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Faculty of Environment 

 

Instructions for Completing the Faculty Performance Evaluation Form  

1. INTRODUCTION 

Faculty performance evaluation in the Faculty of Environment occurs under the Performance 

Review Regulations and Procedures Guideline. This guideline indicates that a common template 

must be used to evaluate all faculty. These instructions explain how to use the Faculty’s 

performance evaluation form. 

Review the guideline and these instructions prior to completing the form. Individual units have 

prepared supplementary guidance consistent with the guideline. These supplementary 

instructions also should be reviewed prior to completing this form.  Should you have questions 

about the completion of the form, these could be addressed to your unit head. 

This document uses the term Year X to refer to the evaluation period as defined in the 

Performance Review Regulations and Procedures Guideline (i.e., the calendar year(s) preceding 

the annual merit exercise, which takes place in the spring).  

2.  USING THE FORM 

 Use only the spaces provided. All information must be entered in the spaces provided 

in the table cells. Do not create your own sections or add columns to the tables. 

Separate spaces are provided throughout the form for information that you think is 

critical, but which does not fit in the major sections provided.  

 Add rows to tables as needed. In some parts of the form, you will need to add 

additional rows to the table. For example, the table for refereed publications only 

includes two rows, but you may need to list additional ones.  

 Use spaces for additional information judiciously. Throughout the form you have 

the opportunity to provide additional information that you think performance 

evaluation committees will need to evaluate you fairly and accurately in cases where 

this would not be possible from the basic information supplied elsewhere in that 

section. For example, you may wish to use these spaces to elaborate on the measurable 

impact of your teaching, scholarship, or service.  These spaces will expand to 

accommodate more information than can fit in the area initially provided. Nonetheless, 

please use these spaces judiciously. Brevity and relevance will be appreciated by the 

committee members. 

 Remove formatting when pasting text. If you are pasting text from another 

document, you should use the “Paste special” function in Word, and then choose the 

option for “Unformatted text”. This will insert your text as plain text, using the default 

style in the form (“Table text”). You will need to reapply word-level formatting, e.g., 

italics for the title of a journal article. 

http://uwaterloo.ca/environment/faculty-staff/policies-procedures/performance-review-regulations-and-procedureshttp:/uwaterloo.ca/environment/faculty-staff/policies-procedures/performance-review-regulations-and-procedures
http://uwaterloo.ca/environment/faculty-staff/policies-procedures/performance-review-regulations-and-procedureshttp:/uwaterloo.ca/environment/faculty-staff/policies-procedures/performance-review-regulations-and-procedures
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3. DETAILED INSTRUCTIONS FOR EACH SECTION 

Section 1:  Background Information 

Start and end date of the evaluation period 

 For all tenured faculty and continuing lecturers, the evaluation period is two calendar 

years   starting on January 1 of Year X.  

 For tenure-track faculty and definite term lecturers, the evaluation period is one 

calendar year, with the scholarship evaluation window is two calendar years. 

 Faculty who were appointed mid-way through the evaluation period should provide 

the date their appointment began. However, they should provide information for the 

full evaluation period relevant to their situation. 

Academic Unit(s) of Appointment 

 Indicate the unit(s) in which you hold your appointment.  

 In cases of shared appointments, the unit with the majority percentage will conduct the 

performance evaluation. 

Full Time Equivalent (FTE) load during the evaluation period 

 Enter your FTE load as a percentage (e.g., 100% for a full load, 75% for a reduced 

load).  

 If your FTE load changed during the evaluation period, e.g., if you switched from a 

full load to a reduced load, then provide the date the change took effect. 

 Note that only faculty who have formally negotiated a reduced load should enter an 

amount less than 100%. 

Weights for teaching, scholarship and service 

 Enter your weights for teaching, scholarship and service at the start of the evaluation 

period (January 1, Year X). For example, the normal weight for teaching, scholarship 

and service in the Faculty of Environment is “40-40-20”. Some faculty may have 

different weights depending on the nature of their appointment. 

 The Faculty Performance Review Regulations and Procedures indicate that all changes 

in weights normally must be negotiated prior to the start of each evaluation period. If 

your weight changed during the period, provide information about the time period 

(when the new weight came into effect and for how long) and provide a brief 

explanation (e.g., “Received one course buyout when appointed Associate Chair 

Undergraduate”).  

