Annual Review Instructions for Time Period 1/1/24 – 12/31/24

Instructions for Filling Out the Points Form

To fill out the points form, you must use an Adobe Product such as Adobe Reader.  Adobe Reader for both Macs and PCs can be downloaded at http://get.adobe.com/reader/
Even if you currently have Adobe Reader, make sure to update it prior to filling out this form as this was created for the latest version.

MAC users - Other programs may appear to work but data loss occurs as the forms are processed so you must use the latest Adobe Reader.

To begin…
Fill in your name
Please note additional information in item #4 on the first page and then…
Skip to page 3

TEACHING EVALUATION (this section has been updated to include the two required peer evaluations of teaching (Assigned Peer Evaluation – APE; Selected Peer Evaluation – SPE)

Line 1 – enter the average of all of your all of LIFT median scores – include all courses that you received LIFT evaluations for during W23, S/S23, & F23.  These scores can be found by through logging in to the LIFT system and the LIFT score can be found on the top right of the first page of each LIFT report and looks like this:
 [image: ]

Line 1a – For each course that you received LICEF evaluations you will need to calculate an average LICEF score for that course.  So, if you had 5 students who turned in LICEF evaluations for X course, your average would be the average based on the first four responses on each of those 5 LICEF evaluations.  If you taught 3 courses that produced LICEF scores, X, Y & Z, then the score you would enter here would be the combined average LICEF score for those courses.

Line 1b – This is calculated based on your workload.  If you have 3 credits of clinical supervision out of 24 total credits teaching then this would be 3/24 = .125

Line 2 – Enter average of all Assigned Peer Evaluations conducted during the designated time frame (minimum of 1)

Line 3 – Enter average of all Selected Peer Evaluations conducted during the designated time frame (minimum of 1)

Line 4 – automatically calculated 

Lines 5 & 6 have been deleted.  Instead, there is now a separate Administrative Section at the end of the document to record your scores and indicate a percentage of release time for those tasks.  This can be found on page 12 of the annual review.

Line 7 – Enter the average score of all Advising Evaluations for 2023 or leave blank if none are available.

Lines 7a & 7b – automatically calculated

Line 8 – Transfer the value from line 7a or 7b that applies to your situation.

Transfer the value from Line 8 to the appropriate space on the front page of the Annual Review form.

SCHOLARSHIP & SERVICE SECTIONS

For the scholarship section there are four steps.  You need to 1) On a separate word document (see next page) describe what you are claiming points for by line number; 2) Insert your points on the correct lines; 3) Double check to see that there is a value for each of the red boxes (line numbers 11, 13, 14, etc…) and the rest are automatically calculated; 4) Transfer the value from Line 33, up to a maximum of 100, to the appropriate space on the front page of the Annual Review form.

For the service section, the process is similar to above but you do not need to enter a value for each of the bolded line numbers.  After entering and documenting all of your service points, transfer the value from Line 67, up to a maximum of 100, to the appropriate space on the front page of the Annual Review form.


FRONT PAGE

Once you have entered the values from Line 8, Line 33 (max=100) and Line 66 (max=100) and your PDW% for Teaching, Service, and Scholarship, the rest of the values will automatically calculate.   The sum of the 3 PDW% lines (Teaching, Scholarship, Service) must equal 1. The Administrative line fills in automatically.

Remember, we are now using digital signatures
Final step is to make sure you put your signature on the front page using the following instructions:
1. Save the pdf with the name formatted as “lastnamefirstinitial year points” (example: wybler 22 points)
2. Click on the Faculty Signature box
3. If you have a Digital ID already, you will be prompted to choose it. If not, you can configure a new digital ID by doing the following:
a. Click on Configure New Digital ID 
b. Choose Create a New Digital ID
c. Choose Save to File
d. Fill out Name, Organizational Unit (Department abbreviation), Organizational Name (Program abbreviation if different from department),  Email Address
e. Create a password (which you will have to use each time you use your Digital ID)
4. When you click Continue to use your digital ID, you will be prompted to enter the password at the bottom of the window.  Optional:  If you have a saved image of your signature and want to insert it in place of the text image of your name you can do so at this time by doing the following:
a. Instead of entering password, first click <Create>
b. Click <Image> above the box with your digital ID
c. Click <Browse> under the box with your digital ID
d. Find the image file that is your signature (you might have to change the type of file you are searching for as it defaults to pdf and your image is likely a jpg or png file) and click open
e. Click Save and then you are back to proceeding to step 5
5. When you click sign, you will be prompted to save the document at which time your digital signature will be added (this may take a few seconds to process once you hit save).  Since you already saved it once, you should get the message that says “The file already exists. Replace existing file?” that you have to click Yes to proceed.

 
After signing and saving the points form email it, along with the word document described in the following section, to your unit head.




Instructions for the Justification of Points
Documentation of all points claimed in the areas of Scholarship and Service will be done on a separate word document.  On the following page is a sample format for that document.  This document should be saved as a word document with the name “lastnamefirstinitial year justification” - example: wybler 24 justification
Email electronic versions of both the points form and the documentation of points to your unit head.

Any questions, contact Randy Wyble at wybler@gvsu.edu or 15642.


Name:
Scholarship
	Line#
	Documentation

	10c
	Citation showing primary authorship

	12a
	Presented Benefits of TR at the Therapeutic Recreation Institute on March 21, 2012

	12b
	Presented Values Clarification at American Therapeutic Recreation Association Conference, Sept 9, 2012

	12b
	Presented Service-Learning in TR at American Therapeutic Recreation Association Conference, Sept 10, 2012

	
	

	
	

	
	




Service

	Line#
	Calculated Points
	Documentation

	35d
	34
	Served as Chair of Faculty Council for ½ academic year (4) and put in 60 hours of time (30)
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