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SECTION 1: INTRODUCTION
In Fall 2005, The New School and ACT-UAW Local 7902 (the “Union”) entered into a
collective bargaining agreement (the “Union Contract” or the “Contract”). The Union Contract
covers all part-time teaching staff employed by the University except for Jazz faculty. The first
Union Contract expired on August 31, 2009. A successor contract is in effect from September 1,
2009 through August 31, 2014.
Standards of practice and policies were adopted across the eight divisions regarding part-time
faculty pay, rights and responsibilities and benefits eligibility. All Chairs/Directors of academic
departments/programs in the University should familiarize themselves with the provisions of the
Union Contract. A copy of the Union Contract and the Memorandum of Agreement is available
at http://www.newschool.edu/admin/labor.

The following manual highlights key provisions of the Union Contract and practices and
processes involving part-time faculty. Chairs/Directors with specific questions on any of the
topics covered in this document should contact Stephanie Basta, Director of Labor Relations, or
Annie Wong, Manager of Labor Relations, and/or the representative from their division’s Deans
Office who handles part-time faculty issues.

There are several additional resources for Chairs/Directors on part-time faculty and the Union
Contract: (1) through the Office of Human Resources (“HR”) website,
http://www.newschool.edu/admin/labor; and (2) HR maintains a shared network drive where
part-time faculty data is stored. This information includes but is not limited to: part-time faculty
base loads, status changes by semester, updated CVs, and lookaround lists. Access to the shared
network drive must be requested through HR.
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SECTION 2: MANAGEMENT & FACULTY RIGHTS &
RESPONSIBILITIES
This section lists the rights and responsibilities of management and faculty, as they appear in
Articles IX and X of the Union Contract.

Management Rights & Responsibilities
As representatives of the University, management has the right and responsibility to:
•

Establish, plan, direct and control the University’s missions, programs, objectives, activities,
resources, and priorities;

•

Establish and administer procedures, rules and regulations and direct and control University
operations;

•

Alter, extend, and/or discontinue existing equipment, facilities and location of operations and
programs;

•

Determine and modify the number, qualifications, scheduling, responsibilities and assignment of
faculty;

•

Establish, maintain, modify and enforce standards of performance, conduct, order and safety;

•

Evaluate, determine the content of evaluations and the processes and criteria by which the
performance of faculty is evaluated;

•

Establish and require faculty to observe University rules and regulations;

•

Discipline and dismiss faculty;

•

Establish or modify the academic calendars, including holidays and holiday scheduling;

•

Assign work locations and schedule hours of work;

•

Recruit, hire and transfer and determine all matters related to faculty hiring, reappointment,
promotion and retention;

•

Determine how and when and by whom instruction is delivered; introduce new methods of
instruction;

•

Determine all matters related to prospective and current student and alumni;

•

Subcontract all or any portion of any operations;

•

Exercise sole authority on all decisions involving academic matters;

•

Send faculty student evaluations of courses at end of the semester; and,

•

The University determines the specific role that part-time faculty play in curricular affairs.
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Faculty Rights & Responsibilities
Part-time faculty members who are covered in this collective bargaining agreement have the
right and/or responsibility to:
•

Abide by the policies and procedures of the University and divisions, departments/programs in
which they are hired to teach;

•

Decide appropriate goals of the course after appropriate consultation and department/program
approval;

•

Establish standards of behavior in the classroom after appropriate consultation and
department/program approval;

•

Determine the appropriate methods of evaluation after appropriate consultation and
department/program approval;

•

Assign grades where appropriate after appropriate consultation and department/program
approval;

•

Select course materials after appropriate consultation and department/program approval;

•

Not change the time and/or location of each class without prior notification to and approval by the
Dean or the Dean’s designee;

•

Notify and obtain approval from the Dean or the Dean’s designee before scheduling make-up
sessions;

•

Notify the Chair/Director or other appropriate supervisor in the event they are unable to conduct a
class as scheduled;

•

Submit a current course syllabus or outline for each course to the Chair/Director or other
appropriate supervisor, within the school’s deadlines;

•

Provide a copy of the courses syllabus to each student at the first class;

•

Verify class rosters and report any inaccuracies to the Dean or the Dean’s designee;

•

Maintain records of student attendance for each class meeting, report students who are not
attending to the designated person in the school and upon written request, including email, submit
attendance records to the Dean or the Dean’s designee;

•

Meet the educational goals and objectives for each class as set forth in the approved course
description and syllabus as determined and approved by the Dean or the Dean’s designee;

•

Assign a grade to each student enrolled in accordance with the grading criteria and submit them
in accordance with University Registrar's policies, procedures and requirements by the deadline
determined by the University Registrar;

•

Abide by all copyright laws and University guidelines regarding copying and distribution of
materials; and,

•

Review student course evaluations sent to them.
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SECTION 3: CATEGORIES OF PART-TIME FACULTY
Part-time faculty are categorized into five classifications (see Article XIII of the Union Contract),

depending on how many semesters they have taught in the University. The categories are (from
least senior to most senior): Probationary; Post-Probationary; Annual; Grandparented 1 and MultiYear. As in most union environments, seniority is an important factor (but not the only one) in
assigning courses to part-time faculty, and, in determining whether the University has an
obligation to offer a certain number of contact hours each year (known as a “base load
obligation”). Table 1 highlights the differences between each of the part-time faculty
classifications.

It is important to note that when faculty reach their 11th semester of teaching, they become
Annual, which means Chairs/Directors of an academic program are obligated to assign Annual
faculty a certain number of hours each academic year (the base load obligation mentioned in the
previous paragraph.) Ideally, part-time faculty who achieve this status are highly respected
teachers with positive classroom experiences and an established professional rapport with
students, colleagues and administrative staff alike.

Note: A faculty member who is teaching in his or her 10th semester will have a presumption of
reaching Annual status in the 11th semester provided there has not been an unsatisfactory
evaluation in the 10th semester - refer to Section 12: Evaluating Part-Time Faculty for further
details on tracking faculty performance in their first ten semesters of teaching.

1

The Grandparented category is a closed category. Part-time faculty with 24 semesters of service as of Fall ’05 are
in this category. No new part-time faculty will enter this category unless a part-time faculty member’s semesters of
service for status purposes was erroneously calculated when the union contract was first implemented in 2005-2006.
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Table 1: Part-Time Faculty Categories
Appointment/
Status

Title

Semester Count*

Reappointment Rights?

Probationary

Part-Time
Lecturer

1st through 4th
semesters

No

Do They
Have a
Base Load?
*
No

Post
Probationary

Part-Time
Lecturer

4th through 10th***
semesters

No

Annual

Part-Time
Assistant
Professor

11th semester –
on

Grandparented
(closed group
of faculty)

Part-Time
Associate
Teaching
Professor
Part-Time
Associate
Teaching
Professor

Multi-Year
(part-time
faculty
member must
apply for this
appointment)

Cancellation
Fees**

Base Load
Reduction
Fee**

Evaluation

Severance

None

None

No restrictions

None

No

Post-appointment:
15%

None

None

Yes

Yes

Post-appointment:
30%

30%

At least 24
semesters as of
Fall 2005

Yes

Yes

Post-appointment:
50%

50%

11th semester –
on and
appointment is for
3 consecutive
years

Yes

Yes

Post-appointment:
50%

50%

Once every three
years, except in
special
circumstances
Once every three
years, except in
special
circumstances
Once every three
years, except in
special
circumstances
Once every three
years, except in
special
circumstances

50% of salary from the
last year and recall
rights for 2 years.
75% of salary from the
last year and recall
rights for 2 years.
75% of salary from the
last year of the previous
Multi-Year
appointment and recall
rights for 2 years, or at
the part-time faculty
member's discretion, a
one-time terminable
appointment as an
Annual faculty
member.

