
 
 
 
 

 
 

 

 

  

 

  

 

  
  

  
 

 

 
 

  
 

  
 

   
 

   
 

  

  
 

  
 

  
 
 

 
   

 

Procedure # 3.02.21  

Procedure Title: Faculty Professional Development  

Impact: Faculty  

Responsibility: Office of Instruction  

Effective Date: 08/27/03  

Last Update:  

Relates to Policy: 3.02.21  

Legal Citation(s):  

I.  Evaluation of Tenured Faculty Members  

A.  Formal Evaluation  

Tenured faculty members will be formally evaluated once every three years.  These 
procedures apply to faculty members serving as division chairs, with the exception that  

the evaluation will be administered directly by the vice president for instruction. The  

evaluation will be based on student surveys, administrative evaluation, self-evaluation, 
and optional peer review. By September 1 the vice president for instruction’s office will  

send notification to faculty members scheduled to be evaluated that academic year.  

B.  Student Surveys (Once each year)  

Once each year, student surveys will be administered in one class chosen by the faculty  

member.  By the second week of the semester to be evaluated, the faculty member will 
submit to the division chair the name of the class that he or she wishes to have evaluated  

through student surveys. If the faculty member does not submit a class within this time, 
the division chair will choose a class.  The office of the vice president for instruction will  

administer student surveys through the division chair approximately 2 3 weeks before the  

last class meeting.  In addition to the student surveys administered by the vice president  

for instruction, faculty members are encouraged to routinely employ informal feedback  

techniques to assess their teaching effectiveness.  

C.  Self-Report  

By March 1 of the evaluation year, the faculty member will submit a self-report to the  

division chair. The self-report will be inclusive of the time since the previous formal  

evaluation and shall address the criteria outlined in the Tenure Policy. 

D.  Peer Review  

If desired, the faculty member may select up to two peers to submit a peer review report  

to the faculty member and the division chair by the fourth week of the spring semester. 
The report may include reviews of course outlines, syllabi, textbooks, manuals, and other  

course materials, and measures of student performance.  A course observation form may  

also be submitted for classes observed by the peer reviewer.  



 
Procedure # 3.02.21 

 
 

  
 

 

  
 

  
 

   
  

  
 

  
  

  
 

 

 
 

  
 

 

  
 

  

 

  
 

 
 

  
 

  

 
 

E.  Division Chair Teaching Observation and Summative Evaluation  

The division chair will observe the classroom or lab performance of the faculty member. 
By:  

i.  March 1, written teaching observation report(s) will be prepared and forwarded  

to the instructor. 

ii.  March 15, the division chair will have written and submitted to the faculty  

member a summative evaluation report. The report shall address the criteria for  

tenure as written in the Tenure Policy.  Commendations or areas of concern will  

be noted in the report. 

iii.  April 1, the division chair will have met with the faculty member and discussed  

the student surveys, the faculty member’s self-report, the peer reports, the  

teaching observation(s), and the summative evaluation report prepared by the 
division chair. The faculty member and the division chair will sign and date the  

written reports to acknowledge their review.  

iv.  April 15, the summative evaluation report prepared by the division chair, and any  

written comments by the faculty member, will be forwarded to the vice president  

for instruction. If the division chair and the vice president for instruction 
determine that a remediation plan is necessary, it will be developed in 
consultation with the faculty member and the Tenure Committee as described in  

the Remediation Policy and Procedures.  

v.  May 15, the division chair will place all student evaluations and summative  

evaluation reports in the faculty member’s Human Resource personnel file.  

II.  Evaluation of Probationary Faculty Members  

Academic Years 1-3 

A.  Student Surveys  

Each semester for the first three years, student surveys will be administered to all sections 
taught by the probationary faculty member. The office of the vice president for  

instruction shall administer student surveys through the division chair approximately 2 3 
weeks before the last class meeting of the semester.  In addition to the student surveys 
administered by the office of the vice president for instruction, faculty members are  

encouraged to routinely employ informal feedback techniques to assess their teaching  

effectiveness throughout each semester.  

B.  Peer Review  

Peer mentoring will be carried out as described in the Tenure Procedures.  

C.  Self-Report  

By March 1 the probationary faculty member will prepare and submit to the division 
chair an annual self-report. The report shall address the criteria for tenure outlined in the  

Tenure Policy  
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D.  Division Chair Teaching Observation and Summative Evaluation  

The division chair will observe the classroom or lab performance of each probationary  

faculty member at least once a year.  By:  March 1, a written teaching observation report  

will have been prepared by the division chair for each class observed and forwarded to 
the instructor  

i.  March 15, the division chair will have written and submitted to the faculty  

member a summative evaluation report. The report shall address the criteria for  

tenure as written in the Tenure Policy.  Commendations and areas of concern will  

be noted in the report. 

