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'MCGILL EVALUATION SYSTEM ASER'S GUIDE
.

a
Description

The McGill Evaluation System is. a practical step-by-step .

. r.
procedure for' university faculty who are

\
interested in

A

instructional evaluation. l'his guide will take you from the

initial planning of an evaluation, tArough 'data

the maki.ng of .changes in a course or program.

collection, to

SuppleMental

materials and readings are contained in resource files which

accompany each step, and are referred to in the guide. You will

- also be directed to other services or facilitips on the campus if

necessary. It is recommended that you work with aconsultant'

from the Centre focejdiching and Learning Services (CTLS)
4_

however, the eaent of his or her involvement will vary.

The pl4oCedure -used in-this system contains six sequential

steps.;

1. Degtricbing the purpose of the evaluation.

P. Deciding the aspects of the intruct:ion to be
evaluated.

Determining what information will be collected.

4. Setting criteria for change or decision.

5. Collecting, analyzing and interpreting the
informattpn.

, 6. Making changes.

4

1 9
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. Procedural and Polisx_l_llues

During the f,irst two years of,the implementation of the

McGill Evaluation System, several issues arose regarding its use,

Through discussion at CTLS, consultation with faculty m

,
bers,

and with other instructional development centres, con3e 4 us was

reached on the following items:

1. The professor or department who undertakes an evaluation

.is responsible for the planning and implementation of

the procedures'; Centre for Teaching and Learning

Sei-vices staff act* as Consultants rather than

evaluators; that is, advice and resources are supplied

whenever required, but the actual evaluation is done by

the client.

2. Participation in any evaluation is completely voluntary;

.it is r.ecommended that Any individual being evalonted

iilso be involved in the entire planning process.

Evd,i6tion resUlt.: are confidential, and are the sole

property of the professor conducting the ,evaluation.

When A. department-wide evaluation is being Conducted,

each individual professor is responsible for the

dissemination and use of his or her results. However,

an agreement may be reached within a department or

betwedn a professor add a chairman specifying the

distribution of evaluation results.

20
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4: Evaluations for personnel decisions based on the.

Evaluations System must c,Intain a statement from a

consultant at the Centre for Teaching and Learning

'Services attesting to the strengths and limitations of

the procedures used. The Centre accepts no

responsibility for evaluations.whigh do not conform to

-this policy.

OverView of the Evaluation System

is thel,
purpose?

What aspects
of instruction?

vo
Ir

or

a.

a.
a.

Consultants and
Resoulce Files
,a. e

What informationd

1

What criteria r

will be used? r

1 e
1 /

r I
r- ,

Collecting the / /

information r

/

/

r

1-

fl

Making decisions
and changes,

4.
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For eaoh step you will be given the following

information:

1. The Task: Wh-,t you will do at this step, and how it

relates to the evaluation aocess as a whole.

How t.i compl..te the Task:
7

roferonoev.,

Ativities, resouiro0S,

mAerial:; to 117;e, people to consult.

1; thf. Task Complete? A'summary of what you"should havP

at the end of the step.

t1

4016
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STEP ONE

WHAT IS THE PURPOSE OF THE EVALUATION?

The Task

Many details in tile evaluation procedure will:vary depending

on your purpose; it is important, therefore, to be as specific as

possible, and to reach consensus if more than one professor is

indolved.

When this step is complete, you should have answered the ,

following questions:

1. What is prompting the evaluation?
r-

2. Will the evaluation be primarily for improvement or for
personnel decisions?

3. What types of changes are-you considering, or what
decisions do you need to make?

4 What will be evaluated (teaching skills, course content,
course organization, program organfzation)?

It is recommended that you records-your goals ov)urposes in order
411.

-Nt..) refer bark to them at-later stages of the evaluation..

How to Complete the Task

Question 1: What. s prompting the evaluation?

The answer to this question should be concrete and

straightforward.