* Note, not all courses count toward base load and semester count. Faculty who have base loads may have a fall/spring base load and/or a summer base load. See Section 6 in this
document for a more detailed explanation.
** Lookaround MUST be conducted prior to assigning cancellation fees and/or base load reduction fees.
*** There is a presumption of reaching Annual status in the 11th semester if there is no unsatisfactory evaluation in the10th semester.
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SECTION 4: APPOINTMENT LETTER PROCESS
The Union regards appointment letters as official notification of appointments and expects the
University to abide by any assignments once made via an appointment letter. Therefore, the
divisions must carefully check discrepancy reports from HR and Registration to prevent errors
from occurring.

Appointment letters are mailed according to the calendar available on the shared drive, which is
also highlighted below in Table 2. Updated letters, caused by new assignments and other changes,

are sent once a month throughout the year.

Table 2: Appointment Letter Deadlines
Faculty Appointment (Title): Faculty
Appointment
Type:
All faculty
Summer
Probationary (Part-Time
Fall Semester only
Lecturer)
Probationary (Part-Time
Spring Semester
Lecturer)
only
Post Probationary (Part-Time
Fall/Spring
Lecturer)
Annual (Part-Time Assistant
Fall/Spring
Professors)
Grandparented and Multi-Year Fall/Spring
(Part-Time Associate
Teaching Professor)

University must
send out by:

Faculty must
return by:

May 1
July 1

May 15
July 15

December 7

December 23

July 1

July 15

June 1

June 15

June 1

June 15

Faculty are expected to sign the appointment letters they receive and return them (signed) to HR.
HR reviews the letters and confers with the divisions regarding any letters that are returned with
questions or comments that require response or clarification. HR then makes an entry in a log
(this is the document titled “Fall 2009.Spring 2010 appt ltr tracking.xls”) which is available on
the shared drive, and files the letters in the faculty's personnel file. Any Chair/Director with
access to the shared drive can view the log and determine whether a faculty member has returned
his/her letter.
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SECTION 5: COMPENSATION
Part-time faculty are paid on a monthly basis (at the end of the month). Total pay for teaching is
calculated by multiplying the faculty member’s hourly rate by the total number of contact hours
for the course he/she is teaching. Article XXVII of the Union Contract sets out minimum hourly
rates for different types of teaching, and, provides for across-the-board annual increases as well
as longevity increases after 10, 15, 20 and 25 years of service.
Part-time faculty may receive additional pay for performing certain additional duties. These are
University activities outside their course assignment(s). Some duties are paid as a flat hourly or
per term rate (with contracted annual increases) or payments are calculated using the faculty
member’s highest teaching rate. A list of additional duties and rates for additional duties can be
found in Article XXVII of the Union Contract.
Payroll Statements
Payroll statements are available to faculty members online (through http://my.newschool.edu.)

SECTION 6: SEMESTER COUNTS/BASE LOADS/MEETING BASE
LOADS/“BUMPING”
How Semesters Are Counted for Determining Base Load/Status 2
Not all semesters count toward base load or status (see Table 1 in Section 3 of this manual for
the different statuses.) Semesters in which faculty taught credit-bearing courses count towards
base load and status. Semesters in which faculty taught only non-credit courses do not count.
How Base Loads Are Set – The Lookback Period
Information on setting base loads can be found in Article XIII of the Union Contract. Faculty
members, who have achieved Annual status have their base loads determined by teaching load
during the last two years of their Post-Probationary period. Faculty who had Grandparented 3

2

This will change starting Fall 2010 (see page 12.)
The Grandparented category is a closed category. Part-time faculty with 24 semesters of service as of Fall ’05 are
in this category and the lookback period is the last three years prior to Fall ’05. No new part-time faculty will enter
this category unless a part-time faculty member’s semesters of service for status purposes was erroneously
calculated when the union contract was first implemented in 2005-2006.

3
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status in Fall 2005 had their base loads determined by their teaching load during the three years
prior to the 2005-2006 academic year. Faculty who apply for and receive Multi-Year status have
their base loads determined by their teaching during the three years prior to receiving Multi-Year
status. This process is generally known as the “lookback.” Specifically, the faculty member’s
base load will be the highest number of contact hours he/she taught in any year of the lookback
period. Private lessons and non-credit courses that are not a full-semester in length do not count
toward base load.
Base Load Calculation
Effective Academic Year 2009-2010, base load will be calculated based on contact hours rather
than credits. The University will pay a one-time payment to any faculty members who, during
the period from September 1, 2005 through August 31, 2009, had base loads set based on credits
and who would have received a higher base load reduction fee had it been calculated based on
hours. Those lump sum payments will be equal to the net difference between any base load
remedies actually paid and the base load remedy that would have been paid had the faculty
member’s base load been based on contact hours.
New Summer Base Load Effective Summer 2012
Commencing with Summer 2012, Annual, Multi-Year and Grandparented part-time faculty
without summer loads who teach credit-bearing courses for two consecutive summers will have a
summer base load. The base load will be established with a lookback of the two previous
summers and the base load will be set on the summer in which the person taught the most hours.
Summer base loads can only be met with summer assignments. Conversely, faculty members
with summer base load have no rights to assignments in the fall or spring (assuming they do not
have fall/spring base loads).
New Non-Credit Base Load
Commencing in Fall 2010, full semester non-credit courses will count toward Fall/Spring base
load. Base load reduction fees for faculty whose base load is made up of exclusively non-credit
courses shall be 75% of the equivalent fees for credit and mixed load (credit and non-credit) base
load reduction fees.
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Meeting Base load/Bumping
Article XIII of the Union Contract allows for Annual, Grandparented and Multi-Year part-time
faculty with unmet base loads to displace (“bump”) Probationary and Post Probationary faculty
who teach in the same departments/programs. If no replacement course is available from among
Probationary and Post Probationary faculty, then senior faculty must displace or “bump” the least
senior Annual part-time faculty member who teaches in those same departments/programs .
Multi-Year part-time faculty members may displace or “bump” Annual part-time faculty in the
same departments/programs, but they cannot displace Grandparented faculty with more years of
service. The exception is: A faculty member who has proposed and developed a new course
with the understanding that he/she will be assigned to teach that course, is protected from
displacement by more senior faculty for the first two semesters the course runs.

Note: All bumping is pre-appointment only. Once appointment letters are sent out,
bumping and assignment changes cannot be required (however, it may be negotiated with
the faculty member.

Bumping Example 1:
Franklin Towne is an Annual status part-time faculty member with a semester count of
17and, a base load of 10 contact hours. He teaches primarily in the Space Technology
department. For Academic Year 2009-2010, his department assigned him 4 contact
hours. He can teach three sections of a course that the department intends to assign to
other faculty who primarily teach in Space Technology: Jane Redwood, a PostProbationary status faculty member with 7 semesters; Paul Magnolia, a Grandparented
status faculty member with 31 semesters; and Louis Bamboo, an Annual status faculty
member with 15 semesters. In this situation, Franklin can displace Jane Redwood or
Louis Bamboo, because they are both junior to him. Franklin cannot bump Paul
Magnolia.
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Bumping Example 2:
Lois Park is a Multi-Year status faculty member with a semester count of 25and, a base
load of 8 contact hours. She teaches primarily in the Alternative Medicine department.
For Academic Year 2009-2010, she was assigned 6 contact hours. She can teach a course
that the department intends to assign to other faculty who primarily teach in Alternative
Medicine: Bob Builder, an Annual status faculty member with 26 semesters; Jay
Carpenter, a Grandparented status faculty member with 28 semesters; and Wendy Pilot, a
Grandparented status faculty member with 24 semesters. In this situation, Lois can bump
Bob Builder because she is Multi-Year status and he is Annual. She can also bump
Wendy Pilot because she is a Grandparented status faculty member with less seniority
than Lois. However, Lois cannot bump Jay Carpenter because he is a Grandparented
status faculty member with more seniority than Lois.

