have contributed to developing a counselor’s instructional competencies and/or

knowledge of subject or technical area, the committee awards professional renewal

credit which may be accumulated toward salary adjustments.

(a) All activities offered by Academic Innovation, Strategy, and Design department have
been approved for Professional
Renewal Credit and will not need to be submitted for approval to
that committee.

(b) Collaborative Learning Days activities have been approved for Professional Renewal
Credit and will not need to be submitted for approval to that committee.

Full-time counselors may receive funding for professional development activities through

the Professional Development Committee, and/or their departments.

Record Keeping

(@) Records documenting continuing professional development activities will be
submitted by the counselor to his/her dean and recorded in the evaluating
supervisor’s written summary of the annual evaluation conference for the counselor’s
evaluation file as stipulated in the Faculty Handbook.

(b) Counselor keep copies of self-evaluation materials, evidence and any other related
documentation.



IV. Appendix
I Appendix A: Professional Growth Track Evaluation Criteria for Fulltime Faculty

Professional Growth Track Support Memo

Evaluation is a process that provides the faculty member, the supervisor, and the college with important
information leading to improvements. Professional Growth Track faculty will complete two components
for the formal evaluation process: 1) a goal attainment narrative and 2) artifacts, which support the
narrative and represent professional work. (Faculty are encouraged to organize their artifacts in a
professional portfolio or e-portfolio.)

Goal Attainment Narrative

Professional Growth Track faculty are expected to establish a minimum of three major goals and their
related strategies and measures of success, with at least one in each of the three areas: student
learning, service to the college, and professional development. The establishment of the goals is the first
stage of the evaluation cycle. Faculty will complete part A in each section (1, Il, 1ll) and schedule a
meeting with the dean to discuss and formally approve the goals. Annual meetings will be scheduled
with the dean to reaffirm or modify the goals, strategies, and measures of success. These may be formal
or informal meetings, depending upon the length of time agreed upon between formal evaluations. The
supervisor and faculty member must schedule formal evaluations at least once every three years.

At the end of the formal evaluation cycle, the faculty member and the supervisor will complete part B in
each section (I, II, 1ll). Faculty commentaries will highlight goal attainment by describing the work that
has been completed, any changes that were made in strategies or to the goal itself, and the evidence
that the goal has been accomplished.

1) Faculty Responsibilities for Student Learning
A) Goal Setting and Informal Reporting
1)What is a brief statement of your goal?
2)How do you plan to accomplish your goal? In other words, what steps, strategies and
timeline will you use to reach it?
3)What artifacts will you provide to measure the success and demonstrate the completion of

your goal?
4)Which areas of your work with students does this goal touch? Check any that apply:
] Student learning ] Learning environment / classroom management
[0 Diverse learners [l Communication
O Instructional planning [0 Technology related to instruction
[ Instructional strategies [1 Assessment

These areas represent competencies #1 through #8 in the Quality Faculty Plan.

B) Formal Evaluation
1) Before meeting with the dean or supervisor, the faculty member will write a self-
evaluation. The self-evaluation should include commentary on goal attainment, a description
of additional activities or accomplishments and supporting artifacts.

2) After the meeting, the dean or supervisor will respond with written comments. The faculty
member will receive a copy of the written comments, and will sign and date that document.
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The signed document will then be placed in the faculty member’s record in Human
Resources.

Il)Faculty Responsibilities to the College
A) Goal Setting and Informal Reporting

1)What is a brief statement of your goal?
2)How do you plan to accomplish your goal? In other words, what steps, strategies and
timeline will you use to reach it?
3)What artifacts will you provide to measure the success and demonstrate the completion of
your goal?
4)Which areas of your work with students does this goal touch? Check any that apply:

] Professional ethics

[J Knowledge of the community college

[J Contribution to Kirkwood Community College

These areas represent competencies #9 through #11 in the Quality Faculty Plan.

B) Formal Evaluation

2)

1) Before meeting with the dean or supervisor, the faculty member will write a self-
evaluation. The self-evaluation should include commentary on goal attainment, a description
of additional activities or accomplishments and supporting artifacts.

After the meeting, the dean or supervisor will respond with written comments. The faculty
member will receive a copy of the written comments, and will sign and date that document.
The signed document will then be placed in the faculty member’s record in Human
Resources.

Il1) Faculty Responsibilities for Professional Development
A) Goal Setting and Informal Reporting

1)What is a brief statement of your goal?
2)How do you plan to accomplish your goal? In other words, what steps, strategies and
timeline will you use to reach it?
3)What artifacts will you provide to measure the success and demonstrate the completion of
your goal?
4)Which areas of your work with students does this goal touch? Check any that apply:

I Professional development (subject area)

[J Professional development (teaching techniques)

These areas represent competencies #12a and 12b for faculty the Quality Faculty Plan.

B) Formal Evaluation

2)
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Suggested Organization of Artifacts in a Recommended Portfolio

Faculty are encouraged to organize any artifacts in a professional portfolio or e-portfolio with three
sections. In each section, briefly describe your activities and analyze your results. Include artifacts that
are indicators of success.

1) Faculty Responsibilities for Student Learning

1) Student Learning

Demonstrate an understanding of ways students learn by providing learning
opportunities that support intellectual, career, and social development.