ii.  April 1 the division chair will have met with the faculty member and discussed 
the student surveys, the faculty member’s self-report, the teaching observation(s)  

and the summative evaluation report prepared by the division chair. The faculty  

member and the division chair will sign and date the written reports to 
acknowledge their review.  

iii.  April 15 the summative evaluation report prepared by the division chair, and any  

written comments by the faculty member, will be forwarded to the vice president  

for instruction. If the division chair and the vice president for instruction 
determine that a remediation plan is necessary, it will be developed in  

consultation with the faculty member as described in the Remediation Policy and  

Procedures.  

iv.  May 1 the division chair will make a recommendation regarding continued 
employment to the vice president for instruction. A copy of the recommendation 
will be forwarded to the faculty member. 

v.  May 15 the division chair will place all student evaluations and summative 
evaluation reports in the faculty member’s human resource personnel file.  

E.  Tenure Application Year  

Evaluations will be carried out as prescribed by the Tenure Procedure.  

III.  Evaluation of Special Appointment Faculty  

A.  Student Surveys  

Each semester of each year, student surveys will be administered to at least a portion of  

the sections taught by the special appointment faculty member.  The office of the vice 
president for instruction will administer the surveys through the division chair  

approximately 2-3 weeks before the last class meeting.  In addition to the student surveys 
administered by the office of the vice president for instruction, faculty members are  

encouraged to routinely employ informal feedback techniques to assess their teaching  

effectiveness throughout each semester.  

B.  Peer Review  

If desired, the faculty member may select up to two peers to submit a peer review report  

to the faculty member and the division chair by March 1. The report may include  
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reviews of course outlines, syllabi, textbooks, manuals, and other course materials, and  

measures of student performance. A course observation form may also be submitted for  

classes observed by the peer reviewer.  

C.  Division Chair Teaching Observation and Summative Evaluation  

The division chair will observe the classroom or lab performance of each special  

appointment faculty member at least once a year.  By:  

i.  March 1, a written teaching observation report will have been prepared by the  

division chair for each class observed and forwarded to the instructor.  

ii.  March 15, the division chair will have written and submitted to the faculty  

member a summative evaluation report. The report shall address the criteria for  

tenure as written in the Tenure Policy.  Commendations and areas of concern will  

be noted in the report. 

iii.  April 1 the division chair will have met with the faculty member and discussed 
the student surveys, the faculty member’s self-report, the teaching observation(s), 
and the summative evaluation report prepared by the division chair. The faculty 
member and the division chair will sign and date the written reports to 
acknowledge their review.  

iv.  April 15 the summative evaluation report prepared by the division chair, and any  

written comments by the faculty member, will be forwarded to the vice president  

for instruction. 

v.  May 1 the division chair will make a recommendation regarding continued 
employment to the vice president for instruction. A copy of the recommendation 
will be forwarded to the faculty member. 

vi.  May 15 the division chair will place all student evaluations and summative 
evaluation reports in the faculty member’s Human Resource personnel file.  

IV.  Evaluation of Part-time Credit Faculty  

A.  Student Surveys (Each Semester of each year)  

Each semester of each year, student surveys will be administered in at least one class 
chosen by the faculty member.  Either the division chair or faculty member may choose 
to have more than one class evaluated.  By the second week of the semester, the faculty  

member will submit to the division chair the name of the class(s) that he or she wishes to  

be evaluated through student surveys. If a class is not submitted by the faculty member,  

the division chair will choose a class. The office of the vice president for instruction will  

administer student surveys through the division chair approximately 2 3 weeks before the  

last class meeting.  In addition to the student surveys administered by the vice president  

for instruction, faculty members are encouraged to routinely employ informal feedback  

techniques to assess their teaching effectiveness.  

B.  Division Chair or Director Observations  

The appropriate division chair, director, or designee will observe the classroom or lab 
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performance of each part-time credit faculty member during the first semester of his or  

her appointment, and at least once every three years following initial employment.  A  

written teaching observation report will be prepared after each observation visit.  If either  

commendations or concern are noted, they will be discussed with the instructor before the  

end of the semester.  Each semester, the division chair will forward copies of the teaching  

observation report and recommendations to the instructor and the vice president for  

instruction. The division chair will place all student evaluations and review reports in the  

faculty member’s human resource personnel file.  

C.  Continuation of Employment  

The appropriate division chair or director will make a decision for continuation of  

employment of the part time credit faculty member on a semester by semester basis.  

V.  Evaluation of Librarians  

A.  Timeline  

For the first three years of employment, librarians will be evaluated based on an annual  

cycle of information collection, review, and reporting.  After three years of satisfactory  

evaluations, librarians will be formally evaluated once every three years. Librarians who  

are also department managers will be evaluated by classroom faculty and campus staff  

every two years during the upward evaluation process.  