23
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Ex amp.le Answers

1. Students in the third ye'ar of the .program are not
adequately prepared.

f. The failure rate among students is high.

3. I am applying for promotion next year.

4. I want to see what 'improvements I can make in my
teaching.

Question.?: Will the evaluation be priparily for improvement

-or ,ursonnel decisions?

Although evaluation for improvement and for personnel

decision-making overlap .in many instanc'es, there will be some

variation in procedure, personnel decision-making may

require more comprehensive and more general informati&n;

evaluation f3r improvement could be an in-depth examination of

one aspect of a course. It is necessary, therefore, to-specify

the primary purpnse of the evaluation before planning of the

procedures' begins. Other "administrtative" decisions such as

changes in the content o'f a program can be viewed as having.the

overail purpose of improvement and therefore will be categorized

as "evallaatlon for improvement."

Articles in Resource File 1A contain fur.ther thoughts on the

improvement-administrative distinction.

Baker, R.L. Curriculum evaluation.
Research, 1959, 39(3)

Review of Educational

Distinguishes between formative (improvement-

oriented) and summative (decision-oriented) evaluation.

24
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Crunbach, L.J. Evaluatidn for course improvement. Teacher's
College Record, 1963, 64, 672-683. .

.

\
.

,

Grasha, T. Principles and models for asseisin faculty
performance: a monograph; Cin ,cinnati aculty.Research.t

*TITIT6FIFT-UrTiversrEV73? Cincinnati, 1972. (File 2C)

This article presents different mod.els .of

evaluation with suggestions for implementation.

111.oid, (I.H. Systems design for course evaluation: Paper
presented at the annual meetihg of ,the American
Educational Research Association, Chicago, April, 1972.

Pages 1-8 provide a good general introduction-to

evaluation.

Question 3: What types of changes pre yob con.1,idering or what
%

decisions do t22_Li(Itsitp_make?

The mast difficult aspect of this question is to focus or

direct; i.e., tn move away from generalities such as "We want to

improve the pr,ogram."

The answer should be specific enough to allow you to judge

.the Fcinbility of your planned changes in terms of time and.

resour,-e:;. Will you, for example, enroll in a 40-hour course to

improve your teaching, or will you spend 2 weeks during th,e

summer reorganizing your course? ,

Example Answers

1. A committee will be established to rewrite the
objedtives and the course out,line for the introductol4y
course.

2. Professor X will read a number of articles on teaching
methods and enroll in a self-instructional course on
teaching skills.

3. A new format .will be tried for the course (e.g.,,
computer-aSsisted instruction, or student-led seminars),

9
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Mpny educators have examined the process of change at the

university leve-l-.-the factors that make a change accepta4le, and

Ilow to evalilate the effect or the ehange.You may find these
A

analyses useful in judging the types of chanies that are feasible

for' your own situation. File lB contains:

Corprew, & Davis,. H.J. An organizational development
effort to improve instruction at a university, With
suggestions fpr successful -implementation. Educational
Technolou,.1975, 15, 41-44.

Gaff, S.S. Institutional 'change. In S.. Gaff (Ed.),
Resource N6tebook. Washington: Project on Institutional
Renewal through the Improvement-of Teaching,- 1976.

The author provides an overview of institutional

change along .with an annotated bibliography of recent

writings in the area.

Sikes, W.W.t Schlesigner, L.E., & Selashore C.N. Renewing
tigher education from within. San Francisco:
Jossey-Bass, 197-W7 38=577

This chapter from what the authors describe as "a
, .

manual for change agents" explores some of the factors(

which inhibit change on campus.

Resoure materials that describe teaching and course

improvement techniques may assiSt you in.determining what types

of changes are feasi6le for you, to make. In Resource File IC you

will find;

The educational development, group: IDS!). Lear6141 and
Developmento.1976, 7, No. 4.

This newsletter describes a service availaje at.