2) Diverse Learners

Demonstrate an understanding of ways students differ in approaches to learning
both individually and culturally, by adapting instruction for diverse learners.

3) Instructional

Plan instruction based on understanding of subject matter, students, the

Planning community, and learning outcomes.

4) Instructional Integrate instructional strategies that encourage students’ development of critical

Strategies thinking, problem solving and performance skills.

é?\\l;fr?)rnnrl:egnt/ Use u.nderstaimding of individual and group_rT\otivat_ion_ and be_havior t_o create

Classroom learning environments that encourage positive social interaction, active
engagement in learning, and self-motivation.

Management

6) Communication

Use effective verbal and nonverbal techniques as well as other forms of symbolic
representation to foster active inquiry and collaboration.

7) Technology
Related to
Instruction

Use appropriate technology in the planning, delivery and assessment of
instruction.

8) Assessment

Use formal and informal, formative and summative, assessment strategies to
evaluate student learning.

be included.

Note: You are required to utilize evaluative devices for measuring teaching effectiveness. Please include
student feedback instruments at the end of this section. A data summary, analysis and reflection should

Il)Faculty Responsibilities to the College

9) Professional
Ethics

Foster professional relationships with students, colleagues, and the community to
support learning. Follow guidelines for ethical behavior and confidentiality for
educators.

10) Community
College

Describe the mission and history of community colleges and the structure and
scope of Kirkwood Community College.

11) Contribution to
the College

Contribute to the institution through active participation in departmental and
institutional tasks.

lll) Faculty Responsibilities for Professional Development

12) Professional
Development

Actively seek out opportunities to grow professionally by maintaining professional
competency in fields of expertise.

Actively seek out opportunities to grow professionally by focusing on
pedagogy/andragogy, learning and/or the scholarship of teaching.
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1. Appendix B: Professional Growth Track Evaluation Criteria for Librarians

I. Responsibilities to the Department

A. Library personnel will be evaluated on job specific criteria related to the unique nature of their
assignments as well as item Il below.

II. Responsibilities as a Faculty Member

A. Librarians will follow the evaluation criteria as explained for faculty in Appendix A above.
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1. Appendix C: Professional Growth Track Evaluation Criteria for Counselors

I. Responsibilities to the Department

A. Counselors will be evaluated on job specific criteria related to the unique nature of their
assignments as well as item Il below.

II. Responsibilities as a Faculty Member

A. Counselors will follow the evaluation criteria as explained for faculty in Appendix A above.
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IV. Appendix D:

RUBRIC FOR: Dean Evaluation of Faculty Portfolio — FINAL PORTFOLIO
FACULTY MEMBER:

In order to successfully complete the portfolio, a rating of “SATISFACTORY” is required for all criteria. Your dean will provide feedback associated with the ratings as well
as suggestions for improvement (if necessary).

CRITERIA

No Evidence
Incomplete or
Missing Work

Developing
Improvements
or Work Needed

Satisfactory
Meets
Criteria

Exceeds
Goes Beyond
Criteria

Portfolio: Style
and Organization

The portfolio does not follow the
general guidelines structured in
the portfolio template. The
collections are poorly organized
and difficult to follow. Significant
revisions are needed to improve
the organization. The style
choices should be reconsidered
in order to make the portfolio
more appealing to the eye and to
improve the overall navigation.
The organization and style
choices demonstrate limited
understanding of design within
the learning management
system.

The portfolio mostly follows
the general guidelines
structured in the portfolio
template. The collections are
organized and generally easy to
follow. Revisions could help
improve the organization.
Style choices were made to
make the portfolio appealing
to the eye, but revisions could
improve the visual appeal and
the navigation. The
organization and style choices
demonstrate some
understanding of design within
the learning management
system.

The portfolio follows the general
guidelines structured in the
portfolio template. The
collections are well-organized and
easy to follow. Style choices were
made to make the portfolio
appealing to the eye and easy to
navigate. The organization and
style choices demonstrate a basic
understanding of design within
the learning management system.

The portfolio follows the general
guidelines structured in the portfolio
template. The collections were well-
organized and easy to follow.
Exceptional style choices were made
to make the portfolio appealing to
the eye and easy to navigate. The
organization and style choice
demonstrate an advanced
understanding of design within the
learning management system.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria
Portfolio: An introduction to the portfolio N/A The portfolio includes a basic The portfolio includes a robust
Introductory and | is not provided. Ancillary introduction that provides introduction that provides detailed
Ancillary materials (e.g., resume, CV) are sufficient context for the context for the collections. A variety
Materials not included in the portfolio. collections. A resume or of ancillary materials (including a
curriculum vitae (CV) is resume or curriculum vitae) are
incorporated into the portfolio. provided to complement the
Additional ancillary materials (e.g., | collections in the portfolio.
personal bio, professional picture,
social media links) may be
provided to complement the
collections in the portfolio.
COMMENTS:
PPP Update A copy of the Professional N/A A copy of the original Professional | A copy of the Professional

Preparation Plan (PPP) is not
included in the portfolio.

Preparation Plan (PPP) is included
in the portfolio.