SECTION 7: LOOKAROUND PROCESS
Under the terms of the Union Contract effective September 1, 2009, a Chair/Director does not
need to look for courses to assign Annual, Grandparented and Multi-Year part-time faculty in
any departments or programs outside of the division where that faculty member has taught. This
is a dramatic change from the contract in effect through August 31, 2009. The Dean’s Office
must continue to conduct a lookaround to find courses within the department(s)/program(s),
schools, and/or division(s) in which the part-time faculty member has traditionally taught to meet
the faculty member’s load. The lookaround process occurs pre-appointment.
Lookaround Example:
Patricia Duke is a part-time faculty member with a semester count of 42 , a base load of
20 contact hours, and, is Grandparented. Her home department/program is Paleontology.
For Academic Year 2009-2010, her department was only able to assign her 15 contact
hours. Patricia Duke also informs management she is capable of teaching a freshman
course in the Astronomy department, but, has no such prior teaching experience in this
University. The Astronomy department is planning to assign the freshman course to
James Henry, a Post-Probationary part-time faculty member with a semester count of 6.
James has taught in the Astronomy department consistently. Patricia cannot bump James
because Patricia does not have seniority over James in Astronomy. She has no seniority
at all in Astronomy.

Ideally, courses found via a lookaround should be equivalent in hours to the courses that the
faculty member previously taught. If the course is not equivalent in hours, it is not a “true
replacement” and the faculty member may choose to decline it and be paid a base load reduction
fee in lieu of teaching the replacement course offered. Representatives from the Dean’s Office
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conducting lookarounds should use the Lookaround Tracking form. (Go to the shared ptf drive
under “Current Forms” or “Current Lookaround Tools”.) The form is intended to help you track
your lookaround efforts and will serve as documentation of that effort as well. A sample
lookaround tracking form is provided in Addendum D. The University has a continuing
obligation to make an effort to find a replacement course for part-time faculty for three academic
years.

SECTION 8: BASE LOAD REDUCTION FEES
Base load remedies are paid out to part-time faculty when the University cannot meet its base
load obligations. The remedies for the Fall and Spring semesters are paid out in May of each
academic year for that academic year. Grandparented part-time faculty who are due a summer
base load remedy also receive it in May. In April, the divisions are provided with a list of all
part-time faculty whose base loads were not met in the academic year, and the division provides
HR with direction as to whether a base load reduction fee is due.

Faculty often ask why the remedy is paid so late in the academic year. The reason is that the
remedy is paid only after information for the entire academic year is final, when there is no
longer a possibility that a faculty member could receive a teaching assignment.

Base load reduction fees are one-time payments. If a base load reduction fee is paid out, and in
the following year, the University is unable to meet the same number of hours in the previous
year, no remedy is paid out in the second year.

SECTION 9: BASE LOAD REDUCTION FEES VS. CANCELLATION
FEES
Base load reduction fees are NOT the same as cancellation fees. Base load reduction fees are
paid out to part-time faculty when the University cannot meet its base load obligations.
Cancellation fees, however, are fees the University pays out to a part-time faculty member who
was attached to a course and was cancelled (through no fault of the part-time faculty member)
post-appointment. Cancellation fees are generally paid out at the end of October for the Fall
The contents of this document do not supersede any provisions which are/were collectively bargained for between The New
School and ACT-UAW, Local 7902; its contents do not refer and/or apply to any other category of employees and it is not a
contract of continuous employment. The New School reserves the right to amend the contents of this document at any time
without notice.

Page 15 of 47

semester and at the end of March for the Spring semester. For Grandparented faculty with a
summer base load, they generally receive a summer cancellation fee in August.

SECTION 10: HIRING PART-TIME FACULTY
One of the most important responsibilities of a Chair/Director is the hiring and management of
part-time faculty. It is best to approach the search and selection process of part-time faculty
from a strategic and long-term point-of-view. Taking the time to hire a qualified candidate today
will save managers from extra hours and stress of managing a poorly performing employee
tomorrow. However, before starting the hiring process, Chairs/Directors must first conduct a
lookaround to ensure qualified existing part-time faculty within the University with whom there
is a base load obligation can teach the available courses. For more information on conducting
the lookaround, please refer to Section 7: Lookaround Process of this manual. The flowchart
represented in Table 3 provides a quick summary on the steps involved in the hiring process
(including the initial lookaround.)

The New School, as well as its individual academic divisions, is committed to a policy of equal
opportunity in all its activities and programs, including employment and promotion. It does not
discriminate on the basis of race, color, national or ethnic origin, citizenship status, religion, sex,
sexual orientation, age, physical disabilities, veteran or marital status. Federal, state and city
laws prohibit employers and their direct representatives from discriminating against job
applicants and employees who fall in to protected categories including but not limited to age,
sex, sexual orientation, marital status, citizenship, race, religion, color, and/or national origin.
Hiring managers serve as agents of the employer, this University. In 2008, according to the
Equal Employment Opportunity Commission (http://www.eeoc.gov/stats/all.html), there were
95,402 claims filed for employment discrimination, with monetary benefits totaling $274 million
dollars. Managers, therefore, must proceed carefully when conducting searches and selecting
applicants for hire. Managers may contact Stephanie Basta, Annie Wong, or, Rian Brooks in HR
for more information.
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Recruiting Quick Tips
To avoid challenges to your hiring decision (i.e., a claim of discrimination), you should follow
these tips:
•
•
•
•
•
•

Avoid asking questions that are not relevant to the job. Table 4 lists questions you are and
are not legally allowed to ask candidates.
Be honest about the job – applicants should be made aware of all the required goals and
expectations.
Be consistent and ask the same questions of every applicant.
Keep track by writing down applicant answers and keep them in a confidential file. (Do not
write directly on C.V.s)
Make sure you have a diverse pool of candidates.
Consult with Human Resources if you have any questions or concerns.
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Table 3: Flowchart for Hiring Part-Time Faculty
Class has yet to be
assigned to a PTF.

No
Has a lookaround
been conducted? (Check
with PTF Div. Rep.)

Conduct lookaround (check
with PTF Div. Rep. on how to
do this.)

Yes
Hiring
manager reviews and interviews
applications* in
People Admin®

*Note: If there are potential
candidates who have not applied
through People Admin, the
dept./program directs them to
apply online immediately.

Interviews
are conducted; final candidate(s) are
identified.

Upon electronic approval,
Chair/Director makes offer to
applicant. Tax paperwork is
completed by department and sent to
HR.

The contents of this document do not supersede any provisions which are/were collectively bargained for between The New
School and ACT-UAW, Local 7902; its contents do not refer and/or apply to any other category of employees and it is not a
contract of continuous employment. The New School reserves the right to amend the contents of this document at any time
without notice.

