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l. Purpose

This procedure implements University of Hawai‘i (“UH” or “University”) Community
Colleges (“UHCC”) Policy 9.203, Faculty Five-Year Review, and ensures that faculty
five-year evaluations are completed consistently every year.

Il. Related Policies, Procedures, and Guidelines

. Board of Regents Policy, RP 9.213, Evaluation of Board of Regents’
Appointees

° UH Executive Policy, EP 5.221, Classification of Faculty

° UH Executive Policy, EP 9.203, Evaluation of Faculty and Administrative,

Professional & Technical Employees

. UHCC Policy 9.203, Faculty Five-Year Review

o UHCC Policy 9.203 Attachment 1 — UHCC Memo for Faculty Who
Retire During the Academic Year and Exempt from the Five-Year
Review

1. Procedure
A. Faculty Evaluation Data

By July 31st of each year, the following Honolulu Community College (“HonCC” or
“College”) personnel will input faculty data into the College's Faculty Five-Year
Evaluation Schedule database:

o Chancellor's secretary will input information relating to tenure, promotion
and faculty five-year reviews.

o Department secretaries will input information for their respective faculty
relating to contract renewal.
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B. Review Notification

By mid-August of each year, the Vice Chancellor of Academic Affairs’ Office or
appropriate departmental designee will run a report of faculty who are eligible for a five-
year review and send a memorandum (see Attachment A) notifying the faculty member
of their selection to participate in the review by September 1st during the academic year
of the scheduled evaluations.

C. Self-Assessment

Faculty members who have been notified that that they are scheduled for a five-year
review shall complete the Faculty Five-Year Review coversheet (see Attachment B) and
attach their self-assessment. The coversheet and self-assessment shall be submitted to
the Division Chair or Division Personnel Committee by December 1st of the academic
year.

Faculty who retire during the academic year they are eligible for a five-year review will
be exempt from the process. Faculty must complete UHCC Policy 9.203 Attachment 1
indicating the date of intended retirement and submit it to the Chancellor's Office. If the
faculty member does not retire on the date as indicated, he/she must submit documents
for a five-year evaluation within 30 days of the intended retirement date. The
Chancellor's Office will log in the intended retirement and forward the form to the
Human Resources Office for their files.

A faculty member who applies for tenure and/or promotion is not exempt from the five-
year review. Either a self-assessment or a copy of their tenure and/or promotion
application may be submitted as their five-year review.

D. Division Chair or Division Personnel Committee Review

The division chairs shall review the five-year documents submitted by eligible faculty
and meet with the faculty member to share his/her recommendations prior to submitting
his/her report to their dean and Vice Chancellor of Academic Affairs (“VCAA”).

If the evaluation reveals meritorious performance, the division chair will inform the
faculty member of the availability of programs designed to recognize meritorious
performance, e.g., annual merit awards, excellence in teaching award, internship,
fellowship, etc.

If the evaluation reveals a need for improvement, the faculty member and division chair
shall jointly develop a professional improvement plan; follow-up reviews on the progress
being made may be scheduled for any year prior to the next five-year evaluation cycle, if
appropriate. The plan may call for a variety of activities that require special resources,
e.g., leaves of various types, attendance at special workshops of institutes, assistance
in the preparation of grant applications, availability of computer hardware or software or
training in the use of the same, or special assistance in new approaches to teaching. A
successful plan will require both initiative on the part of the faculty member and the
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assurance from the college/division that every effort is made to provide the necessary
support out of available University resources.

The division chair shall write a report for each faculty member and attach it to the review
documents and forward it to their department dean and VCAA by February 15. See
Attachment B Faculty Five-Year Evaluation Cover Sheet for criteria to include in the
report.

If the division chair is undergoing a five-year review, or if the division chair is at a lower
rank than the faculty member being evaluated, the Division Personnel Committee
(“DPC”) will fill the role otherwise specified for the division chair in these procedures
(with the Chair of the DPC acting for a majority of the DPC).

E. Completion Report

By the end of February of each year, the VCAA will submit a completion report to the
Chancellor on the year's review, noting that the schedule was met, reporting any
deviations, and reporting planned follow-up actions as applicable.

The Chancellor's Office will use the completion report to enter data into the Faculty
Five-Year Evaluation Schedule database.

The department deans and VCAA will follow up and meet with any faculty member who
has not turned in a five-year review.

The Office of the VCAA will send a copy of the completed evaluation coversheet to
inform the faculty member of the results of their evaluation.

F. Document Retention

Five-year review documents will be archived and retained by the Office of the VCAA.
Documents will be shredded after the faculty member separates from employment due
to retirement, resignation or termination.

G. Evaluation Appeals

If the faculty member believes that the results of the evaluation or the professional
improvement plan are unwarranted or inappropriate, they may appeal to the Chancellor
or designee. The Chancellor or designee will convene a Campus Faculty Review
Committee which will consist of three members, appointed as follows: Chancellor or
designee shall appoint one member (who also shall chair the committee); faculty
member shall appoint one member; and President of the University of Hawai'i
Professional Assembly (“‘UHPA”) shall appoint one member.

The Campus Faculty Review Committee will review the documents, meet with the
faculty member and appropriate administrators, if necessary, and make a
recommendation to the Chancellor.
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If the Chancellor does not accept the Campus Faculty Review Committee's
recommendation, the Chancellor will meet with the Campus Faculty Review Committee
prior to rendering a final decision. Should the decision of the Chancellor result in any
disciplinary action, such action shall be subject to the provisions of the UHPA/BOR
Agreement in effect at that time.

Any allegation that such an action violates or denies a right granted under a collective
bargaining agreement shall be considered in accordance with the grievance procedures
contained in said agreement.

V. Attachments

A. Attachment A — Sample Faculty Five-Year Review Notice

B. Attachment B — Faculty Five-Year Evaluation Cover Sheet

V. Approval
Chancellor Approval Date: May 11, 2024

Page 4 of 4



