
(November 1st through March 15th)

TH
E 

R
EV

IE
W

Evaluation Launch email
sent to Dept. Chairs, Division

Chiefs & Faculty Affairs
Representatives

Dept. Chair
or Chair Designee

& faculty reviewee attest
the annual review and

subsequent review discussion has
taken place. This is captured via

signature or DocuSign &
submitted to HR
via Smartsheet

Fully
completed
evaluations

are due to HR
by March

15th.

HR reports
evaluation
completion
rate to Dell
Med Dean

Faculty Annual Evaluation Process
NOVEMBER DECEMBER JANUARY FEBRUARY MARCH    MAY
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Forms &
Instructions are

provided to faculty
from department
Faculty Affairs
Representative

Faculty member completes the evaluation form;
Updates their CV using the Dell Med formatted template; 
Collects learner evaluations from the previous academic year;
Submits all required documentation to Department Chair/Division Chief or Faculty Affairs
Representative

Department Chair/Division Chief or
designee completes their review of

the faculty member

Faculty Affairs Rep. forwards to
reviewer for completion of

evaluation (does not occur in all
departments & is not required)

Deadlines for faculty members to complete evaluation & documentation preparation vary by individual department.
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HR notifies
faculty member
if any change

in contract status
for upcoming 
academic year

by May 1st.

Dell Med
Dean may
report to
provost

Department Chair or
designee meets with the
faculty member & talks

through commentary from
the returned, completed

evaluation.