Page 18 of 47

Lawful and Unlawful Interview Questions
To avoid asking questions of a discriminatory nature, the following provides examples of
questions hiring managers can and cannot ask during the interview process.

Table 4: Lawful and Unlawful Interview Questions
Subject

Lawful Questions to Ask

Age

Are you 18 years of age or older?

Arrest/
Criminal
Record
Birth Control

Have you ever been convicted of a
crime?

Birth date

None

Citizenship

(a) Are you a citizen of the U.S.?
(a) Of what country are you a citizen?
(b) Do you have the legal right to remain (b) Are you a naturalized or native born
permanently in the U.S.?
citizen of the U.S.?
(c) Do you intend to remain
(c) Are your parents or spouse
permanently in the U.S.?
naturalized or native born citizens of
the U.S.?
(d) When did you or your parents
become U.S. citizens?

Disability

Only appropriate if the person you are
interviewing has an apparent disability
(i.e., he/she is blind): Do you have any
disability which would prohibit you from
performing the essential functions of
your job with or without an
accommodation?

(a) Do you have a disability?
(b) Have you been treated for AIDS or
any of the following diseases?
(c) Do you have or have you had a drug
or alcohol problem?

Education

Inquiries about an applicant’s academic,
vocational or professional education, and
private and public schools attended are
generally lawful.

What year did you graduate from the
schools in which you attended?

None

Examples of Unlawful Questions to
Ask
(a) How old are you?
(b) What is your date of birth?
(c) What are the ages of your
children?
Have you ever been arrested?

(a) Are you able to have children?
(b) Are you pro-life? Pro-choice?
What is your birth date or when were
you born?
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Table 4: Lawful and Unlawful Interview Questions (continued)
Subject
Experience

Lawful Questions to Ask

Examples of Unlawful Questions to Ask

All inquiries into work experience are
generally lawful.

Experience

All inquiries into work experience are
generally lawful.

Marital Status

None

(a) Have you ever had your employment
terminated for harassment?
(b) Have you engaged in behavior which
would make you a high risk employee?
(a) Have you ever had your employment
terminated for harassment?
(b) Have you engaged in behavior which
would make you a high risk employee?
(a) Do you wish to be addressed as Miss,
Mrs. or Ms.?
(b) Are you married? Single? Divorced?
Separated?

Languages

What languages do you speak?

What is your native language?

Military

Did you serve in the U.S. Armed
Services? In what branch did you
serve?

(a) Did you serve in the Armed Services of
another country? Where?
(b) Did you receive a dishonorable
discharge?

Name

(a) Have you worked for this company
under another name?
(b) Do we need any additional
information regarding a change of
name in order for us to obtain
reference checks?
None

(a) Have you changed your name by court
order?
(b) What was your original name?
(c) What was your maiden name?

National
Origin

(a) Where were you born?
(b) Where were your parents born?

Organizations

To what professional organizations
do you belong?

To what clubs, societies and lodges do
you belong?

Photograph

None

Relatives

Do you have any relatives employed
by the University?

Race or Color

None

Do you have a picture of yourself that
you can leave with me?
(a) How many children do you have?
(b) What are their names?
(c) Do your children live with you?
Are you mulatto?

Religion or
Creed?

None

(a) What is your religious affiliation?
(b) What religious holidays do you
observe?
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Selecting the Right Candidate for the Job
Making the decision to choose one candidate over another can be difficult, especially when there
is a deadline to assign classes before the start of the semester, and/or, if there are too many/too
few qualified candidates. Despite these added pressures, hiring managers should make a
deliberate determination before offering a job to anybody. Choosing a poor candidate now could
lead to management and/or performance issues in the future. Once a hiring manager allows a
candidate to become an employee, it is the responsibility of the manager to oversee the job
performance of the employee. If an employee is not performing up to the required standards, it
also falls on the manager to correct this. Employee discipline requires much time and effort, so
it is highly recommended managers take the time to make good hires in an effort to reduce the
need for disciplinary procedures later on.

Managers should hire the candidate with the best qualifications to teach the course and be aware
of the possible misleading tendencies such as the recency or first impression effects during the
selection process. Finding the most qualified candidate for a job can be a daunting process, but
managers don’t have to face this alone. If they have doubts and need to discuss, they can always
contact their divisional representative, or Stephanie Basta and Annie Wong in Human Resources
for further guidance on the subject matter.

Applications for Full-Time Faculty Positions
Part-time faculty who apply for advertised positions and who meet the advertised qualifications
must be interviewed. This is required by the Contract. While failure to interview a qualified
applicant is not subject to grievance and arbitration, all qualified part-time faculty should be
interviewed for advertised full-time faculty position to which they apply.

SECTION 11: CALENDAR
Throughout the year, there are deadlines which the University is obligated to meet. The calendar
is available for review on the shared drive, and, is regularly updated by HR and/or the Dean’s
Offices. All Chairs/Directors must familiarize themselves with the deadlines on this calendar.
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Chairs/Directors must contact their Dean’s Office and/or HR if they do not have access to the
shared drive.

SECTION 12: EVALUATING PART-TIME FACULTY
Evaluations are an important tool for management; amongst the many benefits, it allows
management to identify effective teaching styles, and, establish and maintain expectations
amongst part-time faculty. With the re-negotiation of the contract, Article XIV of the Union
Contract now requires that the Chair’s Report, Classroom Observation and student evaluation
forms are shared with the faculty member within a specified timeframe, as outlined in Table 5:

Table 5: Deadlines for Each Method of Faculty Evaluation
Method of Evaluation:

Deadline to Share with Part-Time Faculty Member:

Chair’s Report

No later than six (6) weeks after the start of the
semester/session following the semester/session in which
the classroom observation was conducted.

Classroom Observation

Within two (2) weeks of observation.

Student Evaluations

No later than the start of the following semester/session
(unless the faculty member has failed to submit grades by
such date.)

Table 6 outlines the procedures for each method of faculty evaluation:

Table 6: Procedures for Each Method of Faculty Evaluation
Method of Evaluation:

Procedure:

Student Evaluations

Student evaluations are collected for each course and
reviewed by the observer before completing the
observation report.
1. Faculty must be notified at least two (2) weeks in
advance of the date of the observation.
a. Faculty may request an alternate date;
b. Classroom observations normally occur during the
first half of the semester.

Classroom Observation

Chair’s/Supervisor’s
Report

The Chair’s/Supervisor’s Report includes information from
the student evaluations and classroom observation.
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•
•

•
•

Copies of all Chair’s Reports and Classroom Observations must be sent to
Human Resources and will be placed in the part-time faculty’s personnel file;
If a Classroom Observation is conducted in a given semester/session, a Chair’s
Report must also be completed within the same semester/session or within 6
weeks following the semester/session in which the classroom observation was
conducted;
Changes to any/all evaluations forms must be reviewed and approved by the
Labor Management Committee; and,
Faculty members may request a meeting with the Chair/Director to discuss the
content of the Chair’s Report. The Chair/Director must have this meeting
promptly after the request for the meeting (i.e., within 2-3 weeks).

Evaluating Probationary Faculty (1st through 4th semesters)
•

The contract does not place any restrictions on when or how part-time faculty may be
evaluated during the faculty’s first four semesters of employment as faculty;

•

Divisions should use the form attached hereto as Addendum A to document evaluations
of Probationary faculty;

•

HR recommends that divisions evaluate Probationary faculty as frequently as possible.
Once every semester would be ideal;

•

HR generally recommends that the divisions share these evaluations with the faculty
members evaluated and to take prompt appropriate corrective/disciplinary action,
including a determination to not to reappoint Probationary faculty whose performance is
not satisfactory; and,

•

Note: Once faculty transition to Post-Probationary status, the opportunity to evaluate
them becomes more restricted.

