
Faculty Record File

The Dos and Don’ts of Maintaining 
Your File



Your Faculty Record File &

The form Used By the PEC to Evaluate 
Section 1: Item Listing
PEER EVALUATION FORM / FACT SHEET

EVALUATION OF ________________DEPT: _________ 

DATE OF HIRE:___________CURRENT RANK ___

ASSOC.PROF./LIBRARIAN     YR____

ASST. PROF. /LIBRARIAN
YR____ 

INSTRUCTOR                         
YR____  

Degrees:____________________________________

• _________________________________________
_________________________________________
_________________________________________

• Legend: P=Present/M= Missing/O= Out of Order

Section 1: Item Listing 

FACULTY RECORD FILE REGISTER
P____     M   ____  O

Items That Go in This Section



What does NOT go 

in section 1

1. Plastic protective 
covers (should not 
be used in any 
section of your FRF).

2. Photos or 
professional 
headshots (the only 
exception is a 
thumbprint photo 
used in a newspaper 
review, which would 
go in section 9 or 10 
depending on the 
article). 



Section 2: Summary

Section 2: Summary 
Legend: Present/ Missing/ Out of Order

This section should include the following:

1. Copies of degrees earned since last 
promotion P_____  M _____  O_____

2. Letters of hire, reappointment, tenure, and 
promotion in reverse chronological  order
(with newest items on top).

P_____  M _____  O_____

3. An updated resume/CV (since last 
evaluation or promotion) with a new 
number for the FRF register.

P_____  M _____  O_____

4. A list/summary of major accomplishments 
before the latest promotion (from your 
previous FRF) such as degrees earned, 
positions held, honors awarded.

P_____  M _____  O_____

Comments:

• File #/year

Items That Go in Section 2



What does NOT go 

in section 2

1. Follow-up letters 

from the PEC.

2. Photos.



Section 3: Student Evaluations 

and Teaching Schedule
Section 3: Student Evaluations and Teaching 

Schedule 

A copy of the faculty teaching schedule with 
summary of student evaluations (from page 5 
on for face-to-face courses and all pages for 
online courses). Must be signed by the Chair.

P____     M   ____  O   ____

This section should be organized in this order: 

Example: Spring 2010 Teaching Schedule listing all 
courses,

Course 1 Numerical Summary and comments 
(stapled together),

P____     M   ____  O   ____

Course 2 Numerical Summary and comments 
(stapled together),

P____     M   ____  O  ____

Do this for each course.

Comments:

• File #/Year

Items That Go in Section 3



What does NOT go 

in section 3

1. Rate My Professor.

2. Letters or short 

emails from 

students.

3. Greeting cards.

4. All  other 

extraneous 

information.



Section 4: Peer Evaluations

Section 4: Peer Evaluations 

In the Agreement, it is 
recommended that non-
tenured faculty have two peer 
evaluations per academic year 
and that tenured faculty have 
one peer evaluation  per 
academic year. 

P____     M   ____  O   ____

P____     M   ____  O   ____

Comments:

• File #/year                                                                  

Items That Go in Section 4



What does NOT go 

in section 4

1. Nothing should be 

placed in section 4 

except Peer 

Evaluations.

2. Student comments 

or emails (a limit 

of 4 substantive 

letters from 

students may be 

placed in section 

5).



Section 5: Other Evidence of 

Teaching Effectiveness and Related 

Student Contacts

Section 5. Other Evidence of 
Teaching Effectiveness and 

Related Student Contacts 

This section may include a range of 
evidence such as,:

a. teaching awards and copies of 
plaques

P____     M   ____  O   ____

b. a small sample of letters (limit 4

per file) from students or faculty 
that addresses classroom teaching. 

P____     M   ____  O   ____

Comments :      

• File #/year                                                          

Items That Go in Section 5



What does NOT go 

in section 5

1. Do not include 
Greeting Cards 
or short “Thank 
You” emails from 
students (short 
emails clog your 
file. Your limit is 
four, so be 
selective about 
what you 
include).

2. Rate My 
Professor (never 
acceptable).  



Section 6: Evidence of Committee 

Work

6. Evidence of Committee Work 

This section may include evidence of 
participation in either College-wide or 
departmental committees. 

The most credible evidence is, 

a. a memo from the committee chairperson

P____     M   ____  O   ____

b. a memo from the departmental 
chairperson for a departmental 
committee.

P____     M   ____  O   ____

Note: E-mails and minutes of meetings 
should not be included unless they 
indicate some type of service other than 
mere attendance. 

Comments:            

• File #/year                                                          

Items That Go in Section 6



What does NOT go 

in section 6

The following items do 

not belong in your 

FRF:

1. Committee 

Meeting 

Attendance 

Records .

2. Minutes or notes 

from meetings.

3. Emails or meeting 

discussions.  



Section 7: Course and/or Program 

Development

Section 7. Course and/or Program 
Development 

This section may include salient evidence of the 
following,

a. New program developed. 

b. New course development (note: this does not
include changing textbooks but rather a  
significant change to the syllabi that has 
been endorsed by the department),

P____     M   ____  O   ____

c. Innovative pedagogy used in your courses,

P____     M   ____  O   ____

d. Grant proposal summaries,
P____     M   ____  O   ____

e. New programs implemented. 
P____     M   ____  O   ____

Comments:  

• File #/year      

Items That Go in Section 7



What does NOT go 

in section 7
1. Regular updates 

and/or revisions to 
syllabi that do not 
include substantial 
changes (such as 
annual revisions, 
textbook changes, 
etc.).