Type of appointment at the start and end of the evaluation period 

 Indicate your appointment type at the start of the period, and your new appointment 

type (if appropriate). Appointment types include the following:  

 Contractually limited 
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 Probationary (tenure track) 

 Tenured 

 If your appointment type changed provide the date on which the change took effect. 

Academic rank at the start of the evaluation period 

 Indicate your Academic Rank at the start of the period, and new rank if promoted. 

Promotions normally take effect on July 1 of each calendar year. Academic ranks 

include the following: 

 Lecturer 

 Assistant Professor 

 Associate Professor 

 Full Professor 

Additional Appointment at the start of the evaluation period 

 Indicate whether or not you held an additional appointment (e.g., “Canada Research 

Chair”, “University Research Chair”).  

 If you received this appointment midway through the evaluation period, then provide 

the start date. If the appointment ended during the evaluation period, then provide the 

end date.  

Term-by-term summary 

 Provide a term-by-term record of the types of term you had during the evaluation 

period, and any university offices you held in those terms.  

 For “Term type”, use the following: 

 Teaching term 

 Non-teaching term 

 Sabbatical (entire term) 

 Sabbatical (two months of term) 

 Parental leave 

 Medical leave 

 Other (explain in notes) 

 For “University Office Held”, use the following: 

 None 

 Unit Chair or Director 

 Associate Chair 

 Associate Dean 

 Other (explain in notes) 

Honours, distinctions and awards received 

 Provide information about honours, distinctions or awards that you received during the 

evaluation period.  
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 Identify the honour, distinction or award and the organization that provided it, and 

note the date you received it.  

Other relevant background information 

 Is there anything else about your status during the evaluation period that you think is 

relevant and would like considered as part of your performance evaluation? If so, then 

briefly explain here.  

Section 2:  Teaching 

Courses Taught 

Courses Delivered as Part of Your Assigned Teaching – Number and Name 

 Identify courses that you were assigned. Courses that you taught on a voluntary basis, 

e.g., a directed reading course for a graduate student, are documented in the next 

section.  

 If you were asked to teach a course on an overload basis, then enter that course here 

(as part of your assigned load). 

 In the column for “TA Support”, indicate the number of teaching assistants who 

supported the course (if any). Name any other instructors involved if the course was 

team taught. If the course was a new one for you, and involved substantial additional 

time for course development, then indicate “Yes” in the appropriate column.  

 Use one row per course in each term.  

Courses Not Assigned by Unit Head – Number and Name 

 Identify courses you taught during the period that were not assigned as part of your 

load. For example, if you chose to offer a directed reading course to a graduate student 

as overload teaching, or you volunteered to supervise an honour’s thesis student, then 

provide the course information here.  

 If you were assigned this teaching responsibility, then use the table for “Assigned 

Courses”, above.  

Tip: Good citizenship is valued. Overload teaching, whether voluntary or assigned, is an 

example of good citizenship that can be noted in Section 4 (Service).  

Other relevant information about courses taught 

 Is there anything else about your course-related teaching activities that you would like 

considered as part of your performance evaluation? If so, then briefly explain here. 

 Examples include evidence of your commitment to continuous improvement in 

classroom teaching through professional development, or innovation and creativity in 

the design and delivery of curriculum.  

Tip: Activities such as guest lectures and teaching at workshops are collected under 

Service. 
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Training of Highly Qualified Personnel 

Name of research graduate student for whom you were advisor or co-advisor 

 List research Master’s and PhD students for whom you were the advisor or co-

advisor during the evaluation period. A student is a “research graduate student” when 

he or she is in a graduate program that requires original research and the creation of a 

thesis or major paper. 

 For “Degree”, examples include “PhD”, “MSc”, “MES”.  

 Indicate with “F” or “P” whether or not the student was full-time or part-time during 

the evaluation period. 

 Identify the unit in which the student’s program is based, e.g.,  “School of Planning”. 

If the student is not a University of Waterloo student, then indicate the student’s 

university. 

 Specify the date the student began his or her program; leave the space for “End Date” 

blank if the student has not completed his or her degree requirements during the 

evaluation period.  