Evaluating Post-Probationary Faculty (5th through 10th semesters)
•

The contract permits the University to evaluate Post-Probationary part-time faculty no
more than once every three years, regardless of the number of semesters the faculty
member teaches in those three years. However, faculty’s teaching may be
reviewed/observed more than once in three years where circumstances (i.e., a poor
performance review) require additional reviews/observations;
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•

Divisions should use the Classroom Observation and Chair’s Report forms that are
available on the shared drive, and, on the University’s Labor Relations website,
www.newschool.edu/admin/labor. In addition, attached as Addendum B is a list of
questions that observers should answer while conducting an observation.

•

HR recommends that divisions evaluate Post-Probationary faculty at least two or three
semesters before faculty transition to Annual status. This means conducting classroom
observations and completing Chair’s Reports in either the 6th or 7th semesters. This is the
ideal time because it allows management to identify performance issues and take
appropriate corrective/disciplinary action, while management is not obligated to assign
courses to the faculty member. If evaluating faculty in the 6th or 7th semester is not
possible, then divisions should complete an evaluation no later than the 8th semester;

•

While faculty may be evaluated in their 9th semester, it is recommended that they be
evaluated before then, as faculty are typically already assigned a class for the 10th
semester and a faculty member who is teaching in his/her 10th semester has a
presumption of reaching Annual status in the 11th semester provided that there has not
been an unsatisfactory evaluation in the 10th semester.

Evaluating Annual Faculty, Grandparented Faculty and Multi-Year Faculty
•

As with Post-Probationary Faculty, the Contract permits the University to evaluate parttime faculty in these categories only once every three years;
o Faculty’s teaching may be reviewed/observed more than once in three years
where circumstances (i.e., a poor performance review) require additional
reviews/observations.

•

Divisions should use the Classroom Observation and Chair’s Report forms that are
available on the shared drive, and, on the University’s Labor Relations website,
www.newschool.edu/admin/labor;

•

HR recommends that the divisions evaluate faculty in these categories at least once every
three years. If that is not possible, HR recommends that they be evaluated as needed for
performance issues. While there may be less of a need to evaluate these faculty, it is still
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advisable to review at least a small percentage each year. In doing so, management may
detect unforeseen issues, performance or otherwise, and determine whether this affects
the academic initiatives and take necessary corrective/disciplinary action.
Writing the Evaluations – A Few Pointers
•
•
•

Avoid generalizations
Be specific/provide examples
Explain ratings given in comment sections

Limit generalizations, and provide specific examples that illustrate the ratings and general
observations. Observers should write down what they saw while in the classroom. Chairs should
report on specific examples cited from the classroom observation reports, student evaluations,
and their own observations/interactions with the part-time faculty member.
•
•
•
•
•
•
•
•

Use professional and neutral language
Avoid colloquialisms
Avoid conjecture, hearsay, expressions of feelings
Avoid extraneous/unnecessary comments
Limit typos and spelling errors
Use proper grammar, full sentences
Eliminate extraneous comments
Make sure evaluation reports are legible

Ideally, evaluation reports should be typed. If they cannot be typed, hand written reports should
be written in legible print. Managers from other divisions may check evaluations when
considering offering a class to part-time faculty. It is important they are able to understand the
message of the evaluations. Hard-to-read evaluations dissuade management from reading and
opportunities to identify performance issues may be lost.
Additional Resources for Part-Time Faculty Evaluations
The Office of Human Resources can provide evaluators with advice and/or additional resources
in writing the evaluation reports. In such instances, reviewers should contact HR before these
reports are shared with part-time faculty. HR will review the reports and promptly provide any
necessary recommendations. To request additional resources from HR, please contact Stephanie
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Basta, Director of Labor Relations at extension 3841 or Annie Wong, Manager of Labor
Relations at extension 4224.

SECTION 13: LEAVES OF ABSENCE
Part-time faculty may be eligible to take paid and/or unpaid leaves of absence, outlined as
follows:
Paid Leaves of Absence (Article XVIII of the Union Contract)
Multi-Year, Grandparented and Annual part-time faculty who have not received a paid academic
leave during the six (6) year-period prior to applying for a paid academic leave are eligible for a
paid academic leave.
A paid academic leave is for one (1) semester and is provided so that eligible part-time faculty
may pursue professional or academic research projects. The contract provides that a set amount
of paid academic leaves may be granted each year, that they must be granted based on seniority
and weighted by school. In a department/program of fewer than ten faculty members, one faculty
member will be eligible to receive a paid academic leave in each semester. In a
department/program of more than ten faculty members, no more than one-tenth (1/10) of faculty
in each department/program will be eligible to receive a paid academic leave in each semester.
Unused leaves are available to faculty who apply after the application deadline at the discretion
of the University. Summer Paid Academic Leaves will be available starting in with Summer
2012 to faculty members with summer base loads.
To apply for a leave, a part-time faculty member must complete an Article XVIII Paid Academic
Leave Form and submit the completed form to the HR, according to the schedule established by
HR, which is available at http://www.newschool.edu/admin/labor. HR will confer with the parttime faculty’s division regarding the leave and will grant or deny the leave, in consultation with
the division. Then, HR will inform the part-time faculty member whether the leave is granted or
denied. The division’s Dean’s Office will be copied on this correspondence.
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While on a paid academic leave, a part-time faculty member may choose to maintain (and pay
for) healthcare benefits. He or she receives the pay he/she received during the same semester in
the academic year that preceded the leave.
Upon return from leave, a part-time faculty member must submit a one-page report to HR
evidencing the work he/she accomplished while on leave. HR will share this report with the parttime faculty member’s division. A part-time faculty member may be asked to give a presentation
on his/her project.
Unpaid Leaves of Absence (Article XVII of the Union Contract)
All part-time faculty are eligible for an unpaid leave up to one year if such a leave is required by
law or if such a leave is due to an emergency. Leaves for an emergency or any other reason
required by law, such as a personal medical condition or the medical condition of a family
member, are different kinds of leaves that are not covered by Article XVII. A part-time faculty
member seeking a leave for one of those purposes should contact Human Resources directly and
should not seek approval for such a leave from his/her Chair, Director or Dean’s Office.

Annual, Multi-Year, and Grandparented part-time faculty are also eligible for unpaid leaves
(which cannot exceed one year) for any reason under Article XVII. The decision to grant or
deny such a request for an unpaid leave is solely within the University's discretion. The
University will consider all pertinent factors, including the University’s needs and the timing of
the request.
To apply for an unpaid leave, a part-time faculty member must complete the top portion of the
Request for Unpaid Leave Form, available at http://www.newschool.edu/admin/labor, and
submit it to the HR. An unpaid leave can be requested at any time during the academic year.
HR will confer with the part-time faculty’s division regarding the leave and will grant or deny
the leave, in consultation with the division. Then, HR will inform the part-time faculty member
whether the leave is granted or denied. The division’s Dean’s Office will be copied on this
correspondence.
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While on an unpaid leave, a part-time faculty member may choose to maintain (and pay for)
healthcare benefits. The part time faculty member must pay the University directly for his/her
benefits since there will be no pay and therefore no payroll deductions during the leave. HR will
contact the part-time faculty member to make necessary arrangements for the faculty member’s
health and dental benefits to continue during the leave.

