Appendix B

FORMS, DEFINITIONS AND CATEGORIES
Individual Performance Record (IPR) Checklist

	Individual

Performance

Record (IPR).

Items 1-11 comprise the IPR.


	1
	Faculty Evaluation Record

(FER)
	Form available at Provost’s website:
http://www.umt.edu/provost

	
	2


	Cover Letter 
	Form available at Department website:
http://www.umt.edu/art/
Stating action requested: Normal, Merit, Tenure, and/or Promotion.  Based on which area(s): (Teaching, Research, Service) Terms: Excellent, Above Normal or Normal.  Can include narratives. Form available at Department website: http://www.umt.edu/art/

	
	3


	Table of Contents 
	Form available at Department website:
http://www.umt.edu/art

	
	4
	IPR/Itemized Activities Form 
	Itemize activities in list format.  May include narratives.  Include page references to documentation.  All years of evaluation will be itemized in a single IPR in accordance with the Department Unit Standards. See form on Department website.  A completed sample is also on the Department website for reference.

	
	5
	Summary of Achievements (cumulative) Required only if going for Merit, Tenure, and/or Promotion.  Typically not to exceed three pages.


	Summary of most significant achievements for all years of the evaluation period. DO NOT include narratives here. Include page references to documentation. Form available on the Department website.

	
	6

	Curriculum Vitae
	

	
	7
	Critical supporting evidence
	-See below for proper submission format of materials

	
	8

	Student Evaluations (Scantrons) & Course Syllabi
	Include syllabi only for courses that were evaluated by students, and for which you have included transcribed comments and Scantron results in your documentation

	
	9
	Previous SEC, FEC, DEAN, PROVOST evaluations (required only if going for Merit, Tenure, Promotion and including more than one year).
	Previous years’ evaluation forms (including copies of the SEC, FEC, Chair’s, Dean’s and Provost’s recommendations) covering the performance period are required for faculty requesting Merit, Promotion or Tenure.  Previous evaluations should be submitted in reverse chronological order (present to past) and appended to the back of the IPR, with the most recent year first.  These forms do not need to be color-coded.

	
	10
	Signature Page
	Faculty member signs final page

	WHEN SUBMITTING IPR WITH CRITICAL EVIDENCE:

DO:

· use binder clips (the IPR is the primary self-contained document of critical evidence, and will 
      be photocopied by the Provost’s office to provide multiple copies for reviewers.)               
· use 8 1/2”x 11” paper ONLY. Do not include hole punched papers.

· include one original copy, (designate it as the original), along with two additional Xeroxed copies of all documentation.

DO NOT:

· put IPR with critical evidence in notebooks, separate folders, envelopes or plastic sleeves.
· staple or clip materials within each packet.
· copy materials back to back.

· have oversized sheets (81/2”x 11” only). Large articles or publications go under
      supplemental or can be Xeroxed and reduced.

· tape cards to larger sheets. (must be Xeroxed)


	Supplemental Documentation
	11
	Supplemental Documentation
	This section can contain original documents, full catalogs, books, articles etc.

	WHEN SUBMITTING CORROBORATING SUPPORTIVE MATERIALS:

Large amounts of corroborating supportive materials may be put in boxes, binders or envelopes as necessary.