Preparation Plan (PPP) is included in
the portfolio. The PPP has been
revisited and revised during the
probationary period. The PPP is
current and reflects up-to-date
information.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program Collections aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #1: | Program/Faculty Competency #1 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”

Student Learning
Demonstrate an
understanding of the
ways students learn
by providing learning
opportunities that
support intellectual,
career, and social
development.

are not included in the portfolio.

considered “Satisfactory.”
Criteria that are NOT
satisfactory are:

1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS
1 EVIDENCE OF GROWTH

(] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

the portfolio:

APPROPRIATE EVIDENCE: The
portfolio includes TWO collections
that are aligned to
Program/Faculty Competency #1.
APPLICATION OF CONCEPTS: The
collections demonstrate
proficiency in addressing the
different ways that students learn,
differentiation, critical thinking,
and/or rigor and relevance.
EVIDENCE OF GROWTH: The
collections demonstrate personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collections
include reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collections
are clearly organized,
appropriately styled, and easy to
navigate.

level. Two or more of the criteria are
met in a manner that exceeds
expectations. Criteria that “Exceed”
are:

L1 APPROPRIATE EVIDENCE

[J APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH

[ REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #2: | Program/Faculty Competency #2 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”

Diverse Learners
Demonstrate an
understanding of the
ways students differ
in approaches to
learning both
individually and
culturally, by
adapting instruction
for diverse learners.

is not included in the portfolio.

considered “Satisfactory.”
Criteria that are NOT
satisfactory are:

1 APPROPRIATE EVIDENCE

(1 APPLICATION OF CONCEPTS
1 EVIDENCE OF GROWTH

] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

the portfolio:

APPROPRIATE EVIDENCE: The
portfolio includes ONE collection
that is aligned to Program/Faculty
Competency #2.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing equity
and inclusion as well as the needs
and characteristics of diverse
learners.

EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

level. Two or more of the criteria are
met in a manner that exceeds
expectations. Criteria that “Exceed”
are:

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program Collections aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #3: | Program/Faculty Competency #3 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Instructional are not included in the portfolio. | considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Planning Criteria that are NOT APPROPRIATE EVIDENCE: The met in @ manner that exceeds
Plan instruction satisfactory are: portfolio includes TWO collections | expectations. Criteria that “Exceed”
based on O APPROPRIATE EVIDENCE that are aligned to are:

understanding of
subject matter,
students, the
community, and

learning outcomes.

1 APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH
U] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

Program/Faculty Competency #3.
APPLICATION OF CONCEPTS: The
collections demonstrate
proficiency in addressing
instructional planning, course
design, documentation, and/or
continuous improvement.
EVIDENCE OF GROWTH: The
collections demonstrate personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collections
include reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collections
are clearly organized,
appropriately styled, and easy to
navigate.

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program Collections aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #4: Program/Faculty Competency #4 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Instructional are not included in the portfolio. | considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Strategies Criteria that are NOT APPROPRIATE EVIDENCE: The met in @ manner that exceeds
Integrate satisfactory are: portfolio includes TWO collections | expectations. Criteria that “Exceed”

instructional
strategies that
encourage students’
development of
critical thinking,
problem solving, and
performance skills.

L1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

that are aligned to
Program/Faculty Competency #4.
APPLICATION OF CONCEPTS: The
collections demonstrate
proficiency in addressing and
applying instructional strategies
and in curating instructional
materials.

EVIDENCE OF GROWTH: The
collections demonstrate personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collections
include reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collections
are clearly organized,
appropriately styled, and easy to
navigate.

are:

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.
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CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria
COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #5: | Program/Faculty Competency #5 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Learning is not included in the portfolio. considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Environment / Criteria that are NOT APPROPRIATE EVIDENCE: The met in @ manner that exceeds
TG satisfactory are: portfolio includes ONE collection expectations. Criteria that “Exceed”
Management [0 APPROPRIATE EVIDENCE that is aligned to Program/Faculty | are:
Use an [ APPLICATION OF CONCEPTS | Competency #5. 1 APPROPRIATE EVIDENCE

understanding of
individual and group
motivation and
behavior to create a
learning
environment that
encourages positive
social interaction,
active engagement
in learning, and self-
motivation.

1 EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing
classroom management
techniques, the characteristics of
the learning environment, student
motivation, and/or issues of
cheating and plagiarism.
EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH
U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Identifying and The course “ldentifying and N/A The course “ldentifying and The course “ldentifying and
Responding to Responding to Distressed and Responding to Distressed and Responding to Distressed and
Distressed and Disruptive Students” is not Disruptive Students” is completed. | Disruptive Students” is completed
Disruptive completed. A reflection discussing what was and a detailed reflection discussing
Students learned during this course and what was learned during the course

This course must be
completed and
evidence of
completion should
be included in the
portfolio.

how it might be applied to a
potential situation where a
student is distressed or disruptive
is provided.

is written. Evidence of how the
knowledge and skills obtained from
the course have been applied in the
classroom is provided.

COMMENTS:

Program
Competency #6:

Communication
Use effective verbal
and nonverbal
techniques as well as
other forms of
symbolic
representation to
foster active inquiry
and collaboration.

A collection aligned to
Program/Faculty Competency #6
is not included in the portfolio.