McGill which enables attention ,t4)\, be fooussed on

in-class teaching performance through vidqotaping ` and

questionnaires completed by pro_essor and'students.

()
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Gaff, J.G. New approaches to improve teaching. In W. Ferris

(Ed.), Learner-Centered Reform. San Francisco:
Jossey-Bass, 1975, 90-97.

Goldsehmid, B., &-Goldschmid, M.L. Modular instruction:
principles and applications in higher education.
Learning. and Development, 1972, 3, No. R.

Goldschmid, B., & Goldsehmid, M.L. Individgalizing
instruction at th% college and university level.

4Learning and Development, 1973, , No. 7.

Raid, G.H. Research on university teaching: a perspective.
Learning and Development, 1970, 2, No. 1.

If you are working with a groOp, or consulting colleagues,

the answer to 'th'is question will likely be obtained through

scliscussion. Some guidelines for productive group discussion are:

1. Circulate'a copy of the qilestions to be discussed and

answered. Provide "model" answers as a guideline if

p9,§sible.
t.

2. Encourage faculty members to write answers to the
.

qu
ai

ostions n advance. Some of these may oven he

c ir cul ated prior to .discussion.

During discussion, use time limits as a means of

encouraging "to the point" discussio. . Be prepared to

be flexible, however, if your time limits do not appear

to be realistic.

4. Have a discussion leader or chairman who moves toward

specific answers by asking cne more question of the

"what" or "how" type.(e.g, "What do we want students to

know?," "How can we change course XYZ?").

27



5. Examples are particularly useful in focussing

discussion. The disc-ussion leader can ask for specific

examples when the conversation is tending toward

generalities.

6. Have a discussion leader who periodically summarizes the,

disc:ussion. If the group disagrees with the summary,

further discussion could clarify the issue; if the group

agrees, discussion can proceed.

Resource File 1D contains the following relevant article:

Brilhart, J.K. Effective /r9.222 discussion (2nd ed.),
Dubuque, Iowa: Wm. C. Brown Co., 1974, 95-149.

These two chapters provide a detailed guide to the

classroom; the general principles, however, are

adaptable to any situation.

There are a number of roles that the consulant can play in

the completion of the first step. (1) He or she can act as

discussion leader, assisting in the directing or focussing of

your answers to the key questions. (2) You can ask a consultant

for feedback on the answers you have--are they specific enough?

(3) If you are unabl4 to judge the feasibility of the size of the

evaluation you plan to do, or the practicality of the changes you

would like to make, a consultant can provide an estimate of the

time and resources required for your plan.

Question 4: What will be evaluated?

There are at least three possible "targets" for

instructional evaluation: teaching performance, course content

28



and organization, and program content and organization. Teaching

performance consists of the skills that you use while in the

classrcom--lecturing ability, ability to ask and answer

questions, to lead discussions, etc. It does riot include the

content of -the course, the sequence in whic:h topics are covered,

the assignments that students are given, or readings. The

distinction b0tween the professor as an instructor and the

content of the course will not be complete, especially when the

instructor is solely responsible for designing the course. You

may wish to evaluate each sepax;,ately, or you may not vish=to make
.

,the d2,stinction at all.

IEvaluation "Targets"

- teaching performance

- course content and organization

- 7rogram c!onto.nt and organization

If you are examining a course or program, briefly list the

goals of that course or program ,(e.g., to give students an

overview of American history, to train radio-therapists).

You may wish to consult one of the following articles

dealing with defining your course goals or objectives (File 1E).

Cohen, A. Objectives for college courses. Beverley Hills,
Calif.: Glencoe Press, 1970, 97-47

G.L. Why write and use behavioral objectives?Learnin and Development, 1972, 4(1).

Hess, K.H. The role of objectives and the teaching of
composition. Cone e Composition and Communication, .1975, 26, 274-27 .