Name of research graduate student for whom you were an advisory committee member 

 List research Master’s and PhD students for whom you are a member of the advisory 

committee.  

Name of undergraduate research student for whom you were the advisor 

 Use this section to identify research undergraduate students you advised during the 

evaluation period. A student is a “research undergraduate student” when he or she 

completed an honours thesis or project that required original research.  

 The course in which the student(s) was enrolled should be identified above in the 

appropriate section (i.e., Courses Delivered as Part of Your Assigned Teaching, or 

Courses Not Assigned by Chair/Director – Number and Name). 

 Undergraduate research assistants you hired and supervised should be identified in the 

section for other highly qualified personnel you trained. 

Name of PhD students for whom you were a proposal or comprehensive examination committee 

member 

 Membership on a PhD student’s comprehensive examination committee or proposal 

defence committee (where this exists) is considered a contribution to teaching.  

 Indicate the program in which the PhD student was registered (and the university if the 

student is not a University of Waterloo graduate student).  

 Provide the year and month of the examination. 

Tip: In the Faculty of Environment, chairing Master’s and PhD examination committees 

and acting as a thesis examiner (in cases where the faculty member was not also a 

committee member) are counted as “service” and are recorded in Section 4. 
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Names of other highly qualified personnel you trained 

 Identify other people you supervised during the evaluation period, and for whom you 

provided training that should be counted in the context of teaching. Examples include 

post-doctoral researchers and fellows, undergraduate research assistants/associates, 

and laboratory technicians.  

 If your supervisory activities do not involve teaching and training to a significant 

degree, then identify your role as a supervisor or manager in Section 4 as service 

 Under “Type”, describe the person’s appointment type (e.g., “Post-Doc”).  

 Under “Location”, indicate the organization in which the person was based, e.g., 

“School of Planning”  

Optional 

Name of student/s supervised or funded by you who conducted international fieldwork 

 List the names of the students who conducted international fieldwork. 

 For “Degree”, examples include “PhD”, “MSc”, “MES”. 

 Indicate the country where the student conducted the fieldwork. 

 State the length of time the student spent doing this fieldwork e.g. 1 week, 1 term etc. 

 

Name of student/s supervised or funded by you who presented at international conferences 

 List the names of the students who presented at international conferences. 

 For “Degree”, examples include “PhD”, “MSc”, “MES”. 

 Indicate the country where the conference was held. 

 State the date the student presented at the conference (month, year). 

Other relevant information about training of highly qualified personnel 

 Is there any other important information about your involvement in the training of 

graduate students and other highly qualified personnel that you would like considered 

as part of your performance evaluation? If so, then briefly explain here. 

 Examples include evidence of the quality of graduate supervision in the form of 

awards, publications resulting from the work of students you trained during the 

evaluation period, and employment success of those students.  

Section 3:  Scholarship 

Research Funding 

Applications for New Research Funding – Project Title 

 Document funds you applied for during the scholarship evaluation window (2 years) 

to support scholarship.  

 Include applications that were successful, unsuccessful, and not yet decided.  
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 Do not include funds received for activities that do not contribute to scholarship and/or 

graduate training. For example, contracts (whether held privately or through the 

university) that do not contribute to scholarship and/or graduate training are 

documented in Section 5. Similarly, if you secured funds for non-research activities at 

the university, you may identify them in Section 4 as part of your description of 

service. 

 Indicate “Yes” if the funding competition was competitive (based on peer review and 

selection by an arms-length body).  

 Under “Amount Requested” and “Amount Received”, list the total dollar value of the 

funding application.  

 Under “Your Portion”, indicate the dollar value of the total project budget over which 

you have signing authority (in other words, the amount of money that you can spend). 

For example, if you are a team member on a $1 million project, but you only have 

signing authority on $20,000, then enter that amount; if you do not have signing 

authority over any portion of the project budget, then enter $0. If you are the Principal 

Investigator, but you only have signing authority on a portion of the budget (e.g., 

because the remaining funds are under the control of other researchers), then identify 

only the amount over which you have signing authority. 

Ongoing Funded Research Projects – Project Title 

 Following the same instructions as for new projects (above), document research funds 

you secured prior to the scholarship evaluation window but which were available to 

you during the scholarship evaluation window. 