B.  Criteria  

Librarians will be evaluated on the criteria outlined in the policy on faculty evaluation:  

i.  Academic and technical preparation  

ii.  Performance effectiveness  

iii.  Dependability in meeting contractual responsibilities  

iv.  Professional growth  

v.  Professional ethics  

C.  Student Surveys  

i.  Students and/or staff will be surveyed, when feasible, when they access the 
library and use its services. Surveys will be handled anonymously and 
consolidated into reports for review by the director and/or team managers of  

Learning Resources and the individual librarians involved.  

ii.  Individuals participating in an event conducted by a librarian will be surveyed 
intermittently following the event. Surveys will be handled anonymously and 
consolidated into reports for review by the director and/or management team of  

Learning Resources and the librarian(s) involved.  

D.  Peer Reports  

Informal peer reviews by library staff are performed routinely as part of department  
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interaction and regular staff meeting agendas.  Formal peer reports may be assigned  

library staff by the director or management team members of Learning Resources or the 
vice president for instruction when peer librarians’ or the vice president for instruction’s  

perspectives would be helpful in addressing identified areas of concern.  

E.  Self-Report  

By March 1 of the year of evaluation, the librarian will prepare and submit to the  

appropriate library supervisor or the vice president for instruction, a self-report. The  

report shall address the criteria listed in the faculty evaluation policy and listed above in  

the “Criteria” section.  

F.  Supervisor Review Report  

By March 15 of the year of evaluation, the director of Learning Resources or appropriate  

supervisor (library department head, vice president for instruction) will prepare a written 
report for the librarian being evaluated that addresses the criteria listed above.  The report  

may include survey responses, peer reviews (when relevant), self-reports, and other  

materials relevant to librarian performance.  

G.  Review Meeting  

By April 1 of the year of evaluation, the director of Learning Resources or appropriate 
supervisor will meet with the librarian and discuss the evaluation materials.  Any added  

commendations or concerns expressed in the meeting would be noted in the report. 
Professional development plans deemed appropriate in response to areas of need will be  

designed jointly by the librarian and the supervisor, and included in the report.  

The librarian and the appropriate supervisor will sign the supervisor’s report to 
acknowledge its review and receipt at the meeting.  The librarian’s signature does not  

necessarily indicate agreement with the report, and the librarian is free to attach  

comments or additional materials.  

H.  Report to the Vice President for Instruction  

By April 15 a copy of the completed review report will be submitted to the vice president  

for instruction.  If the appropriate Learning Resources supervisor and the vice president  

for instruction determine that a remediation plan is necessary, it will be developed in 
consultation with the librarian as described in the Remediation Policy and Procedures.  

The vice president for instruction, in consultation with a librarian manager and the  

library’s management team that report directly to this position, may determine a  

remediation plan is necessary for a librarian serving on the Learning Resources 
management team.  All parties involved in the remediation process will follow the  

Remediation Policy and Procedures.  

I.  Reports Maintained in Human Resources  

By May 15 of the year of evaluation, the director of Learning Resources or Learning  

Resources management team or the vice president for instruction will place all evaluation  

and review reports in the librarian’s human resource personnel file.  

J.  Evaluation of part-time librarians  

The appropriate supervisor(s) will observe the performance of part-time librarians during  

the semester of his or her appointment, and at least once every three years following  



 
Procedure # 3.02.21 

 
 

   
  

  
  

 
 

   
 

  

 

 

  
  

 
   

 

  
 

  

  

  

  

  

  

   
 
 

 

  
 

  
 

 

  
 

initial employment.  A written performance evaluation report will be prepared after each  

observation. If either commendations or concerns are noted, they will be discussed with  

the librarian before the end of the semester.  Student and/or staff surveys may also be 
administered if and when appropriate. 

The supervising librarian will forward copies of the performance evaluation report and  

recommendations, and any student and/or staff survey results to the part-time librarian  

and the vice president for instruction.  If the appropriate Learning Resources supervisor  

and the vice president for instruction determine that a remediation plan is necessary, it  

will be developed in consultation with the part-time librarian as described in the 
Remediation Policy and Procedures.  The supervising librarian will place all evaluations 
and any staff and/or student survey results in the part-time librarian’s human resource 
personnel file.  

VI.  Evaluation of Counselors  

A.  Timeline  

For the first three years of employment, counselors will be evaluated based on an annual  

cycle of information collection, review, and reporting.  After three years of satisfactory  

evaluations, counselors will be formally evaluated once every three years.  

B.  Criteria  

Counselors will be evaluated on the criteria outlined in the policy on faculty evaluation:  

i.  Academic or technical preparation  

ii.  Performance Effectiveness  

iii.  Dependability in meeting contractual responsibilities  

iv.  Professional Growth  

v.  Professional Ethics. 

C.  Student Surveys  

i.  Students will be surveyed intermittently when they access counseling services.  

Surveys will be handled anonymously and consolidated periodically into reports  

for review by the Director of Counseling Services and the individual counselor(s)  

involved.  

ii.  Individuals participating in events conducted by a counselor or those events  

receiving support from a counselor will be surveyed intermittently following the  

event. Surveys will be handled anonymously and consolidated into reports for  

review by the Director of Counseling Services and the individual counselor(s)  

involved.  