23
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Pascal, C.E. Tdwards meaningful .educationa\. objectives.
Lear9ing and Development, 1969, 1.(3).

Ts the Task Complete?

At the completion of Step Ones you should have written

answers to each of the four questions dealing with the purpose of

the evaruation.

1. What is prompting the evaluation?

2.. Will the evaluation be primarily for improvement or f9r
personnel decisions?

3. What types of- changes are you considering or what
decisions do you need to make?

4. What will be evaluated?

Each answer should be as specific as possible and should be

the consensus when more than one individual is participating in

the evaluation.

J

80



p.

STEP TWO

WHAT ASPECTS OF INSTRUCTION WILL SE EVALUATED?

The Task

You have now clarified the purpose of your evaluation,

including a general.statement of what you intend to evaluate. It

is necessary to become more specific in your planning, and to

define the particular aspects of instruction that you are

interested in.

If you have said, fon example, that . you are evaluating

teaching performance, you can specify whether you are interested

in the teacher as a lecturer, discussion leader, etc.

Essentially, you are estabfishing priorities (e.g., it is

important in the department that professors be effective seminar

jeaders). This turther speCification of what you are going to

evaluate will enable you to do a more direct and efficient

evaluation (so as not to be asking questions about things that

are not impOrtant).

In the following sections are checklists which are intended

as guidelines for the specification of the aspects of instruction 6

that interest you. They are neither exhaustive nor authorative

lists; feel free to add to or modify them. At the conclusion of

Step Two, you should have completed one or more of the checklists

or generated your own list.

3
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1

If you are primarily interested in the eva'_untion or
teaching performance, continue on this page.

If you are primarily interested in the evaluation of
course, turn to page 20.

If you are evaluating both teaching performance and course
content, continue on this page.

1 If you are evaluating a program; turn to page 26.
. ,

Evaluation of Teaching Performance

How to Complete the Task

Teaching inoluden a variety of abilities or skillsthe

university instructor is often, for example, a lecturer, a

discussion leader, and an evaluator of student learning. In

order to assess yoUr effectiveness as an instructor, it is

necessary to examine each of the skills that are relevant to your

teaching situation. If your goal is the improvement of your

teaching, you will want to find those particular skills which

need improvement and concentrate on them; if you are making a

personnel decision, you will want to uncover both strengths and

weaknesses in your teaching and plan,changes for the weak areas.

Research.on university teaching h s attempted to identify

the underlying components of' eff ctive teaching. Most

investigations have been eased onf student ratings: factor

analyses look for groupings in questi nnaire items (items which

are consistently rated in the sanie ay are grouped together).

This research has led to the ident fication of four major

factors:

32
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1. Skill, the ability to put material across in , ln
interesting, clear and stimulating way.

2. Rapport,.the ability to establish and maintain empathy
with, concern for, and interaction with the students:

3. Structure, the tendency to have and follow a definite
course outline or schedule.

4. Difficulty, the tendency to demand a great deal f ostudents. -

In addition, it may be necessary to further separate teaching

ability into either more specific skills or roles. To this end,

two forms are given on the following pages. The first list

contains various roles that an instructor may ploy. The second

list was developed as a part of a diagnostic and traiqing program
at t1 University of Massachusetts (Clinic to Impro (e University
Teach ng). It emphasizes classroom behavio,, and is

improvement-oriented.

If you are interested in adding to the lists, or creating

your own list, you may wish to consult the following articles

which discuss the components cif teaching. File 2A contain.

Donald, J.G., & Penney, M. Instructional Analysis Kit.Centre for Learning and Development, McGill Univers-ft-1r,
1977.

Donald and Penney outline twenty-two elements of

the instructional process, under the headings of: (1)

lourse planning, (2) Course Content, (3) Instructional

Procedures, (4) Learning Materials, and (5) Evaluation

of Learning. For each elements, articles and books

containing further in.formation are given.
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Eble, K.E. The recognition and evaluation of- teaching.
WasKington, D.C.: AmericandIssoCiation oT University
Professors, Project to Improve College TeaChinR, 1970,
9R-99. .1

Eble presents a checklist of effective teaching

characteristics as perceived by students and faculty.