 Do not include projects that were entirely completed prior to the scholarship 

evaluation window, i.e., they did not provide you any funds to support scholarship 

during the scholarship evaluation window. Additionally, do not include funds received 

for work that does not contribute to scholarship and/or graduate training. (See above 

for how to handle these cases.) 

Contributions of funding to innovative scholarship and graduate training 

 The performance evaluation committee is particularly concerned with the extent to 

which research funds you received resulted or will result in innovative scholarship and 

the training of highly qualified personnel such as graduate students and post-doctoral 

researchers.  

 In this space, provide brief highlights of the ways in which the funds that you’ve 

secured contributed to scholarship and graduate training.  

Publications and Designs During the Scholarship Evaluation Window (2 years) 

Refereed Publications – Published, In Press, or Accepted for Publication 

 Use this table to list refereed publications published, in press or accepted for 

publication during the scholarship evaluation window. The Faculty Performance 

Guideline defines  “refereed publications” and indicates when a publication may be 

considered “accepted for publication during the scholarship evaluation window”.  
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 You may choose whether or not to include publications that are in press or accepted 

for publication, but not yet published.  If you do include them on the evaluation for 

Year X, then they must also appear on the form for Year X+1.  If you do not include 

them then they may be included in a subsequent report; once they are included they 

may only count on two consecutive reports. 

 Provide complete citations, including page lengths for books, monographs, reports, 

etc.  

 For the type of publication, use the categories specified in the Faculty Performance 

Guideline, i.e., “Book”, “Edited Book”, “Monograph”, “Journal Article”, “Book 

Chapter”, “Conference Paper”, “Refereed Extended Abstract” and “Other”.  

 Estimate your contributions to multi-authored publications as a percentage, e.g., “50% 

based on contributions to writing, research and editing”.  

Non-Refereed Publications – Published or Accepted for Publication 

 Following the same rules as for refereed publications (see above), use this table to list 

non-refereed publications published, in press or accepted for publication during the 

scholarship evaluation window.  

 Publication types for this section include the ones listed above, and also 

“Presentation”, “Report”, and “Book review”.  

 Ensure that you distinguish invited and keynote presentations from regular 

presentations. 

Designs – completed or accepted for presentation 

 Identify designs and artistic creations that are the product of your scholarship in this 

table. Refer to the Faculty Performance Guideline for types of designs.  

 Provide sufficient information to permit the Performance Evaluation Committee to 

distinguish, for example, major international works from less significant works 

displayed in regional or local forums.  

Publications and Designs in Progress 

 Use this table to document scholarship that was in progress but not published or 

accepted for publication during the scholarship evaluation window. Examples include 

books and journal articles that have been submitted for external peer review or are 

under revision following review, but have not yet been accepted. Normally it is not 

appropriate to list manuscripts and designs that are in preparation. 

 This information is for context only. It will not be used by the performance evaluation 

committee to determine your evaluation for scholarship. However, this information is 

useful in deciding whether or not concerns exist regarding a faculty member's 

productivity. 

Other relevant information about publications and designs 

 Is there anything else about your publications and designs during the scholarship 

evaluation window that you would like considered as part of your performance 
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evaluation? For example, is the quality or impact of some of the works you listed 

especially noteworthy? If so, then briefly explain here. 

Other Contributions to Scholarship During the Scholarship Evaluation Window (2 years) 

Outreach and Engagement 

 Where professional outreach and engagement are considered valid contributions to 

scholarship rather than contributions to service, provide details here.  

 Your unit’s supplementary performance evaluation material must explicitly state that 

professional outreach and engagement should be treated in this way.  

Research leadership 

 If appropriate, briefly document your role as a research leader, e.g., facilitator of 

research and publication by students and colleagues, or leadership of research teams. 

To warrant documentation in the space, these activities should be both substantial and 

significant.   

 Activities such as acting as the Director of a research-focused centre or institute can be 

noted here, but should also be catalogued as service in Section 4.  

Other relevant information about other contributions to scholarship 

 Is there anything else about your other contributions to scholarship that you would like 

considered as part of your performance evaluation? If so, then briefly explain here. 