D.  Peer Reports  

Informal peer reviews by counseling staff are performed routinely as part of department  
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interaction and regular staff meeting agendas.  Formal peer reports by counseling staff  

may be assigned by the director of counseling services when peer counselor perspectives 
would be helpful in addressing identified areas of concern.  

E.  Self-Report  

By March 1 of the year of evaluation, the counselor will prepare and submit to the  

director of counseling services a self-report.  The report shall address the criteria listed in  

the faculty evaluation policy and listed again above in the “Criteria Section.”  

F.  Supervisor Review Report  

By March 15 of the year of evaluation, the director of counseling services will prepare a 
written report for the counselor that addresses the criteria listed above.  The report may  

include survey responses; peer reviews, when relevant; self-reports; and other materials  

relevant to counselor performance.  

G.  Review Meeting  

By April 1 of the year of evaluation, the director of counseling services will meet with  

the counselor and discuss the evaluation materials. Any added commendations or  

concerns expressed in the meeting will be noted in the report. Professional development  

plans deemed appropriate in response to areas of need will be designed jointly by the  

counselor and the director of counseling services, and included in the report.  

The director of counseling services and the counselor will sign the director’s report to  

acknowledge its review and receipt at the meeting.  The counselor’s signature does not  

necessarily indicate agreement with the report, and the counselor is free to attach  

comments or additional materials.  

H.  Report to Vice President for Student Services  

By April 15 a copy of the completed review report will be submitted to the vice president  

for student services.  If the director of counseling services and the vice president for  

student services determine that a remediation plan is necessary, it will be developed in 
consultation with the counselor as described in the Remediation Policy and Procedures.  

I.  Reports maintained in Human Resources  

By May 15 of the year of evaluation, the director of counseling services will place all  

evaluation and review reports in the counselor’s human resource personnel file.  

VII.  Evaluation of Part-time Counselors  

A.  The appropriate supervisor(s) will observe the performance of part-time counselors 
during the semester of his or her appointment, and at least once every three years 
following initial employment. A written performance evaluation report will be prepared 
after each observation.  If either commendations or concerns are noted, they will be 
discussed with the counselor before the end of the semester. Professional development  

plans deemed appropriate in response to areas of need will be designed jointly by the  

counselor and the supervisor and included in the report. Student surveys may also be  

administered if and when appropriate.  
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B.  The supervisor will forward copies of the performance evaluation report and 
recommendations, and any student survey results, to the vice president for student  

services.  If the director of counseling services and the vice president for student services  

determine that a remediation plan is necessary, it will be developed in consultation with  

the counselor as described in the Remediation Policy and Procedures. The supervisor  

will place all evaluations and student survey results in the part-time counselor’s human 
resource personnel file.  
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Draft Faculty Evaluation Procedure Timelines
1-20-03

Deadline Tenured Faculty Member

Sept. 1 VPI notifies faculty member of evaluation

Mar. 1

Faculty member submits self-report to division Chair

Peer submits report to faculty member and division Chair

Division Chair submits classroom observation report to faculty member

Mar. 15 Division Chair submits summative evaluation report to faculty member

Apr. 1 Division Chair meets with faculty member to review evaluation reports

Apr. 15 Division Chair submits summative evaluation report and instructor’s comments 
to the vice president

May 15 Division Chair places evaluation documents in personnel file.

Deadlines Probationary Faculty Members Years 1-3

Mar. 1 Faculty member submits self-report to division Chair

Division Chair submits classroom observation report to faculty member

Mar. 15 Division Chair submits summative evaluation report to faculty member

Apr. 1 Division Chair meets with faculty member to review evaluation reports

Apr. 15 Division Chair submits summative evaluation report and instructor’s comments to 
the vice president

May 1 Division Chair recommendation concerning continued employment to VPI

May 15 Division Chair places evaluation documents in personnel file.
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Special Appointment Faculty

Mar. 1 Peer submits report to faculty member and division Chair (optional) Division Chair
submits classroom observation report to faculty member

Mar. 15 Division Chair submits summative evaluation report to faculty member

Apr. 1 Division Chair meets with faculty member to review evaluation reports

Apr. 15 Division Chair submits summative evaluation report and instructor’s comments to 
the vice president

May 1 Division Chair recommendation concerning continued employment to VPI

May 15 Division Chair places evaluation documents in personnel file.

Deadlines
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VIII.  