Hildebrand,M., Wilson,_ R.C., & Dienst, E.P. Evaluating
- university teaching.' Berkeley, Calif.: Center for

Resear6h and DevelOpment in Higher Education, 1971.

,Issacson, R.L., McKeachie,' W.J., Milholland, J.E., Lin, Y.d.,
Hofeller, M., Bae'rwaldt, J.E., ?inn, K.L. DimensiOns
of student evaluations of teaching. Journal of
Educational Psychology, 1964, 44, '144-351.

Using student rating results, six Tactors of.

student evaluations of.teaching were identified: skill,

overload, structure, feedback, group interaction, and

student-teacher rapport.



Form 01: Tearhing Rolos

1-7

Check the items which describe the teaching roles relevant

to your situation. Add any items that are not included.

Maw.mg.mgyilIWIP

1.
aagalinftwamilmMIND

1011011

........M11111111M

momp..pemmlo=1.1

NOSOIMI

ommorm...

amewm...

.....,1

Lecturer

Discussion leader

Adviser for student research or projects.

Adviser for independent reading

Demonstrator (e.g., laboratory courses)

Evaluator of student learning

Course manager (e.g., modukar or CAI courses)

Student counsellor

Materials developer

Team teacher

Tutorial leader
4

Mcuri e 1

Other roles?
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LE-mlilLleaahLaiLlt_c_aLs

1111 Establishing a learning set (preparing students to
learn)

Logical organization (arranging course content).

Pacing
A-A

Elaboration (c1ar4fying or developing an idea or topic)

E4pre,ssion (e.g., speaking -ability)

Asking questions

Responding to questions

. -Facilitating student prticipation

Closure (lntegratihg points in a lesson)

Evaluation of student learning

Selecting the appropniate level of challenge

Using a variety of teaching methods and materials

.rmum

Creativity

Management

Flexibility and individualization

Interperaonal relations

Creating a learning environment

Stimulating epthusiasm

Establishing a frame of reference (perspective)

Identifying and 'ciarifying values

Other skills?
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If the roles or functions vary.from one course to another,

or among individual faculty members complete a separate list for

each variation.

Discuss the lists with all involved faculty; you do not need

consensus, however, as separate fists may be used for

individuals.

Is the Task Complete?

When you have completed Step Two for the evaluation of

teaching, you should have:

1. One or more completed checklists that speoPifyl
the tAching roles or the teaching skills
relevant for your-course(s) or program.

or

One or more lists you have written that
specify unique teaching roles or skills for
your course(s) or program.

You have answered the question from Step One (What is being

evaluated?) in more detail by specifying the particular aspects"

cf teaching yau are interested in. This specification will lead

you to the selection of sources of info.rmation and techniques for

collecting information that are most appropriate for your

situation.

Please turn to page 31 for Step Three, or continue to the

next page if you are also evaluating the course.

37
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Course Evaluation

How to Complete the'Task

Course evaluation has traditionally included teaching skill,

without an attempt to separate the instructor's performance from

the content or organization of the course. Dependent on the

purpose of your evaluation you may wish to examine a courSe

independently of a professor's skill (for examrle, in 'order to

decide whether a.course should be deleted from a program), or you

may want to evaluate both teaching performance and, course

content. In the latter case, it is suggested that you also

complete the previous section of Step Two.

In designing a course evaluation, there are three questions

to be answered at this stage. (1) What type of course are you

evaluating? (2) What are the goals of the course? (3) What

aspects of the cocurse do you want fo examine? Answers to each of

these que.stions will assist in determining the type of

information you need to collect.

Question 1: What type of course are_you evaluatini?

