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Appendix B

Guidelines for Observations of Teaching’

1.
Introduction

For faculty members seeking tenure, the DPC conducts biannual evaluations of their progress (one evaluation in each semester during each academic year). Personnel decisions regarding recommendations for tenure are based, in part, on the effectiveness of the faculty member’s teaching performance, and it is the responsibility of the DPC to conduct biannual observations of teaching and file reports of those observations with the departmental office.


2.
Procedures

2.1
Observation of effectiveness of teaching includes: (Constitution and Bylaws, Sec 5.216, May 23, 2000)

a. Command of subject matter

b. Skill in presenting materials

c. Respect for students as co-learners

d. Creating an atmosphere that encourages and facilitates students’ efforts to learn and strengthens their capabilities for valid reasoning and independent thought

e. Openness in the examination of a variety of views and tolerance for expressing different views

f.  Fairness and skill in evaluating student performance

g. Acceptance of responsibility for assessing and improving effectiveness as a teacher

h. Acceptance of responsibility for continually updating and improving courses taught

2.2.
The DPC member contacts the faculty member and arranges for a conference prior to the observation date to explain and clarify procedures, identify goals for the observation (i.e., specific areas or skills that the faculty would like the observer to review), request designated materials, and set a positive tone.

2.3.
The faculty member provides the DPC member with a course syllabus, lesson plan, and other materials deemed appropriate.

2.4.
The DPC member attends the class session and observes for an agreed upon period of time (at least 40 minutes) without interfering with instruction and/or activities.

2.5.
The DPC member then surveys students to obtain feedback related to teaching strengths and suggestions for change (see Student Feedback section below).

2.6.
The DPC member writes a draft report and shares the report with the faculty member no later than seven working days after the observation. The observer and faculty member being observed will sign the evaluation report to verify that it was discussed. The faculty member will have an opportunity to add comments to the report within seven working days of receiving the report.  The observer will keep the written student comments for seven working days after reviewing the observation report with the faculty member. After this period of time, the faculty will shred the student comments. One copy of the report will be given to the faculty member and one copy will be placed in his/her personnel file to be reviewed at the annual, third year, and tenure review stages.

3.
Student Feedback

Immediately following the observation, the faculty member is excused from the room. The DPC faculty member explains that all tenure track faculty are observed teaching a class twice a year and that the information from the observation and student feedback is used as part of the evaluation process. The DPC member distributes the attached form to the students and assures them that the anonymous feedback will be shared with the faculty member (i.e., the faculty will not see the written comments). After the student Feedback Form is completed and collected, the DPC faculty member solicits verbal feedback from students. 

The DPC member first asks students if the class he or she observed was typical of other course sessions. Other questions may include:

a. What are the greatest strengths of this instructor?

b. Does the instructor create opportunities for divergent points of view to be explored?

c. Does the instructor encourage intelligent discussion and is she/he sensitive to student responses?

d. Is the instructor knowledgeable about the subject?

e. Does the instructor provide academic assistance to students? Is he or she available to students outside of class?

f. Does the instructor make the course relevant to (the future of) your profession?

g. Are course expectations clear?

h. What does the faculty member bring to your education that is unique, special, noteworthy, etc.?

i. What suggestions do you have for future classes (or change)?

4.
Written Report

4.1
Items that should appear in each report:

a. Faculty member’s name

b. DPC member’s name

c. Course number and title

d. Location, date and time of observation

e. Number of students, graduate and undergraduate status

f. Number of years faculty member has been at NIU

g. Signatures of faculty and DPC member

4.2. The report should contain as many of the following elements as are pertinent to the observation and student discussion:

a. Provide a context of the situation and lesson

b. Describe procedures and content of lesson

c. Provide insights on teaching effectiveness (i.e., knowledge, techniques, interactions, media and technology use, sequencing and pacing, questioning techniques, student involvement, tone or climate, and culminating activities).

d. Provide suggestions to improve teaching based on observation and review of course syllabus

e. Summarize student verbal and written feedback. Include positive feedback and suggestions for change and indicate instances in which students disagreed. Indicate if suggestions are made by the majority or a few students

f. A statement of conclusions and recommendations based on overall observation

Student Feedback Form

Students: As part of the tenure and promotion process in the Department of Teaching and Learning, direct feedback is solicited from students. Please respond to the questions below. Student comments will be summarized and presented to the course instructor and Department Personnel Committee. The course instructor will not see individual student comment sheets and student comment sheets will be shredded after the observation report has been reviewed with the instructor.

1.
Was this a typical class session?
_____ YES

_____ NO


Please explain if you checked NO

2.
What aspects of this instructor’s teaching are especially effective?

3.
What suggestions would you offer to strengthen this instructor’s teaching?

4.
Additional Comments?