Deadlines  Librarians  

Mar.  1  Librarian submits self-report to appropriate library supervisor or the Vice  

President for Instruction  

Mar. 15  Appropriate library supervisor or the Vice President for Instruction submits a 
summative evaluation report to librarian  

Apr.  1  Appropriate supervisor or the Vice President of Instruction meets with librarian to  

review evaluation reports  

Apr. 15  Appropriate supervisor submits summative evaluation report and librarian’s self-  

report to the Vice President for Instruction  

May 15  Appropriate supervisor or the Vice President for Instruction places evaluation  

documents in personnel file  

Deadlines  Counselors  

Mar.  1  Counselor submits self-report to director of counseling services  

Mar.  15  Director of counseling services submits a summative evaluation report to  

counselor  

Apr.  1  Director of counseling services meets with counselor to review evaluation reports  

Apr.  15  Director of counseling services submits summative evaluation report and  

counselor’s self-report to the Vice President for Student Services  

May 15  Director of counseling services places evaluation documents in personnel file  
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		20		1		Tags->0->0		7.3 Graphics		Alt vs. Actual Text		Passed		Please verify that Alt Text is more appropriate than Actual Text for the highlighted element.		Verification result set by user.

		21		1		Tags->0->0		7.3 Graphics		Figures without caption.		Passed		A Figure without caption has been detected. Please ensure to tag a caption if required.		Verification result set by user.

		22						7.3 Graphics		Grouped graphics		Passed		No Figures with semantic value only if grouped were detected in this document.		

		23		1		Tags->0->0		7.3 Graphics		Graphics most accessible representation.		Passed		A graphic has been detected. Please verify that the most accessible representation is used.		Verification result set by user.

		24						7.4 Headings		Numbered Headings - Nesting		Passed		All Headings are nested correctly		

		25						7.4 Headings		Mixed Headings		Passed		Document does not use a both unnumbered and numbered headings.		

		26						7.4 Headings		Numbered Headings - Arabic Numerals		Passed		All Headings are using arabic numerals.		

		27		10,11,12		Tags->0->9->6->1->1->1->1->2,Tags->0->9->6->1->1->1->1->3,Tags->0->9->6->1->1->1->1->4,Tags->0->9->7->1->0,Tags->0->9->7->1->1		7.5 Tables		Summary		Passed		Table doesn't define the Summary attribute.		Verification result set by user.

		28						7.5 Tables		Header Cells		Passed		All table cells have headers associated with them.		

		29						7.5 Tables		Scope Attribute		Passed		All TH elements define the Scope attribute.		

		30						7.5 Tables		Column headers in rows		Passed		No rows with inappropriate or missed headers were detected in document.		

		31						7.5 Tables		Row headers in columns		Passed		No rows with inappropriate or missed headers were detected in document.		

		32		10,11,12		Tags->0->9->6->1->1->1->1->2,Tags->0->9->6->1->1->1->1->3,Tags->0->9->6->1->1->1->1->4,Tags->0->9->7->1->0,Tags->0->9->7->1->1		7.5 Tables		Organize Table		Passed		A table has been detected, please ensure that the table is well organized in rows and columns.		Verification result set by user.

		33						7.6 Lists		Correct Structure - Lbl		Passed		All Lbl elements passed.		

		34						7.6 Lists		Correct Structure - LBody		Passed		All LBody elements passed.		

		35						7.6 Lists		Correct Structure - LI		Passed		All List Items passed.		

		36						7.6 Lists		Correct Structure - L		Passed		All List elements passed.		

		37						7.6 Lists		ListNumbering		Passed		All List elements passed.		

		38				Pages->0		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 1 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		39				Pages->1		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 2 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		40				Pages->2		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 3 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		41				Pages->3		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 4 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		42				Pages->4		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 5 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		43				Pages->5		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 6 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		44				Pages->6		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 7 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		45				Pages->7		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 8 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		46				Pages->8		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 9 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		47				Pages->9		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 10 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		48				Pages->10		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 11 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		49				Pages->11		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 12 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		50						7.15 XFA		Dynamic XFA		Passed		Document doesn't contains a dynamic XFA form.		

		51						7.16 Security		P entry in encryption dictionary		Passed		This file is encrypted, but it contains the P key in the encryption dictionary and the 10th bit is set to true.		

		52				Doc		7.17 Navigation		Document Outline (Bookmarks)		Passed		Number of headings and bookmarks do not match.		Verification result set by user.

		53		10		Tags->0->9->6->1->1->1->1->1		7.17 Navigation		Document Outline (Bookmarks)		Passed		The heading level for the highlighted heading is 3 , while for the highlighted bookmark is 2. Suspending further validation.		Verification result set by user.

		54						7.18.2 Annotation Types		TrapNet		Passed		No TrapNet annotations were detected in this document.		

		55						7.20 XObjects		Content referenced more than once		Passed		No Form XObjects contain MCIDs and are referenced more than once.		

		56						7.21 Fonts		Embedding		Passed		All fonts used for rendering are embedded		

		57						7.21 Fonts		CIDFont - Type 2 CIDToGIDMap exists		Passed		All Type 2 CID fonts contain CIDToGIDMap dictionaries.		