One or more of the criteria are
NOT met in a manner that is
considered “Satisfactory.”
Criteria that are NOT
satisfactory are:

1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH

] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

Each of the following criteria are
met at the “Satisfactory” level in
the portfolio:

APPROPRIATE EVIDENCE: The
portfolio includes ONE collection
that is aligned to Program/Faculty
Competency #6.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing effective
communication techniques.
EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

Each of the following criteria are met
in the portfolio at the “Satisfactory”
level. Two or more of the criteria are
met in a manner that exceeds
expectations. Criteria that “Exceed”
are:

1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS

] EVIDENCE OF GROWTH

(] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation and feedback.
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria

COMMENTS:
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #7: | Program/Faculty Competency #7 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Technology is not included in the portfolio. considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Related to Criteria that are NOT APPROPRIATE EVIDENCE: The met in @ manner that exceeds
e satisfactory are: portfolio includes ONE collection expectations. Criteria that “Exceed”

Use appropriate
technology in the
planning, delivery,
and assessment of
instruction.

L1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

that is aligned to Program/Faculty
Competency #7.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing effective
use of technology resources to
deliver instruction, to utilize and
create multimedia, and/or to
support day-to-day activities.
EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

are:

1 APPROPRIATE EVIDENCE

[J APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #8: | Program/Faculty Competency #8 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Assessment is not included in the portfolio. considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Uks® fermaiive aine Criteria that are NOT APPROPRIATE EVIDENCE: The met in a manner that exceeds
summative satisfactory are: portfolio includes ONE collection expectations. Criteria that “Exceed”
assessment 0 APPROPRIATE EVIDENCE that is aligned to Program/Faculty | are:

strategies to monitor
and evaluate
student learning.

1 APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH
U] REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

Competency #8.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing course-
level, program-level, and/or
college-level assessment.
EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:

Page 36 of 54




CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency #9: | Program/Faculty Competency #9 | NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
Professional is not included in the portfolio. considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Ethics Criteria that are NOT APPROPRIATE EVIDENCE: The met in @ manner that exceeds

Foster professional
relationships with
students, colleagues,
and the community
to support learning.
Follow guidelines for
ethical behavior and
confidentiality for
educators.

satisfactory are:

1 APPROPRIATE EVIDENCE

(1 APPLICATION OF CONCEPTS
1 EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

portfolio includes ONE collection
that is aligned to Program/Faculty
Competency #9.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing
professional ethics and/or
networking.

EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

expectations. Criteria that “Exceed”
are:

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:

Program
Competency
#10: Community
College

Describe the mission
and history of
community colleges
and the structure
and scope of

The course “History of the
Community College” is not
completed.

N/A

The course “History of the
Community College” is
satisfactorily completed. The
following evidence of completion
is included in the portfolio:
o Reflection #1: History of the
Community College
e Final Project: Bringing
Innovation to Your Classroom

The criteria are met in the portfolio
at the “Satisfactory” level. One or
more additional collections aligned
to Program/Faculty Competency #10
are included.
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CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria
Kirkwood COMMENTS:

Community College.

Program
Competency
#11:
Contribution to
the College
Contribute to the
institution through
active participation
in departmental and
institutional tasks.

A collection aligned to
Program/Faculty Competency
#11 is not included in the
portfolio.

One or more of the criteria are
NOT met in a manner that is
considered “Satisfactory.”
Criteria that are NOT
satisfactory are:

1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS
] EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

Each of the following criteria are
met at the “Satisfactory” level in
the portfolio:

APPROPRIATE EVIDENCE: The
portfolio includes ONE collection
that is aligned to Program/Faculty
Competency #11.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing
contributions to the college,
program assessment, and/or
collaboration.

EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

Each of the following criteria are met
in the portfolio at the “Satisfactory”
level. Two or more of the criteria are
met in a manner that exceeds
expectations. Criteria that “Exceed”
are:

1 APPROPRIATE EVIDENCE

1 APPLICATION OF CONCEPTS

] EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency Program/Faculty Competency NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
#12a: #12ais not included in the considered “Satisfactory.” the portfolio: level. Two or more of the criteria are

Professional
Development
(Subject Area)

Actively seek out
opportunities to
grow professionally
in your specific field
of expertise.

portfolio.

Criteria that are NOT
satisfactory are:

1 APPROPRIATE EVIDENCE

(1 APPLICATION OF CONCEPTS
1 EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

APPROPRIATE EVIDENCE: The
portfolio includes ONE collection
that is aligned to Program/Faculty
Competency #12a.

APPLICATION OF CONCEPTS: The
collection demonstrates
proficiency in addressing and
participating in professional
development related to subject
area knowledge.

EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

met in a manner that exceeds
expectations. Criteria that “Exceed”
are:

1 APPROPRIATE EVIDENCE

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH

U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds

Incomplete or Improvements Meets Goes Beyond

Missing Work or Work Needed Criteria Criteria
Program A collection aligned to One or more of the criteria are | Each of the following criteria are Each of the following criteria are met
Competency Program/Faculty Competency NOT met in a manner that is met at the “Satisfactory” level in in the portfolio at the “Satisfactory”
#12b: #12b is not included in the considered “Satisfactory.” the portfolio: level. Two or more of the criteria are
Professional portfolio. Criteria that are NOT APPROPRIATE EVIDENCE: The met in a manner that exceeds
Development satisfactory are: portfolio includes ONE collection expectations. Criteria that “Exceed”
(Teaching [0 APPROPRIATE EVIDENCE that is aligned to Program/Faculty | are:
Techniques) O] APPLICATION OF CONCEPTS | Competency #12b. 1 APPROPRIATE EVIDENCE

q APPLICATION OF CONCEPTS: The

Actively seek out
opportunities to
grow professionally
by focusing on
pedagogy/andragog
y, learning, and/or
the scholarship of
teaching.