A part-time faculty member maintains seniority while on an unpaid leave but seniority does not
accrue during the period of the leave.

Upon return from the leave, a part-time faculty member resumes his/her Annual, Grandparented
or Multi-Year appointment. The period of leave counts as part of the part-time faculty's
appointment period; it does not extend the appointment. The University must offer an assignment
equal to the number of course hours taught just prior to the leave and must make its best effort to
assign the part-time faculty member to the courses previously taught with the same proportion of
required courses. If the part-time faculty member received an appointment letter prior to
requesting and being granted a leave, the University must offer him/her the same number of
courses that was assigned to him/her in the appointment letter, even if that number of courses
exceeds the part-time faculty member’s base load. If he/she requested and was granted an
unpaid leave before he/she was given an appointment letter, then the University is obligated to
offer the part-time faculty member an assignment equal to his/her base load. Whether preappointment or post-appointment, the University must make its best effort to assign the part-time
faculty member to the courses previously taught with the same proportion of required courses. If
insufficient courses are available, the University will pay the part-time faculty the appropriate
contractual remedies.
Childcare Leave
The University will respond reasonably to requests for unpaid leaves of absence of less than a
full semester for the purpose of caring for a newborn or newly-adopted child, or for the care of a
child with an emergency medical condition. The faculty member is required to provide his/her
supervisor with as much notice as possible of such situations, and the supervisor must make
reasonable attempts to accommodate requests for leaves of absence of less than a full semester.
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If the supervisor is unable to grant a request for leave for less than a full semester, the University
must give the faculty member authorization for a full semester of unpaid leave. All requests by
faculty for such a leave must be discussed with the Dean’s Office and HR. The faculty member
may be eligible for benefits (such as short-term disability or FMLA leave).

SECTION 14: ATTENDANCE POLICY
The attendance policy, which is University-wide, is disseminated to faculty by each division or
department/program. Chairs/Directors should be able to find this policy within their division’s
“local” policies and procedures; if not, Chairs/Directors should contact their Dean’s Office.
General Policy
All faculty are expected to attend all classes that they are assigned to teach, as scheduled by the
University, unless an absence is approved in advance by the part-time faculty member’s
supervisor, or the supervisor’s designee.
Emergency Absence
Faculty are entitled to one absence per course per semester due to an emergency. The absence
must be taken for emergencies only. The emergency may result from the part-time faculty
member’s illness or the illness of his/her family member.
Pay When Absent
Faculty will be paid for one emergency absence per course per semester. Any absence(s) in
addition to that one will be subject to salary deduction and if appropriate, may be the basis for
disciplinary action.
Call-Out Procedure for Emergency Absence
The faculty member must notify the designated person from the division, department or program
as soon as possible before the start time of the class that he/she is scheduled to teach that he/she
will be absent.
Substitutes and Make-up Classes
The options of scheduling a substitute or a make-up must be discussed with the designated
person from the division, department or program prior to making any arrangements for either.
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Please note that because of students’ schedules and space restrictions, it may not be possible to
schedule a make-up section of a class.
Lateness
All faculty are expected to arrive on time, as scheduled by the University, to begin teaching in
their class(es). If a faculty member will be late for a class, he/she must inform the designated
person from the division, department or program as soon as possible before the start time of the
class that he/she will be late and when he/she is expected to arrive to class.

SECTION 15: AFFIRMATIVE ACTION/COMPLAINTS
If a faculty member makes a complaint to you regarding affirmative action and/or diversity
issues, you must notify the Office of Human Resources immediately. HR is obligated to
investigate according to University policy and is also required to notify the union of the
complaint(s).

SECTION 16: GRIEVANCES
Under Article XV of the Union Contract, the University has the right to discipline any part-time
faculty member for just cause. What constitutes “just cause” requires a complicated analysis.
All discipline should be discuses with the respective Dean’s Office and HR. A grievance arises
when the Union and part-time faculty believe there has been a breach of the Union Contract.
The grievance process typically involves three steps; each step generally has deadlines to which
parties must make every effort to adhere. Grievances involving more than one faculty member
may start at step 3 (see Article XXV of the Union Contract). On the next page, Table 6 briefly
outlines the grievance procedure in flowchart format.

If you have not handled a grievance, please contact your Dean’s Office before responding to the
grievance in order to obtain specific directions on how to proceed with the grievance. Generally,
a Chair/Director will be asked to set up a step 1 grievance meeting. That meeting will be
attended by the Chair/Director, a representative from the Chair/Director’s Dean’s Office, the
aggrieved part-time faculty member and a Union representative. At that meeting, the Union will
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begin with an explanation of the grievance. The Chair/Director and the representative from the
Dean’s Office may ask questions and respond to the Union to the extent that the Chair/Director
and representative have information to provide. The Chair/Director and the representative
generally should not make a decision regarding the grievance at the grievance meeting. The
grievant and Union should be told that a response will promptly follow the meeting. The Union
should be sent a response in writing in accord with the timeline listed in the attached flowchart.
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Table 7: Flowchart of Grievance
nce Proceedings
Incident Occurs

Step 1(a):
PTF files a grievance with
Chair/Director within 20 days of
occurrence.

Step 1(b):
Chair/Director meets with PTF to discuss,
and, within 10 days of meeting. Chair/
Director send a written response to PTF.

Grievance is informally
resolved between PTF and
Chair/Director.

If PTF agrees with written
response, then grievance is
resolved.

Step 2(a):
If PTF disagrees, union grieves to the
Dean within 10 days of Step 1(b) written
response.

Step 2(b):
Dean meets with union within 10 days of
union written grievance. Dean responds in
writing to union within 10 days of meeting.

If union agrees with written
response, then grievance is
resolved.

Step 3(a):
If union disagrees, sends written appeal to
University Grievance Committee
(“UGC”) within 10 days of Step 2(b)
written response.

Step 3(b):
UGC meets with union within 10 days of
receipt of Step 3(a) written appeal. UGC
responds in writing to union within 10
days of meeting.

If union agrees with written
response, then grievance is
resolved.

If union disagrees, arbitration may be
filed within 30 days of Step 3(b).
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SECTION 17: BENEFITS
Part-time faculty are eligible to participate in a number of benefit plans. Chairs/Directors should
not respond to faculty’s benefits questions. Faculty with questions regarding their benefits
should be referred to HR. Nonetheless, what follows is a brief summary of key benefits
available to faculty.

Some of these benefits require an eligibility or waiting period while others do not. The
following is not a comprehensive list of part-time faculty benefit plans. For more information,
please contact Jenny Vuong in Human Resources at 212-229-5671, ext. 3848. Part-time faculty
benefits information is also available at
http://www.newschool.edu/admin/hr/benefits/parttime.html.
Health Care Plans and Dental Care Plan
Part-time faculty are eligible to participate in a Health Care Plan and Dental Care Plan if they
have worked at the University at least one academic year and meet the eligibility criteria as
outlined in the Collective Bargaining Agreement. The University offers two health care plans
(currently Aetna 1000 Plan and Aetna EPO plan) and one dental care plan (currently DeltaCare
USA Plan, a DHMO plan).
Tuition Waiver Benefit
The University provides a Tuition Waiver benefit for courses taken at The New School. This
benefit is available to faculty and staff and eligible family members (spouse or Qualified
Domestic Partner (same sex or opposite sex), and dependent children up to age 24.)