		58						7.21 Fonts		CIDFont - Type 2 CIDToGIDMap Type		Passed		All Type 2 CID fonts contain CIDToGIDMaps that are either set to Identity or are stream.		

		59						7.21 Fonts		ToUnicode map exists		Passed		All fonts either define the ToUnicode entry or a known encoding.		

		60						7.21 Fonts		Font and FontDescriptor dictionaries		Passed		Passed		

		61						7.21 Fonts		TrueType Font Encoding		Passed		All TrueType fonts define a valid Encoding entry in their font dictionary.		

		62						7.21 Fonts		Type 0 Fonts - Encoding CMap		Passed		All CMaps are either predefined or embedded.		

		63						7.1 General		Correct Structure - RP, RB and RT		Not Applicable		No RP, RB or RT elements were detected in this document.		

		64						7.1 General		Correct Structure - Ruby		Not Applicable		No Ruby elements were detected in this document.		

		65						7.1 General		THead, TBody and TFoot		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		66						7.1 General		TOCI		Not Applicable		No TOCI elements were detected in this document.		

		67						7.1 General		TOC		Not Applicable		No TOC elements were detected in this document.		

		68						7.1 General		Correct Structure - Warichu		Not Applicable		No Warichu elements were detected in this document.		

		69						7.1 General		Correct Structure - WT and WP		Not Applicable		No WP or WT elements were detected in the document		

		70						7.1 General		Use the Beep function		Not Applicable		No scripts were detected in this document.		

		71						7.1 General		No Flicker		Not Applicable		No elements that could cause flicker were detected in this document.		

		72						7.1 General		Sound Alternatives		Not Applicable		No multimedia elements were detected in this document.		

		73						7.1 General		OCR validation		Not Applicable		No raster-based images were detected in this document.		

		74						7.3 Graphics		Graphics tagged inside Link		Not Applicable		No graphics inside link were detected in this document.		

		75						7.4 Headings		Unnumbered Headings		Not Applicable		No unnumbered headings (H tags) were detected in this document.		

		76						7.4 Headings		Headings representing a 7th level		Not Applicable		No Heading elements were detected in this document.		

		77						7.7 Mathematical Expressions		Formula - Alternate Representations		Not Applicable		No Formula tags were detected in this document.		

		78						7.7 Mathematical Expressions		Formula - Appropriate alternate representations.		Not Applicable		No Formula tags were detected in this document.		

		79						7.7 Mathematical Expressions		Formula text tagged in Formula		Not Applicable		No formula text were detected in this document.		

		80						7.9 Notes and references		Note tag unique ID		Not Applicable		No Note tags were detected in this document.		

		81						7.9 Notes and references		References		Not Applicable		No internal links were detected in this document		

		82						7.10 Optional Content		Names and AS keys		Not Applicable		No Optional Content were detected in this document.		

		83						7.11 Embedded Files		F, UF and Desc keys		Not Applicable		No Embedded files were detected in this document.		

		84						7.12 Article Threads		7.12 Article Threads		Not Applicable		No Article threads were detected in the document		

		85						7.14 Non-Interactive Forms		PrintField attributes		Not Applicable		No non-interactive forms were detected in this document.		

		86						7.18.1 Annotations		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		87						7.18.1 Annotations		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		88						7.18.1 Annotations		Annotations correct reading order.		Not Applicable		No visible annotations were detected in the document.		

		89						7.18.1 Annotations		Annotations for visual formatting		Not Applicable		No annotations used for visual formatting found		

		90						7.18.1 Annotations		Other annotations doesn't have alternative description		Not Applicable		No other annotations were detected in this document.		

		91						7.18.2 Annotation Types		Unknown Annotations		Not Applicable		No unknown annotations were detected in this document.		

		92						7.18.3 Tab Order		Tabs Key		Not Applicable		Document does not have annotations		

		93						7.18.4 Forms		Accessible Radio Buttons		Not Applicable		No Radio Buttons were detected in this document.		

		94						7.18.4 Forms		Alternate Representation		Not Applicable		No Form Fields were detected in this document.		

		95						7.18.5 Links		Link Annotations - Valid Tagging		Not Applicable		No tagged Link annotations were detected in this document.		

		96						7.18.5 Links		Includes Link Annotation		Not Applicable		No Link tags were detected in this document.		

		97						7.18.5 Links		Alternate Representation		Not Applicable		No Link annotations were detected in document.		

		98						7.18.5 Links		IsMap attribute		Not Applicable		No Link annotations were detected in this document.		

		99						7.18.8 PrinterMark Annotations		PrinterMark Annotations - Valid tagging		Not Applicable		No PrinterMark Annotations were detected in this document.		

		100						7.19 Actions		Script keystroke timing		Not Applicable		No scripts were detected in this document.		

		101						7.20 XObjects		Reference Form XObjects		Not Applicable		No Form XObjects were detected in the document.		