The form on the following page includes common types of

courses at the university level.
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Form #3: Course Types

Check the item or items which best describe your course.

Survey course (introductory level)

Survey course (advanced level)

. Reading course (independent study)

Tutorial

Laboratory

OMIMOmmIIIMMIMD Practicum or internship

. LecturediscusAion (non-survey)

Clinical course

Other? Description-
'114.

Other characteristics which are relevant to the type of course

are listed below.

Number vf students enrolled in the course

Number of sections of the course

Number of professors teaching the course

Number of teaching assistants involved

Level (undergraduate, graduate) and year

Required or elective course

4

39
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Puestion.2: What a e the coals of the course?

In order to assess the effectiveness of your course, it is

necessary to have) clear statement of what the course is

intended to accomplish. If you have .courso objectives or a

detailed course
41.

outllne, they will provide -the required

information. If neither is available, you may wish to consult
-

one or more of the following books which discuss how to formulate

Course goals'or obectives. File 2B contains:

Cohen, A. Objectives for college courses. Bever,. Hills,
Calif.: Glencoe Press, 1970, 9-64, 73-87. (See File
1E.)

Deterline, R.H., &Ienn, P.D. Coordinated instructional
systems. Palo, Alto, Calif.: Sound Education, 1Inc.,
1972, 11-17.0

Kibler, R.J., Cegala, D.J., Barker, L.L., & Miles, D.T.
Objectives for instruction and evaluation. Boston:
TTlyn & Bacon, 1974, .-64.

Mager, R.F. Preparini instractional objectives. Palo Alto,
California: Fearson,

When time is limited or you feel that objectives are not

suitable to your situation, you can usse the questions on the

following pages to describe wiLat your' course is intended to

accomplish.

40
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Form #4: Course Goals

1. Is the course a "basic skills" course? Yes No

Examples: performing calculations, problem solving,
drawing techniques, grammar of a s.eeond
language

If so, list the basic skills the studpnt will attain:

2. Does the course provide a general knowledge of an area or
areas? Yes No

FxamplPs: abnormal psyr.holoRy, FuropPan
information retrif)val systems

A

If so, list the area(s):

3. Does the course emphasize an in-depth knowledge of a topic or
topics? Yes No

List the topic(s):
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Is it theoretical knowledge?

Is it applied knowledge?

Does it include knowledge of research?

I.

4. Does the course emphasize researc skills in an area orareas? Yes No
.1=10.11011=1011..

If so, what areas(s):

Does it involve students doing their own research?

Does it involve criticizing research in the area?

Does t include a knowledge of current research?

Does the course emphasize the practical.application of a bodycf knowledge? Yes No1=0.

Fxlmple!;: student teaching, psychological testing,
social work, geological field work

What is the application?
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Question 3: What asp!cts of the course do xau want to examine?
.

Depending on the purpose of the evaluation, you may want to

emphasize certain aspects of the course, e.g., for a

required-optional decision, you may be most interested in whether

or not the course content is an integral pit af the program.

The components of the course that you choose to emphasize will

determine the type of information that you collect.

Form #5: Course Components

Content (topics included, comprehensiveness, etc.)

Organization (structure or sequence of topics)

Textbooks, readings

Assigriments, projects

Evaluation procedures

Audio-visual aids (films, tapes, TV)

Outside resources (guest speakers, clinical facilities,
schools)

Internal resources (labs, computer facilities,
classroom)

Special methods (modules, computer-assisted instruction,
student-led sessions, field trips)

Other:

InMormol

.011.0.1.1.10111111.

.1.11111.11111.11,

13
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-Is the Task Complete?

When you have completed Step Two for the evaluation of a

course, you should have:

1. A completed form: indicating the type of course you are
evaluating.

2. Either a list qf course objectives, a detailed course
outline or a completed form indicating the course's
intended outcomes.