Courses must be taken in the same academic year on a space available basis (excluding “income
sharing” courses), or the following two academic years, provided the part-time faculty member
has not voluntarily or involuntarily left the University.
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Qualified Transportation Expense Plan and Flexible Spending Account Plan
Part-time faculty can participate in the Qualified Transportation Expense (QTE) Plan and elect to
make pre-tax contributions to pay for eligible commuter expenses. There are two accounts: the
Mass Transit Account and the Parking Account. They can enroll in the QTE plan at any time.

The University also offers a Flexible Spending Account (FSA) Plan. The Plan has two accounts:
the Health Care Flexible Spending Account, in which pre-tax contributions can be set aside to
pay for medical/dental expenses incurred during the calendar year that are not covered by a
health care plan or dental care plan (i.e. physician's office co-payments, eyeglasses, certain over
the counter medications, etc.), and the Dependent Care Flexible Spending Account, in which
pre-tax contributions can be set aside to pay for eligible dependent care expenses (i.e. child
daycare, in-home dependent care, etc.)

Retirement Plans
Part-time faculty who have worked at the University a minimum of two consecutive academic
years and meet the eligibility criteria that are outlined in the Collective Bargaining Agreement
may participate in the University's Retirement Plan for Part-Time Faculty. The University’s
contribution is currently 10% of all teaching wages.

Furthermore, unless part-time faculty members decline to enroll in the Tax-Deferred Annuity
(TDA) Plan, newly-hired faculty members shall be automatically enrolled in the TDA in his or
her first month of employment following 30 days of employment. This retirement plan accepts
voluntary pre-tax contributions. Contributions will be set at 3% of wages into a TIAA/CREF
lifecycle fund based on date of birth.
Short Term Disability and Workers’ Compensation Plans
In the event that a part-time faculty member is unable to work due to a disability, he/she may
qualify for a benefit from the Short Term Disability carrier which is equal to the New York State
Disability benefit amount: 50 percent of his/her weekly pay up to a maximum of $170 per week.
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Benefits are payable up to a maximum of 26 weeks as certified by the part-time faculty
member’s physician and subject to approval of the short-term disability carrier.

Part-time faculty are also covered under the Workers’ Compensation Program from the first day
that they work and no matter how many hours they work. This insurance provides cash benefits
and/or coverage for medical care provided to a part-time faculty member who is injured or
becomes ill as a direct result of his/her job with The New School.
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GLOSSARY OF TERMS
Appointment Letters – The written document sent to part-time faculty offering the part-time
faculty teaching assignments.
Arbitration - The hearing and determining of a dispute or the settling of differences between
parties by a person or persons chosen or agreed to by them. The arbitration is held in accordance
with the procedures of the Labor Arbitration Rules of the American Arbitration Association.
The arbitrator has jurisdiction only over disputes arising out of grievances and has no authority
to add, subtract, modify or amend any of the provisions of the Contract. The decision of the
arbitrator is final and binding. No appeals are available.
Base Load - Once a part-time faculty member achieves Annual status, they are eligible to
receive a base load, which is calculated from their recent course teaching history. The base load
is the number of contact hours which we are obligated to offer to an Annual, Grandparented or
Multi-Year status faculty member each academic year. Base load is set and preserved based on
the highest number of contact hours taught during the lookback period.
Base Load Remedy – The payment due to a part-time faculty member when management is
unable to fulfill the part-time faculty member’s base load.
Cancellation fees - If a course is offered in the appointment letters and accepted by the part-time
faculty member and then canceled by the University, a faculty member who is PostProbationary, Annual, Grandparented, or Multi-Year is eligible for a cancellation fee. This is a
post-appointment remedy. In order to be eligible for a cancellation fee, the course must have
been cancelled by the University and not by the faculty member. Fees are paid on a semester
basis.
Collective Bargaining Agreement – The collectively-bargained union contract between the
University and the union.
Contact Hours – Contact hours are applied to both a course and to a faculty member. Contact
hours for a course represent the number of teaching hours for the entire term. Contact hours for
a faculty member are derived by calculation based on course contact hours and percents of
responsibility and session.
C.V. Solicitation – The yearly process when the University requests and collects updated CVs
from part-time faculty. This process is managed by the division, department/program. The
collection of updated C.V.s serves, amongst others, as a supplementary resource for the
lookaround.
Full Semester/Session Non-credit Courses – are non-credit classes which run for 15 weeks in
the Fall/Spring. For the summer, this term applies if there are 2 sessions a week for 7.5 weeks.
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Grievance – Any dispute concerning the interpretation, application or claimed violation of a
specific term or provision of the collective bargaining agreement.
Lookaround – The method used by management when trying to fulfill part-time faculty’s base
loads.
Lookback period – This is the last two academic years of the Post-Probationary period for a
faculty member who is turning Annual or Grandparented status. Faculty base load for Annual or
Grandparented is set and preserved on the highest number of contact hours taught in this time
period. Multi-Year status faculty have a lookback period of three academic years prior to
application, and, faculty base load is set and preserved based on the highest number of contact
hours taught in that time period.
Pre-Appointment – refers to the period of time before part-time faculty receive a letter of
appointment
Post-Appointment – refers to the period of time after part-time faculty receive a letter of
appointment
Semester Count - Seniority is measured by an instructor’s semester count. Seniority is only
accrued based on teaching activities. Each part-time faculty member accumulates one semester
count for each semester in which they teach a qualified course or courses, or, were supposed to
teach but was canceled by the University.
A part-time faculty member’s seniority is measured by how many semesters he/she has taught in
this University. Semesters where a part-time faculty member worked but which did not consist
of any teaching do not count (i.e., a part-time faculty member was assigned only non-teaching
additional duties for one semester and taught classes during the following semester, then only the
second semester is counted towards seniority.) Semesters where part-time faculty were supposed
to teach but were canceled by the University (due to low enrollment, etc.) are also counted
towards seniority.
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ADDENDUM A: Probationary Status Faculty Evaluation
Observers must complete the written component of the observation within two (2) weeks of the classroom
observation.
SECTION I: TO BE COMPLETED BY OBSERVER
Name of
ID:
N
Instructor:
Division:
Department:
Name of Observer:

Title of
Observer:

Observation Information
Name of Course

CRN

Following the observation, please check the
most appropriate box which corresponds to your
evaluation of the instructor’s performance and
ranking:
GOALS

Semester/Year

Strong

Competent

Date of Observation

Marginal

Poor

INTRODUCTION
CLASSROOM ORGANIZATION and
MANAGEMENT
EXPERTISE
STUDENT PARTICIPATION and
INVOLVEMENT
Goals - Describe approaches to learning. Are the methods appropriate to the classroom and students?
What evidence demonstrates students are engaged and learning? Did the faculty member articulate the
goal(s) of the lesson? How?

Introduction – How is the organization of class activity communicated? Is there a connection to previous
assignments or classes? Presence of necessary structure?
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Classroom Organization & Management – Is the class sequenced to facilitate student
work/understanding? Does the instructor use time effectively? Do the students and instructor stay on
task? Does the instructor move the class forward? Is there an effective use of material(s) assigned? Is
there an effective use of instructional support materials (i.e., visuals, models, etc.)? Does the instructor
assess understanding and progress? Are there exploited teachable moments?

Expertise – Is the material current? Does the instructor respond knowledgeably to questions/problems?
Note any alternative interpretations or approaches.

Student Participation and Involvement – What sort of emphasis is placed on active learning? Do the
students demonstrate active engagement? Does the instructor actively include students in the process?
Are there opportunities for students to raise questions? Is the instructor encouraging and positive? Are
students and their views/talents respected?

