Instructor Evaluation Process
Boston Reed is committed to the success of every student who enrolls. Central to student success is effective teaching. Boston Reed seeks to support its instructors as they continuously improve their teaching skills.  Boston Reed evaluates instructors to ensure that all students are guaranteed to receive at least a minimum level of instructional quality.

Effective evaluation applies professional judgment to teaching performance data in view of explicit performance criteria. Because of the complexity of teaching, Boston Reed engages its most expert education professionals in making these judgments of instructor performance as Satisfactory, Needs Improvement, or Unsatisfactory. Judgments are based on data collected through multiple means over a period of time. Multiple data sources are required to ensure a balanced view and to inform judgments related to various criteria. Criteria used are found in Boston Reed’s Teaching Framework and Rubric. A judgment of Satisfactory corresponds to “Basic” level descriptors or higher in the Teaching Framework and Rubric.
The Evaluation Portfolio

In the evaluation process, you will assemble a portfolio that includes these items:
1. A reflective writing sample about class planning
2. Two video samples of teaching, each no longer than 50 minutes. A reflective writing explains the context of each video and highlights the strengths demonstrated in these samples. Typically, videos are loaded to a video sharing site such as vimeo.com. 
3. Student survey results of “Classroom Environment” and “Mid-Term” surveys.
4. A written summary of activates demonstrating professional responsibility outside of class
Also, your evaluator will conduct brief interviews with your program manager and your school partner representative. The evaluator will consider their input in preparing the evaluation review.
You portfolio can be assembled in a single Word file (or OpenDocument file). An Evaluation Porfolio Template is included below; paste the template into a fresh Word file and use the template structure to orgainze your portfolio. You may choose to include other items in your Evaluation Portfolio. Discuss this with your evaluator. Choose carefully what to include, and provide your evaluator written explanation for additional items you include: What does this item demonstrate about your teaching practice?
Evaluation Questions
Your evaluator uses the contents of your Evaluation Portfolio to answer the six questions below.
I. Planning and Preparation

Standard: Teacher’s plans reflect solid understanding of the content and the students. Instructional outcomes represent important learning suitable to most students. Elements of the instructional design are aligned to the goals.
Question 1: In what ways does the evidence demonstrate that the instructor plans class meetings that are appropriate to students and consistent with the supplied learning outcomes (Objectives)?

2. Classroom Environment

Standard: Classroom environment functions smoothly, with little or no loss of instructional time to routine management. Expectations for student learning are high, and interactions among individuals are respectful. Standards for student conduct are clear.
Question 2: In what ways does the evidence demonstrate that the instructor creates a positive classroom environment that is well organized and conducive to student learning?

3. Instruction

Standard: All students are engaged in learning as a result of clear communication and successful use of questioning and discussion techniques and hands-on activities. Classroom activities are of high quality, and instructor and students make productive use of assessment. The instructor demonstrates flexibility in contributing to the success of each lesson and of each student.

Question 3A: In what ways does the evidence demonstrate that the instructor uses a wide variety of instructional strategies to engage students in learning?

Question 3B: In what ways does the evidence demonstrate that the instructor assesses student understanding frequently, provides feedback to students, and adjusts instruction in response to assessment?

4. Professional Responsibility

Standard: The instructor demonstrates high ethical standards and a genuine sense of professionalism by engaging in accurate reflection on instruction, maintaining accurate records, communicating regularly with colleagues, seeking out activities for professional growth, and promoting the broader goals of the organization.
Question 4A: In what ways does the evidence demonstrate that the instructor takes opportunities to reflect on instructional practice and improve instructional skills?
Question 4B: In what ways does the evidence demonstrate that the instructor responsibly performs required data collection and other administrative tasks and promotes Boston Reed’s broader goals? 

Procedures

All first-time instructors in Boston Reed are formally evaluated during the first course taught. Any instructor who has received a rating lower than Satisfactory and is assigned to teach for Boston Reed again is formally evaluated during the second course assignment. All active instructors are formally evaluated every three years, or more frequently at the discretion of management.

Planning Conference
Evaluator and instructor meet to review the evaluation process. You will set a due date for the portfolio and a date for the Review conference. You will possibly meet face-to-face for the Planning Conference, but, because of distances, meeting by by Skype video call is more likely. If necessry you will meet by phone.
Portfolio Creation
You will assemble items into your Portfolio. The evaluator will interview your program manager and school partner representative. You will communicate with your evaluator as needed to ensure data collection proceeds smoothly and on schedule.

Evaluation of Data

Evaluator reviews the assembled information. Evaluator renders a judgment of Instructor performance, Satisfactory, Needs Improvement, or Unsatisfactory. If the Portfolio contents are not adequate to make a sound judgment, the evaluator may consult with you and request additional evidence. Evaluator prepares a narrative review explaining judgment of performance and providing recommendations for improvement.
Review Conference

Evaluator gives you the written review. You will acknowledge receipt of the review. Optionally, you may provide a written response to the evaluation review.
Outcomes for the Evaluation Process
An instructor judged Unsatisfactory is will not be assigned as lead instructor for another class unless at a future time the instructor provides solid evidence of instructional skill improvement.

A judgment of Needs Improvement will trigger an improvement plan process. Assignment as lead instructor in future Boston Reed classes is contingent upon cooperation in the improvement plan process.
An instructor judged Satisfactory is likely to be offered opportunity to teach other Boston Reed classes in the future.
Evaluation Portfolio 

[Template – Edit as appropriate.]