		102						7.21 Fonts		Type 0 Fonts - Registry		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		103						7.21 Fonts		Type 0 Fonts - Ordering		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		104						7.21 Fonts		Type 0 Fonts - Supplement		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		105						7.21 Fonts		Type 0 Fonts - WMode		Not Applicable		No Type 0 fonts with stream Encoding defined in the document.		

		106						7.21 Fonts		Type 0 Fonts - Referenced CMaps		Not Applicable		No CMap references another CMap.		
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    		Serial		Page No.		Element Path		Checkpoint Name		Test Name		Status		Reason		Comments

		1		1		Tags->0->0		Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Figures		Passed		Please verify that Alt of "Logo North Idaho College" is appropriate for the highlighted element.		Verification result set by user.

		2						Guideline 1.3 Create content that can be presented in different ways		No nested Headings		Passed		Heading tags are not nested inside one another.		

		3						Guideline 1.3 Create content that can be presented in different ways		Lbl - Valid Parent		Passed		All Lbl elements passed.		

		4						Guideline 1.3 Create content that can be presented in different ways		LBody - Valid Parent		Passed		All LBody elements passed.		

		5						Guideline 1.3 Create content that can be presented in different ways		List Item		Passed		All List Items passed.		

		6						Guideline 1.3 Create content that can be presented in different ways		List		Passed		All List elements passed.		

		7						Guideline 1.3 Create content that can be presented in different ways		Table Cells		Passed		All Table Data Cells and Header Cells passed		

		8						Guideline 1.3 Create content that can be presented in different ways		Table Rows		Passed		All Table Rows passed.		

		9						Guideline 1.3 Create content that can be presented in different ways		Table		Passed		All Table elements passed.		

		10						Guideline 1.3 Create content that can be presented in different ways		Tagged Document		Passed		Tags have been added to this document.		

		11						Guideline 1.3 Create content that can be presented in different ways		Heading Levels		Passed		All Headings are nested correctly		

		12						Guideline 1.3 Create content that can be presented in different ways		ListNumbering		Passed		All List elements passed.		

		13						Guideline 1.3 Create content that can be presented in different ways		Orientation		Passed		Document is tagged and content can be rendered in any orientation.		

		14						Guideline 1.3 Create content that can be presented in different ways		Header Cells		Passed		All table cells have headers associated with them.		

		15		10,11,12		Tags->0->9->6->1->1->1->1->2,Tags->0->9->6->1->1->1->1->3,Tags->0->9->6->1->1->1->1->4,Tags->0->9->7->1->0,Tags->0->9->7->1->1		Guideline 1.3 Create content that can be presented in different ways		Summary attribute		Passed		Table doesn't define the Summary attribute.		Verification result set by user.

		16						Guideline 1.3 Create content that can be presented in different ways		Scope attribute		Passed		All TH elements define the Scope attribute.		

		17						Guideline 1.3 Create content that can be presented in different ways		Meaningful Sequence		Passed		No Untagged annotations were detected, and no elements have been untagged in this session.		

		18				Doc		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Format, layout and color		Passed		Make sure that no information is conveyed by contrast, color, format or layout, or some combination thereof while the content is not tagged to reflect all meaning conveyed by the use of contrast, color, format or layout, or some combination thereof.		Verification result set by user.

		19				Doc		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Minimum Contrast		Passed		Please ensure that the visual presentation of text and images of text has a contrast ratio of at least 4.5:1, except for Large text and images of large-scale text where it should have a contrast ratio of at least 3:1, or incidental content or logos
		Verification result set by user.

		20		1		Tags->0->0->0		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Non-Text Contrast		Passed		Please verify that all graphical elements need to have a contrast ratio of at least 3:1 against adjacent colors.		Verification result set by user.

		21						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Reflow		Passed		Document is tagged and content can be rendered in any device size.		

		22						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Text Spacing		Passed		Document is tagged and content can be rendered by user agents supporting tagged PDFs in any text spacing.		

		23				Doc		Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Outlines (Bookmarks)		Passed		Number of headings and bookmarks do not match.		Verification result set by user.

		24		10		Tags->0->9->6->1->1->1->1->1		Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Outlines (Bookmarks)		Passed		The heading level for the highlighted heading is 3 , while for the highlighted bookmark is 2. Suspending further validation.		Verification result set by user.

		25				MetaData		Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Metadata - Title and Viewer Preferences		Passed		Please verify that a document title of Procedure# 3.08.21: Faculty Professional Development is appropriate for this document.		Verification result set by user.

		26						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Headings defined		Passed		Headings have been defined for this document.		

		27				MetaData		Guideline 3.1 Make text content readable and understandable.		Language specified		Passed		Please ensure that the specified language (EN-US) is appropriate for the document.		Verification result set by user.