1 EVIDENCE OF GROWTH

1 REFLECTION

1 ORGANIZATION

See the comments below for
additional explanation,
feedback, and suggestions for
improvement.

collection demonstrates
proficiency in addressing and
participating in professional
development related to teaching
practices and academic
scholarship.

EVIDENCE OF GROWTH: The
collection demonstrates personal
and/or professional growth
through the use of varied
documentation and artifacts.
REFLECTION: The collection
includes reflective elements that
demonstrate self-evaluation and
critical thinking relative to
professional practice.
ORGANIZATION: The collection is
clearly organized, appropriately
styled, and easy to navigate.

C1 APPLICATION OF CONCEPTS
CJ EVIDENCE OF GROWTH
U] REFLECTION

1 ORGANIZATION
See the comments below for
additional explanation and feedback.

COMMENTS:
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CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria
OVERALL NO EVIDENCE DEVELOPING SATISFACTORY EXCEEDS
RATING (DEAN) COMMENTS:
CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria
NO EVIDENCE DEVELOPING SATISFACTORY EXCEEDS

Page 41 of 54




CRITERIA No Evidence Developing Satisfactory Exceeds
Incomplete or Improvements Meets Goes Beyond
Missing Work or Work Needed Criteria Criteria

OVERALL COMMENTS:

RATING (VICE

PRESIDENT OF

ACADEMIC

AFFAIRS)

FACULTY MEMBER:

SIGNATURES
FACULTY MEMBER: DATE:
DEAN: DATE:

VICE PRESIDENT: DATE:

DEFINITIONS

e ARTIFACT - “a piece of evidence”
= EXAMPLES: lesson plans, descriptions of classroom events, videos/images of classroom instruction, documents (e.g., syllabi, course calendars), certificates

of completion, assessments and assessment analysis, professional development, use of technology, evidence of student work, etc.
e REFLECTION — “commentary on the evidence that demonstrates lessons learned and/or professional growth”
e COLLECTION - “a combination of artifacts and a reflection that tell a story about professional growth”
=  Growth can be defined as lessons learned that led to change in professional practice.
e APPROPRIATE EVIDENCE - “Artifacts that align to course competencies including some, but not necessarily all, of the sub-competencies”
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KFO Program (and Course) Competencies
PROGRAM COMPETENCY #1

Student Learning: Demonstrate an understanding of the ways students learn by providing learning opportunities that support intellectual, career, and social
development.

Describe the nature of the services provided by the Dean of Students office and explain ways in which those services can support classroom learning activities.
Apply differentiation techniques as part of classroom instruction in order to accommodate the unique learning needs of individual students.

Use teaching strategies grounded in educational theory to support student learning.

Create learning opportunities for students that are both rigorous and relevant.

Engage students in learning activities that promote inquiry, critical thinking, and problem-solving.

O O O O O O O

Facilitate collaborative work in the classroom.

PROGRAM COMPETENCY #2

Diverse Learners: Demonstrate an understanding of the ways students differ in approaches to learning both individually and culturally, by adapting instruction for
diverse learners.

o Model best practices to support diversity, equity, and inclusion within and outside of the classroom.

o Adapt instruction for diverse learners based on current student information, demographics, and statistics.

o Recognize and describe the characteristics of programs/organizations that are geared to support students with particular experiences, backgrounds, and/or
demographics.

Engage in Kirkwood's global learning community by promoting and taking part in intercultural learning experiences.

Compare and contrast the academic and non-academic needs/characteristics of traditional and non-traditional students.

Explore the concept and practice of culturally-responsive/relevant teaching.

Implement instructional techniques that reflect an understanding of diverse perspectives.

O O O O O

Investigate the principles of the Universal Design for Learning (UDL) model and apply relevant strategies in the classroom.

PROGRAM COMPETENCY #3

Instructional Planning: Plan instruction based on understanding of subject matter, students, the community, and learning outcomes.
o Identify important documents that must/should be included as part of the course materials shared with students. Use applicable procedures and tools to create

important documents and share them with students.
o Describe the concept of backward design and apply the principles of backward design when designing, developing, and delivering learning units, courses, and/or
credentials.

o Utilize lesson planning techniques to design, develop, and deliver classroom instruction.
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o Describe the various teaching modalities (e.g., face-to-face, online, Weblive, hybrid) through which courses are offered at the college.
o Develop curricula that appropriately aligns with discipline standards, college mission and values, community needs, and student characteristics.
o Engage in the process of continuous course improvement to ensure that courses remain current, accessible and navigable, rigorous, and relevant.

PROGRAM COMPETENCY #4

Instructional Strategies: Integrate instructional strategies that encourage students’ development of critical thinking, problem solving, and performance skills.
o Apply proven teaching and learning strategies that promote high-level thinking and problem-solving on the part of students, student engagement with the content,

and responsiveness on the part of the instructor to the learning needs of each student.
o Choose appropriate learning materials for a course and integrate those materials effectively into the student experience in a course.