Note and explain any out-of-the-ordinary or unexpected events during the observation. Examples
include: Two thirds of the students are absent; Technological irregularities or issues; Faculty classroom
punctuality; Physical room irregularities or issues.
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Signature of
Observer:
SECTION II: TO BE COMPLETED BY CHAIR/DIRECTOR ONLY
1. Cumulatively, the student ratings
for this instructor are:
Exceptional Strong
Average

Date:

Marginal

Unsatisfactory

Comments

2. The instructor met the educational goals and objectives as set
forth by the approved syllabus or course agenda.
Comments

Please select the box which most
accurately describes the instructor.
3. Overall the instructor abides by
University and department policies and
guidelines.
4. The instructor submitted grades by the
deadline and in accordance with the
syllabus and/or rubric.

Always

Often

Agree

Sometimes

Disagree

Rarely

Never

Overall Review and Other Comments
As the leader of your department/program, you have insight into the unique features of the program or
faculty that should be incorporated. Use the space provided below to add your recommendations and
information on areas where the instructor excels or needs development. Indicate the
departmental/divisional plans for implementing your recommendations.

This form is not complete without the following signatures.
Upon completion of this form, please give it to the Office of the Dean, or appropriate designee for your
division and keep a copy for your own records. The original report will go in the part time faculty
member's personnel file in the Office of Human Resources.
Name of Chair/Supervisor:
Signature of Chair/Supervisor:

Date:
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ADDENDUM B: Classroom Observations – Recommended Questions to
Answer While Observing
The following is a list of questions to guide observers in the evaluation of instructors in the classroom
setting. Additionally, it is recommended for all observers to write down what they see and to include any
lingering questions or out-of-the-ordinary or unexpected events which may have occurred during the
observation.
Goals
•

Does the instructor articulate the goals of the lesson to the class? Please describe how.

•

Describe the method(s) the instructor uses to attain these goals. Does the instructor use group
work, lecture, case studies, a combination of all of these, or something else? Describe in detail.

•

Is/Are the method(s) selected in question 2 effective? Please describe how.

•

Describe how the instructor communicates expectations of the class and from the students.
Review the course syllabus, if one is provided. Is it easy to understand? Does it communicate
important deadlines? Does it outline what students are supposed to learn from each class and the
overall course?

Introduction
•

What is the physical layout of the classroom? Are the students sitting in rows facing the
instructor, or, are students and instructors seated in a circle facing each other, or, some other
layout? Please describe in detail.

•

Is the layout of the classroom effective to the lesson? Does it help or hinder the discussions?
How so?

•

Describe the discussion dynamics during your observation. How do students interact with the
instructor and vice versa?

•

Describe how the instructor introduces the lesson.

•

Is the instructor able to manage the discussion of the lesson in this set up?

•

Describe how the instructor assesses students’ prior knowledge.

•

Does the instructor go over concepts studied from prior classes? If yes, in what way?

Classroom Organization & Management
•

What is the pace of the lesson? Do you observe the student’s having difficulty understanding
concepts as a result?

The contents of this document do not supersede any provisions which are/were collectively bargained for between The New
School and ACT-UAW, Local 7902; its contents do not refer and/or apply to any other category of employees and it is not a
contract of continuous employment. The New School reserves the right to amend the contents of this document at any time
without notice.

Page 43 of 47

•

Does the instructor use any materials, resources or media to demonstrate the lesson? If yes, what
does the instructor use? Do the students respond well or poorly to the additional materials,
resources or media? Please describe.

•

Describe how the instructor makes transitions between discussion topics.

•

Describe how the instructor manages student-student interactions.

Expertise
•

Does the instructor respond knowledgeably to questions/problems?

•

Does the instructor incorporate current trends in the subject area into the lesson?

•

How does the instructor respond to alternative interpretations or approaches?

•

Does the instructor assess understanding and progress?

•

Describe how the instructor provides formative feedback.

Student Participation and Involvement
•

Do all the students participate in the discussion? Describe whether the instructor is able to
manage the student participation successfully and whether this led to goals of the lesson.

•

Does the instructor provide opportunities for students to raise questions?

•

Are the students prepared for class? If any reading/writing assignments are due, do they complete
it for class? If not, what does the instructor do to enforce better preparedness from the students?

•

Does the instructor provide students with the necessary knowledge for the lesson?

•

Describe how the instructor interacts with students.
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ADDENDUM C: PTF Evaluation Strategy Matrix
Name of Employee:
Enter the part-time faculty member’s information below – for example, Semester #1 is the semester
he/she began teaching at the University. Continue to list all the semesters the part-time faculty member
has worked. This will provide you with a basic overview of when to plan to review this faculty member’s
performance.
Semester
#

1

Semester
Name

Employee
Status

Probationary

If PTF is
evaluated in this
semester, the
next time he/she
can be reviewed
is:
1-4

Evaluation Schedule
Recommendations

Academic Planning
of Upcoming
Semesters

Recommended (no
restrictions)
2
Probationary
1-4
Recommended (no
restrictions)
3
Probationary
1-4
Recommended (no
restrictions)
4
Probationary
1-4
Recommended (no
restrictions)
Note: PTF transitions to new employee status if assigned to teach next semester.
5
Post11
Not recommended
Probationary
6
Post12
Strongly
Probationary
Recommended
7
Post13
Strongly
Probationary
Recommended
8
Post14
Recommended
Probationary
9
Post15
Not recommended
Probationary
10
Post16
Not recommended
Probationary
Note: PTF will transition into Annual status, assuming there are no negative evaluations in the PTF’s 10th
semester.
11
Annual
17
Recommended, or,
as needed
12
Annual
18
Recommended, or,
as needed
13
Annual
19
Recommended, or,
as needed
14
Annual
20
Recommended, or,
as needed
The contents of this document do not supersede any provisions which are/were collectively bargained for between The New
School and ACT-UAW, Local 7902; its contents do not refer and/or apply to any other category of employees and it is not a
contract of continuous employment. The New School reserves the right to amend the contents of this document at any time
without notice.

Page 45 of 47

The contents of this document do not supersede any provisions which are/were collectively bargained for between The New
School and ACT-UAW, Local 7902; its contents do not refer and/or apply to any other category of employees and it is not a
contract of continuous employment. The New School reserves the right to amend the contents of this document at any time
without notice.

Page 46 of 47

ADDENDUM D: Lookaround Request/Tracking Form
Complete all sections of this form. Attach any supporting documents, if necessary, and send the completed form to
Human Resources. Please keep a copy for your own records.
Section I: Part-Time Faculty Member’s Information
Fall/Spring
Fall Only
Home
Semester for
Summer
Spring Only
Dept/Program:
Lookaround:
Name:

Banner ID#:

Base load:

Credits assigned
by Home Dept/
Program:

Unmet base
load:

Eligible Discipline(s):
Section II: Lookaround Request Information
Lookaround request began on:
Lookaround request sent by (Print
Name & then Sign):
Section III: Response Information (Attach additional sheets, if necessary) - The lookaround request was sent to:
Dept/Program:

If no request sent, please indicate
why:

Response Received (if assigned a course,
include CRN and # of credits):

If a look around request was sent to another division, please indicate the division and response here:
(Attach additional sheets, if necessary)

Section IV: Lookaround Completion
Lookaround completion date:
Unmet base load at lookaround
completion date:
Next steps (if any:)
Lookaround request completed
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by (Print Name & then Sign):
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