2. Textbook change (if 
you have been part of 
a textbook review 
committee for your 
department it should 
be included as service 
to the department. 
See section 6b)



Section 8: Community Work

Section 8: Community Work 

Any active voluntary involvement in 

the community at the local, 

county, state, national, or 

international level is appropriate 

for  inclusion in this section. 

P____     M   ____  O   ____

Note: Individual donations to non-

profit organizations are not strong 

evidence, nor is membership 

alone in an organization. 

Comments :           

• File #/year                                                         

Items That Go in Section 8



What does NOT go 

in section 8
1. Do not include “event” 

photos or professional 
headshot photos
(photos are potentially 
prejudicial and should 
not be included. The 
only exception is when 
a newspaper article or 
journal review 
includes a thumbprint 
photo that cannot 
reasonably be 
removed).

2. “Thank you”  notes for 
donations to non-
profit organizations 
(this is not considered 
community work).



Section 9: Other Evidence of Service 

to the College and/or Community

Section 9: Other Evidence of Service to 

the College and/or Community 

This section may include evidence of : 

a. service for fund-raising (not for contributions),

P____     M   ____  O   ____

b. acting as advisor to a UCC club, or publication

P____     M   ____  O   ____

c. service as a coordinator in the department, or 

P____     M   ____  O   ____

d. service as department chair. 

P____     M   ____  O   ____

Note: attending graduation is a requirement and is 

not therefore evidence of service.

Comments :           

• File #/year     

Items That Go in Section 9



What does NOT go 

in section 9
1. Evidence of 

attendance at 
graduation (this is 
part of your 
contractual duty to 
the college and is 
therefore not 
included in your FRF. 
(Note: this is under 
advisement and may 
change).

2. Contributions to 
fundraisers or 
attendance at the 
annual Scholarship 
fundraiser Gala.



Section 10: Professional 

Development

Section 10. Professional Development 

This section may include evidence of 

a. current formal course work (registration / 
transcript); P____     M   ____  O   ____

b. attendance at workshops, symposia, 
conferences and/or conventions (e.g. 
certificate of attendance; certificate from the 
Professional Development Committee,

P____     M   ____  O   ____

c. presentation (e.g. certificate; copy of brochure 
showing name), 

P____     M   ____  O   ____

d. publication (e.g. copy of front cover of journal 
w/date and contents showing name; copy of 
front cover of book w/ inside cover showing 

name). 

P____     M   ____  O   ____

Comments:

• File #/year                                                                       

Items That Go in Section 10



What does NOT go 

in section 10

1. Guest speaker at 

UCC club or 

function. (Such 

letters go in 

section 5  for clubs 

or section 9 for 

larger functions). 

2. Awards (awards go 

in section 5 if 

student related, 

and in section 10 if 

career related).



The FRF Manual

This FRF Manual is the 2011/2012 version. The 

manual is found on-line on the faculty website under 

Guides and on the PEC website on the faculty 

website. 

http://faculty.ucc.edu/guides

According to the Agreement, your FRF will be 

examined in the following order: 

1. Your Department Evaluation Committee (DEC) 

2. The Peer Evaluation Committee (PEC) 

3. The President or his/her designee. 



The Vice President’s designee will provide you with a folder 
(and section dividers) according to your current rank: 

Instructor & Librarian I: Red

Assistant Professor & Asst. Librarian: Black 

Associate Professor & Assoc. Librarian: Blue 

Professor and Librarian: Green 

Senior Professor and Senior Librarian: Green 

To place documents into the FRF, see Cheryl Danyus 

(danyus@ucc.edu, Rm L-201). 

Check the Agreement for the correct time frame. Your file will 

close three days prior to the initial review by your 

Departmental Evaluation Committee (DEC). Your department 

chair will notify you of these dates per the Agreement. 



The FRF Manual (2014-2015)

Dates of Evaluation ( See Article XII of the Agreement)

Faculty Year DEC Evaluation PEC Evaluation 

• 2nd & 5th Year 9/15 to 9/30 10/1 to 10/15 

• 3rd & 4th Year 11/1 to 11/30 11/15 to 12/31 

• 1st Year 12/15 to 12/24 1/6 to 1/20 of the 

spring semester 

• Promotion Requests (“The faculty member shall have 
completed the appropriate length of service in rank as 

of the effective date of the possible promotion.” (see 
Current Agreement) 



Suggestion: Plan ahead for promotions by updating your 

FRF regularly. Sorting through years of old material stuffed 

in drawers in a time-consuming process. 

De-clutter your FRF

Appearing before the PEC 

You have the right to appear in person at a meeting of the 

PEC at the time of your evaluation, whether for 

reappointment or promotion. 

You will be notified of the date by the chair of the PEC. If you 

wish to appear, contact the chair through written 

notification (See FRF Manual for more information). The 

chair will give you a time for your appearance and a time 

limit. 



Q & A

1. What is the logic in the order of the item listing? 

A. The section that you are adding material to comes first and 

will not necessarily be in chronological order (ex: 2-10 and 10-45). 

The number following the section number should be in consecutive 

order (example 2-10, 9-11, 5-12, etc).

2. When and how should I prepare my file?

B. Prepare your file before your appointment. It is a good idea to 

prepare a copy of each item for your own records. This will 

facilitate organization of the FRF as you add documentation in 

future years. Your FRF copy should be kept in a safe place.

C. Plan ahead for promotions by updating your FRF regularly. 

Sorting through years of old material stuffed in drawers in a 

time-consuming process. 