PROGRAM COMPETENCY #5
Learning Environment/Classroom Management: Use an understanding of individual and group motivation and behavior to create a learning environment that
encourages positive social interaction, active engagement in learning, and self-motivation.

o Apply appropriate classroom management techniques to ensure a productive learning environment for all students (management procedures).

Apply appropriate classroom management techniques to ensure a productive learning environment for all students (student behaviors).

Apply appropriate classroom management techniques to ensure a productive learning environment for all students (attendance, engagement, and participation).
Apply appropriate techniques to establish instructor presence in the classroom (in any modality).

Apply appropriate techniques that support and encourage student motivation in a class.

Attend to the characteristics of the physical learning environment that promote a comfortable, positive, and effective learning environment.

O O O O O O

Apply techniques and strategies to minimize cheating and plagiarism.

PROGRAM COMPETENCY #6

Communication: Use effective verbal and nonverbal techniques as well as other forms of symbolic representation to foster active inquiry and collaboration.
o Use effective communication techniques to share assessment results with students in a timely manner and to help students understand how to interpret and apply

those results.

Communicate learning outcomes (or objectives or competencies) to students.

Foster dialogue (e.g., teacher-to-student, student-to-student) that clarifies student understanding and supports learning through asking good questions.
Apply effective cross-cultural communication techniques.

O O O O

Promote the application of active listening skills to foster student learning.

PROGRAM COMPETENCY #7

Technology Related to Instruction: Use appropriate technology in the planning, delivery, and assessment of instruction.
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o O O O O

Use the college-supported learning management system (LMS/TALON) to deliver required communication, documentation, and academic content to students.
Develop multimedia that can be used to support teaching and learning for a particular course or content area.

Adhere to accessibility rules and requirements when designing, developing, and delivering digital content to students.

Incorporate technology into instruction in a strategic and effective manner to enhance the student learning experience.

Identify technology and support resources that are available to students and communicate procedures to students for locating resources, accessing applications, and
requesting technology support.

Use various applications, programs, and platforms to perform tasks required of full-time faculty members.

Apply procedures for accessing technology support as a faculty member.

PROGRAM COMPETENCY #8

Assessment: Use formative and summative assessment strategies to monitor and evaluate student learning.

O

Implement authentic assessments of (and for) student learning that allow for robust, meaningful evaluations of student work as well as reflective, accurate summary
grades.

Discuss the nature of assessment proctoring and describe the function of the Kirkwood Test Center in relation to administering assessments in different instructional
modalities.

Engage in the PSLO and KSLO assessment activities as required by the institution.

PROGRAM COMPETENCY #9

Professional Ethics: Foster professional relationships with students, colleagues, and the community to support learning. Follow guidelines for ethical behavior and
confidentiality for educators.

O O O O O O

Investigate and adhere to fair-use and copyright guidelines for educators.

Investigate the academic integrity policy at Kirkwood.

Investigate the board policy at Kirkwood regarding academic freedom.

Complete required training courses in order to ensure compliance with institution, state, and federal regulations.
Engage in opportunities at Kirkwood for connecting, networking, and collaborating with colleagues.

Investigate and compare frameworks for ethical decision-making in an academic setting.

PROGRAM COMPETENCY #10

Community College: Describe the mission and history of community colleges and the structure and scope of Kirkwood Community College.

O

O

O

o Describe the organizational structure of the college and identify basic (and/or unique) characteristics of different aspects of that structure.
Describe the purpose, roles, and functions of various program-agnostic departments as well as the relevance of those departments to faculty.
Identify and access (as needed) resources provided by the institution designed to specifically support faculty.

Describe the purpose, role, and function of the Kirkwood Faculty Association (KFA).
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Describe the purpose of external oversight of the college and accreditation programs.

Describe the general aspects of college-wide initiatives and describe how those initiatives impact student learning, the role of faculty, and the institution at large.
Describe the general history of the community college system in the United States and describe how Kirkwood Community College fits into that history. Describe the
history of Kirkwood Community College and identify some of the characteristics that make the college unique.

PROGRAM COMPETENCY #11

Contribution to the College: Contribute to the institution through active participation in departmental and institutional tasks.
Engage in activities to provide service to the college (as per the expectations for full-time faculty).

Describe the roll of program assessment in supporting the continuous improvement of academics at the college.

o Investigate and adhere to academic department expectations for probationary faculty and for permanent-status faculty.
o Engage in interdepartmental and intradepartmental collaboration.
o Investigate educational and service benefits provided to Kirkwood employees.

PROGRAM COMPETENCY #12a

Professional Development — Subject Area: Actively seek out opportunities to grow professionally in your specific field of expertise.
o Identify opportunities to grow professionally and to excel as a subject matter expert at the college.

o Seek out opportunities to increase knowledge within a given subject area and to demonstrate life-long learning.