Scholarship Prior to the Scholarship Evaluation Window 

 You may use this space to provide brief highlights of your scholarship in the two years 

preceding the scholarship evaluation window in order to provide context. Do not list 

all of your publications, designs and grants. Instead, use this space to draw attention to 

your most significant contributions, and to provide information that will help the 

performance evaluation committee understand the disciplinary context, quality, 

quantity and impact of your contributions during the scholarship evaluation window.  

 Supply an electronic copy of your current curriculum vitae with your performance 

evaluation form. You do not need to prepare a separate c.v. in a special format. 

Section 4: Service 

Internal Service (Within the University of Waterloo) 

Name of Graduate Student Examined 

 Identify University of Waterloo graduate student thesis examinations (inside or 

outside of your primary unit) where you were not a member of the student’s advisory 

committee.  
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 Membership on a PhD student’s comprehensive examination committee is considered 

a contribution to teaching, and is therefore documented in Section 2. Therefore, do not 

include PhD comprehensive examinations in this section.  

 Chairing graduate student examinations (thesis or comprehensive) is considered 

service and should be documented in the sections that follow.  

Administrative and Committee Duties – Home Unit(s) 

 Document administrative and committee duties at the unit level using this table.  

 If you have a shared appointment, ensure that the unit to which you provided the 

service is identified.  

 Include graduate student examinations that you chaired in your home unit in this 

section. 

 Indicate the time period during which you undertook the activity (e.g., “2017” or 

“March to May 2017”). Estimate the time commitment involved so that the 

performance evaluation committee can fairly weight your efforts, e.g., “3 days”, “5 

meetings, 1 hour each”, “Approx. 50 hours”. 

 Space is provided later in the form for you to speak to the quality and impact of your 

service contributions. 

Administrative and Committee Duties – Faculty Level 

 Using the same rules as for unit-level service, document administrative and committee 

duties at the faculty level using this table. If you have a shared appointment with a unit 

in another faculty, and you provided service to that faculty, ensure that this is clear.  

 Include graduate student examinations that you chaired in other units in the Faculty of 

Environment in this section. 

Administrative and Committee Duties – University Level 

 Using the same rules as for unit-level service, document administrative and committee 

duties at the university level using this table.  

 Include graduate student examinations that you chaired for units in other faculties at 

the University of Waterloo in this section. 

Evidence of good citizenship 

 In the Faculty Performance Guideline, “good citizenship” is valued and recognized in 

the evaluation of service.  

 Examples of good citizenship include (but are not limited to) offering guest lectures in 

colleagues’ classes, mentoring new faculty, being available in the unit (to colleagues 

and to students), and being willing to take on difficult courses.  

 Provide brief highlights of examples of your good citizenship at any level in the 

University.  

 Limit your response to the space provided. 
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Other relevant information about internal service 

 Is there anything else about your internal service at the University of Waterloo that 

you would like considered as part of your performance evaluation? If so, then briefly 

explain here. 

 Examples could include cases where some of your internal service resulted in a 

particularly noteworthy contribution to the university, or the quality of some of your 

work was especially outstanding?  

External Service (to Professional and Scholarly Organizations, and to the Wider Community) 

External service activity 

 Document your service activities to professional organizations, external agencies, your 

community, or to other bodies.  

 Include acting as a referee for journals and granting agencies and acting as an external 

examiner at other universities in this table.  

 Do not include time spent on paid consulting activities in this section; space is 

provided below in Section 5 for this activity. Additionally, do not include volunteer 

and other activities that are not somehow connected to your professional work. For 

example, membership on the parent’s council at your child’s school normally would 

not be identified here.  

 Indicate the time period during which you undertook the activity (e.g., “2017” or 

“March to May 2017”). Estimate the time commitment involved so that the 

performance evaluation committee an fairly weight your efforts, e.g., “3 days”, “5 

meetings, 1 hour each”, “Approx. 50 hours”. 

Other relevant information about external service 

 Is there anything else about your service to professional and scholarly organizations, 

or to the wider community, that you would like considered as part of your 

performance evaluation? If so, then briefly explain here. 

Section 5:  Other Activities 

Consulting Clients 

 Paid consulting activities that result in scholarship and/or the training of highly 

qualified personnel should be recorded in Section 3. 

 Use this section to document paid consulting activities completed during the 

evaluation period that did not contribute to scholarship and the training of highly 

qualified personnel.  