		28						Guideline 3.2 Make Web pages appear and operate in predictable ways		Change of context		Passed		No actions are triggered when any element receives focus		

		29				Pages->0		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 1 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		30				Pages->1		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 2 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		31				Pages->2		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 3 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		32				Pages->3		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 4 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		33				Pages->4		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 5 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		34				Pages->5		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 6 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		35				Pages->6		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 7 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		36				Pages->7		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 8 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		37				Pages->8		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 9 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		38				Pages->9		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 10 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		39				Pages->10		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 11 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		40				Pages->11		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 12 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		41						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Formulas		Not Applicable		No Formula tags were detected in this document.		

		42						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Links		Not Applicable		No Link annotations were detected in document.		

		43						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Other Annotations		Not Applicable		No other annotations were detected in this document.		

		44						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Forms		Not Applicable		No Form Fields were detected in this document.		

		45						Guideline 1.2 Provide synchronized alternatives for multimedia.		Captions 		Not Applicable		No multimedia elements were detected in this document.		

		46						Guideline 1.3 Create content that can be presented in different ways		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		47						Guideline 1.3 Create content that can be presented in different ways		Link Annotations		Not Applicable		No tagged Link annotations were detected in this document.		

		48						Guideline 1.3 Create content that can be presented in different ways		Links		Not Applicable		No Link tags were detected in this document.		

		49						Guideline 1.3 Create content that can be presented in different ways		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		50						Guideline 1.3 Create content that can be presented in different ways		RP, RT and RB - Valid Parent		Not Applicable		No RP, RB or RT elements were detected in this document.		

		51						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Ruby		Not Applicable		No Ruby elements were detected in this document.		

		52						Guideline 1.3 Create content that can be presented in different ways		THead, TBody and TFoot		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		53						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Warichu		Not Applicable		No Warichu elements were detected in this document.		

		54						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - WT and WP		Not Applicable		No WP or WT elements were detected in the document		

		55						Guideline 1.3 Create content that can be presented in different ways		Article Threads		Not Applicable		No Article threads were detected in the document		

		56						Guideline 1.3 Create content that can be presented in different ways		Identify Input Purpose		Not Applicable		No Form Annotations were detected in this document.		

		57						Guideline 1.3 Create content that can be presented in different ways		Tabs Key		Not Applicable		Document does not have annotations		

		58						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Content on Hover or Focus		Not Applicable		No actions found on hover or focus events.		

		59						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Images of text - OCR		Not Applicable		No raster-based images were detected in this document.		

		60						Guideline 2.1 Make all functionality operable via a keyboard interface		Character Key Shortcuts		Not Applicable		No character key shortcuts detected in this document.		

		61						Guideline 2.1 Make all functionality operable via a keyboard interface		Server-side image maps		Not Applicable		No Link annotations were detected in this document.		

		62						Guideline 2.2 Provide users enough time to read and use content		Timing Adjustable		Not Applicable		No elements that could require a timed response found in this document.		

		63						Guideline 2.3 Do not design content in a way that is known to cause seizures		Three Flashes or Below Threshold		Not Applicable		No elements that could cause flicker were detected in this document.		

		64						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Focus Not Obscured (Minimum)		Not Applicable		This criterion is not applicable to pdf files.		

		65						Guideline 2.5 Input Modalities		Dragging Movements		Not Applicable		This criterion is not applicable to pdf files.		

		66						Guideline 2.5 Input Modalities		Target Size (Minimum)		Not Applicable		Document does not have active elements requiring a minimum target size.		

		67						Guideline 2.5 Input Modalities		Label in Name		Not Applicable		No Form Annotations were detected in this document.		

		68						Guideline 2.5 Input Modalities		Motion Actuation		Not Applicable		No elements requiring device or user motion detected in this document.		

		69						Guideline 2.5 Input Modalities		Pointer Cancellation		Not Applicable		No mouse down events detected in this document.		

		70						Guideline 2.5 Input Modalities		Pointer Gestures		Not Applicable		No RichMedia or FileAtachments have been detected in this document.		

		71						Guideline 3.2 Make Web pages appear and operate in predictable ways		Consistent Help		Not Applicable		This criterion is not applicable to pdf files.		

		72						Guideline 3.3 Help users avoid and correct mistakes		Accessible Authentication (Minimum)		Not Applicable		This criterion is not applicable to pdf files.		

		73						Guideline 3.3 Help users avoid and correct mistakes		Redundant Entry		Not Applicable		No form elements requiring redundant information detected in this document.		

		74						Guideline 3.3 Help users avoid and correct mistakes		Form fields value validation		Not Applicable		No form fields that may require validation detected in this document.		

		75						Guideline 3.3 Help users avoid and correct mistakes		Required fields		Not Applicable		No Form Fields were detected in this document.		

		76						Guideline 4.1 Maximize compatibility with current and future user agents, including assistive technologies		4.1.2 Name, Role, Value		Not Applicable		No user interface components were detected in this document.		

		77						Guideline 4.1 Maximize compatibility with current and future user agents, including assistive technologies		Status Message		Not Applicable		Checkpoint is not applicable in PDF.		
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