PROGRAM COMPETENCY #12b

Professional Development — Teaching Techniques: Actively seek out opportunities to grow professionally by focusing on pedagogy/andragogy, learning, and/or the
scholarship of teaching.

o Identify opportunities to grow professionally and to excel as an educator at the college.

o Describe (and meet) the expectations for full-time faculty working through the probationary period of employment at the college.
o ldentify areas for personal and professional growth through review and reflection and explore personal motivators that lead to that growth.
o Demonstrate a scholarly disposition with regard to content knowledge and skills, instruction, and supporting student success.
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Professional Preparation Plan
Kirkwood Community College
Part of the Quality Faculty Plan for New Faculty, Librarians, and Counselors

Revised August 2024
Name: Hire Date:
Department: End of probation:
Discipline: Submission Date:

This document establishes a plan for growing professionally as an educator and a content expert in
the first three years of employment as required by the Quality Faculty Plan approved by the lowa
Department of Education.

Please identify if any of the following apply to you with a check mark in the left hand column. It is
possible that more than one of the descriptors below will apply.

|:| | have a current lowa teaching license.
A copy of my teaching license is attached.

|:| | have successfully completed all probationary requirements at another lowa community college.
Documentation from the relevant lowa community college is attached.

To be signed during the committee review process.
Please submit a signed copy each time you send this to the Quality Faculty Plan (QFP) committee.

Send signed version to the chair of the Quality Faculty Committee. This needs to be completed by
October 1st. (Original signed copy of the PPP will be maintained by the Chair of the Quality Faculty Plan
Committee in case of records lost by supervisor or faculty member. A copy will be forwarded to the
Human Resources Department for viewing by the lowa Department of Education.)

Instructor: Date:

Dean: Date:

In coordination with the academic/supervising dean, faculty members are responsible for updating the
PPP annually. Faculty members should meet with their supervisors to review the PPP, make any needed
updates, and sign off that the PPP is up-to-date.

End of Year 1

Instructor: Date:

Dean: Date:

End of Year 2

Instructor: Date:

Dean: Date:
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To be signed upon completion/at the end of probation (End of Year 3).

Instructor: Date:
Dean: Date:
VP Instruction: Date:

Instructions for Completing your Professional Preparation Plan (PPP)

Completing the PPP for the first submission, due by October 1 of your first year of employment:

Review each of the following competency listings, 1-12B. For each of the competencies, add text that
reflects your progress in completing each of the competencies.

Avoid field-specific jargon. Please spell-out ALL acronyms. The audiences for this document are
the lowa Department of Education and colleagues from across the disciplines.

Each table lists the competency and the number of collections required to meet the competency.
The “Means” column should identify where you gained the learning needed to complete the
collection.

At the first reporting, you will likely have not completed any of the competencies so the “Status”
for each would be 1 (Not Started) or 2 (Work Progressing).

The “Evidence” should discuss what learning will be included in the collection.

The “Date Completed” should be an estimate of when you believe this collection will be fully
completed. This date might reflect the date your portfolio will be submitted for review.

Areas of the form that you must pay special attention.

Competency #5 - You must provide a date that you will take the Identifying and Responding
to Distressed and Disruptive Students workshop. The staff in Academic Innovation, Strategy,
and Design department should be able to tell you when they have it scheduled.

Competency #7 - You must list additional technology related to instruction items for
competency #7. Your dean or mentor should have some suggestions for you.

Competency #10 — You will need to list a date of expected completion for the History of the
Community College course. Kirkwood Faculty Onboarding program staff recommends that
this course be completed by the end of the second year in the onboarding process.

Competency #11 — All new faculty are expected to provide some service to the college before
the end of their three-year probation period. We realize new faculty may have some
problems finding opportunities by October 1st, so you are allowed to indicate that you will
find something in your second or third years of service. Your dean or mentor should be able
to give you some suggestions.

Competencies #12a and #12b — Faculty are required to have regular professional
development in both pedagogy and their field of expertise. You do not have to have all your
professional activities in your first year of service, but you can project activities into your
second and third years of service. Your dean or mentor can make suggestions of good
activities that fit these areas.
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Sample of Competency on First Submission of PPP: This sample reflects how the original submission of
the PPP might look when submitted on October 1 of the first year of employment. “Artifacts in
Portfolio” would be the default for evidence unless the work has started. If the work has started on the
collection, a description of the work would be included.

1. Student Learning: Demonstrate an understanding of ways students learn by providing learning
opportunities that support intellectual, career, and social development. (Two collections required.)

Status Key: 1= Not Started 2 = Work Progressing 3 = Completed
Means Status Evidence Date Completed
Competency-Based 2 | Collection #1: Giving Feedback that Provides 1/2027
Education Conference 2022 Learning
KCC Faculty Onboarding 1 | Collection #2: Artifacts in Portfolio 1/2027
Program

At the end of each year, the new faculty member will meet with their dean and more of these listings
would specifically identify work that is started as work on the portfolio progresses.

Relevant Definitions:

ARTIFACT — “a piece of evidence”

e EXAMPLES: lesson plans, descriptions of classroom events, videos/images of classroom instruction,
documents (e.g., syllabi, course calendars), certificates of completion, assessments and assessment
analysis, professional development, use of technology, evidence of student work, etc.

REFLECTION - “commentary on the evidence that demonstrates lessons learned and/or professional

growth”

COLLECTION - “a combination of artifacts and a reflection that tell a story about professional growth”

e Growth can be defined as lessons learned that led to change in professional practice. Sometimes
growth is demonstrated over a couple of semesters and other times it is over 1, 2 or 3 years.
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1. Student Learning: Demonstrate an understanding of ways students learn by providing learning
opportunities that support intellectual, career, and social development. (Two collections required.)