Instructor:

Date:

Approach to Class Planning

[Reflect on how you prepare for a class meeting. What do you think about as you plan the meeting’s sequence of learning activities?] 
Teaching Sample 1

Title: [Give it a descriptive title.]

Video location: [Paste the URL if load to a website. Or “On disc” if you sent it on disc orother medium.]

Reflection: [Give necessary background to help viewer understand context. Point out what you want your evaluator to notice about your performance. If an event in the sample is instructionally “rough,” suggest alternatives that may have given a different result.]

Teaching Sample 2

Title: [Give it a descriptive title.]

Video location: [Paste the URL if load to a website. Or “On disc” if you sent it on disc orother medium.]

Reflection: [Give necessary background to help viewer understand context. Point out what you want your evaluator to notice about your performance. If an event in the sample is instructionally “rough,” suggest alternatives that may have given a different result.]

Student Surveys

Classroom Environment Survey Location: [Provide link to Results page.]

Mid-Term Survey Location: [Provide link to Results page.]

[If you conducted student surveys on paper rather than online, submit a summary of results.]

Remarks: [Provide any information that supports interpretation of the survey responses.]

Professional Responsibility

[Describe activates you’ve engaged in that demonstrate professional responsibility as outlined in the Teaching Framework and Rubric. ]

Additional Items

(Discuss inclusion of additional items with your evaluator beforehand.)

Instructor Evaluation Worksheet

Evaluator:

Instructor:



PLAN

Date of Planning Conference:

Due Date of Evaluation Portfolio:

Date of Review Conference:

REVIEW

Evaluator writes narrative review of data collected.

1. Planning and Preparation

In what ways does the evidence demonstrate that the instructor plans class meetings that are appropriate to students and consistent with the supplied learning outcomes (Objectives)?

	Evaluator’s remarks:




2. Classroom Environment

In what ways does the evidence demonstrate that the instructor creates a positive classroom environment that is well organized and conducive to student learning?

	Evaluator’s remarks:




3. Instruction

3A. in what ways does the evidence demonstrate that the instructor uses a wide variety of instructional strategies to engage students in learning?
	Evaluator’s remarks:




3B. in what ways does the evidence demonstrate that the instructor assesses student understanding frequently, provides feedback to students, and adjusts instruction in response to assessment?

	Evaluator’s remarks:




4. Professional Responsibility

4A. in what ways does the evidence demonstrate that the instructor takes opportunities to reflect on instructional practice and improve instructional skills?

	Evaluator’s remarks:




4B. in what ways does the evidence demonstrate that the instructor responsibly performs required data collection and other administrative tasks and promotes Boston Reed’s broader goals? 

	Evaluator’s remarks:




OUTCOME

___Unsatisfactory
___Needs Improvement
___Satisfactory

Date presented to instructor:

Evaluator Signature

Instructor Response (optional):

Video Samples of Teaching

Samples of your teaching are essential for your evaluator to understand your teaching practice. Because Boston Reed is widely distributed geographically, in most cases your evaluator cannot physically come to your class to observe. A second-best solution is to video record portions of your class. Some logistical points follow.
1. Boston Reed can lend you an easy-to-use video camera if you do not have access to one. Ask your evaluator.
2. Before turning on the camera, advise your students that you will be recording the class. Explain the purpose for recording. Advise students that the recording will not be distributed outside of Boston Reed*. Then encourage them to forget about the camera.

3. You can operate the camera yourself, leaving it in a single fixed position while you teach. It’s OK if in the course of teaching you occasionally leave the camera’s field of view. Consider before you begin the best placement of the camera to capture most of the action you want to highlight.
4. You may be able to arrange for someone else to operate the camera for you: a friend, a student volunteer, a partner school representative, a teaching colleague, an assistant instructor.

5. While you are to submit two videos in your Evaluation Portfolio, you may wish to record several samples of your class. If the presence of the camera or camera operator distracts students, running the camera multiple times can accustom them to it so they are no longer distracted. Recording multiple samples of teaching also allows you more choice in what to include in your portfolio.  
6. Video need not be High Definition (HD) format for our purposes. HD files are big; smaller files are less cumbersome to move around.

7. Editing your video is not necessary and usually not desirable.

8. To make your video available to your evaluator, you can load it up to Vimeo (http://vimeo.com/) or some other video sharing website. Vimeo has these advantages to look for in video hosting: 
· A free account lets you upload of videos long enough for this purpose. 

· You can control (block) search engine access to your videos, making them available only to those who have a direct link to your video.
9. If your internet connection makes uploading video to a video sharing website impractical, consider placing the video on a disc, memory card, or flash drive and mailing it to your evaluator.

10. Video recording your class runs a close second place to live observation. There is another option trailing far behind in third place. Have someone observe your class and record a “script tape,” writing down as much of the speech and action in the class as possible. You could submit this written record to your evaluator in lieu of video. Discuss this in advance with your evaluator if the first and second choices appear problematic.
*The immediate purpose of recording is instructor evaluation, and the immediate audience is your evaluator. However, if your recording demonstrates something that could be of value to other BR instructors, we would ask your permission to use video within Boston Reed instructor development activities. 
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