Status Key: 1 =Not Started 2 = Work Progressing 3 = Completed

Means Status Evidence Date Completed
KCC Faculty Onboarding 1 | Collection #1: Artifacts in Portfolio 1/2027
Program (KFO)
KCC Faculty Onboarding 1 | Collection #2: Artifacts in Portfolio 1/2027

Program (KFO)

2. Diverse Learners: Demonstrate an understanding of ways students differ in approaches to learning
both individually and culturally, by adapting instruction for diverse learners. (One collection required)

Means

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed

Status

Evidence

Date Completed

KFO

1

Collection #1: Artifacts in Portfolio

1/2027

3. Instructional Planning: Plan instruction based on understanding of subject matter, students, the
community, and learning outcomes. (Two collections required)

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed

Means
Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
KFO 1 | Collection #2: Artifacts in Portfolio 1/2027

4. Instructional Strategies: Integrate instructional strategies that encourage students’ development of

critical thinking, problem solving and performance skills. (Two collections required)

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed
Means Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
KFO 1 | Collection #2: Artifacts in Portfolio 1/2027
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5. Learning Environment/Classroom Management: Use an understanding of individual and group
motivation and behavior to create a learning environment that encourages positive social interaction,
active engagement in learning, and self-motivation. (Workshop and reflection required) (One
collection required)

Workshop Required: Identifying and Responding to Student Behavior (Kirkwood).

Means

Status Key: 1 = Not Started 2 = Work Progressing 3 = Completed

Status Evidence

Date Completed

REQUIRED: Identify and

Responding to Student Behavior

1 Academic Innovation, Strategy, and
Design department Records and
Artifacts in Portfolio

KFO

1 Collection #1: Artifacts in Portfolio

1/2027

6. Communication: Use effective verbal and nonverbal techniques as well as other forms of symbolic

representation to foster active inquiry and collaboration. (One collection required)

Examples: Experience or education, Academic Innovation, Strategy, and Design department learning
sessions (name them), Kirkwood Faculty Onboarding sessions (as listed), new college course work,

etcetera.
Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed
Means
Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027

7. Technology Related to Instruction: Use appropriate (according to teaching assignment) technology

in the planning, delivery and assessment of instruction. (One collection required)

Ask your dean and mentor for additional suggestions

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed

Means Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
1
1
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8. Assessment: Use formative and summative assessment strategies to monitor and evaluate student
learning. (One collection required)

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed
Means
Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027

9. Professional Ethics: Foster professional relationships with students, colleagues, and the community
to support learning. Follow guidelines for ethical behavior and confidentiality for educators. (One

collection required)

Status Key: 1 = No Evidence 2 = Work Progressing 3 = Completed

Means

Status Evidence

Date Completed

KFO

1 | Collection #1: Artifacts in Portfolio

1/2027

10. Community College: Describe the mission and history of community colleges and the structure and
scope of Kirkwood Community College. (Completion of course, reflection, and final class project

required)

Means

Status Key: 1 = Not Started 2 = Work Progressing 3 = Completed

Status Evidence

Date Completed

History of the Community
College Course

1 | Certificate of completion and Artifacts in
Portfolio

History of the Community
College Course

1 | Reflection #1: History of the Community
College

History of the Community
College Course

1 | HCC Final Project: Bringing Innovation to
Your Classroom
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11. Contribution to the College: Contribute to the institution through active participation in
departmental and institutional tasks. (One collection required)

Ask your dean and mentor for suggestions

Status Key: 1 = Not Started 2 = Work Progressing 3 = Completed
Means Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
1
1

12a. Professional Development -- Subject Area: Actively seek out opportunities to grow professionally in
your specific field of expertise (Examples: nursing, biology, literature, etc.) (One collection required)

Please Note: Kirkwood Faculty Orientation and Kirkwood Faculty Onboarding sessions do not count here.

Kinds of participation that do count are Conference attendance, participation in workshops, publication,
completing Continuing Education Units required by a professional license, discipline specific course work,
appropriate Academic Innovation, Strategy, and Design department sponsored reading groups or
department/ Academic Innovation, Strategy, and Design department sponsored learning.

Ask your dean and mentor for suggestions

Status Key: 1 = Not Started 2 = Work Progressing 3 = Completed
Means Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
1
1
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12b. Professional Development -- Teaching Techniques: Actively seek out opportunities to grow
professionally by focusing on pedagogy/andragogy, learning and/or the scholarship of teaching. (One

collection required)

Please Note: Kirkwood Faculty Orientation and Kirkwood Faculty Onboarding sessions do not count here.

Conference attendance if pedagogy or andragogy focused, participation in pedagogy or andragogy
workshops, publication relative to teaching and learning, graduate course work or Academic Innovation,
Strategy, and Design department sponsored events focused on teaching, learning, curriculum
development, assessment, etcetera.

Ask your dean and mentor for suggestions

Status Key: 1 = Not Started 2 = Work Progressing 3 = Completed

Means
Status Evidence Date Completed
KFO 1 | Collection #1: Artifacts in Portfolio 1/2027
1
1
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