3. A list of the components of the courne that you will be
emphasizing,in the evaluation.

Program Evaluation

How to Comelete the Task

In order to evaluate the effectiveness of an academic

program, it is necessary to specify what the program is intended

to accomplish, and to consider what aspects of the program will

be examined. The two questions to be answered at this stage are:

(1) What are the program goals? and (2) What aspects of the

program will be evaluated?

Question 1: What are the program goals?

If you have developed a list of program goals it will

provide the answer to this question. You may want to check your

list with the list of questions on page 28 to ensure that you

have all the relevant information. p.

If you do not have a statement of program goals, you may wish

to consult one of the following articles or books which could be

used as a guideline in specifying your goals. Resource File 2C

contains:



Grasha, T. Principls and models for assessing faculty
performance: A monograph. Faculty Research Center,
Univ. of Cincinnati, Ohio, 1972.

This is an excellent paper relevant to all aspects

of the evaluation process. The "Goal method approach to

assessment" described on pages 15-19 is most relevant at

this point.

Mager, R.F. Goal analysis, Belmont, Calif.: Lear Seigler,
Inc./Fearon Publishers, 1972, 136 pp.

The author guiodes you through the exercise of

turning vague general goals into specific st_tements

about the outcomes a course or program is attempting to

achieve.

Pascal, C.E., & Reid, G.H. A method for generating and
evaluating course or departmental objectives. Paper
presented at the annual meeting of the American
Educational Research Association, New Orleans, Feb./Mar.
1973.

Pascal and Roid present an excellent guide for

formulating program goals.

In your discussion of program goals, the questions given below

can be used as a guideline. Again, discussion should include all

faculty in the program; discussion techniques given in Step One

will be useful at this point.
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Program Goals: Questions to Consider

t. What general knowledge or skills would pc.mi expect m student
who completed the program to have?

Examples: be able to solve problems in advanced
calculus, have a knowledge of modern Russian
novels, be able to manage the accounting
system in a buSiness organization.

2. What types of careers do graduating students tend to
enter into?

3. Is the program emphasis theoretical or practical, or
some combination of theory and practice?

Question 2: What aspects of ttle_program will be evaluated?

Depending on the purpose of the evalution, you will probably

want to emphasize different aspects of the program. For example,

if you are making decisions concerning the addition and deletion

of courses, you will want to examine the role of the exi.sting

courses in the program, and teaching performance will not be

relevant.

Several components of a typical program are listed below.

Consider whi.ch of these are related to your purPose, add items if

necessary.



Form 06: Components of a Program

Pro_gram Content

Content of individual courses

Structure and format of individual courses

Relationship among courses in the program

Relevance of courses to program goals

Program Methodology

Teaching performance of faculty

Ik*thods used (seminars, labs, independent study, etc.)

1Program Context

Admirlistrative structure

Physical facilities

Budget (sources, administrative procedures)

Personnel

Use of teaching assistant

Staff roles, teaching load

Other:

17
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Tf your evaluation will include the content or structure of

,individual courses, turn back to page 20 and complete the section

on course evaluation. You will need to consider each course

being evaluated separately. Also, if you intend to examine the

teaching performance of faculty members, turn back to page 14.

Some teaching skills or roles may be perceived as reLevant for

all professors in the program. There will be variation,'however,

and lists should be prepared individually. Extra copies of both

forms are available from the Centre for Teacning and Learning

Services.

TS the Task Complete?

When you have completed Step Two for program evaluation, you

should have:

1. A list of program goals.

2. A list of the components of the program that you wish to
evaluate.

3. If your evaluation includes individual courses and/or
teaching performance in the program, you should also
have completed the appropriate sections.



STEP THREE

WHAT INFORMATION WILL BE COLLECTED?

The Task

In Steps One and Two you specified and described the purpose
and the target of the evaluation. Step Three is concerned with

the,type of information to be collected."

There are th4-ee parts to this step: (1) deciding the sources

of information (e..g., students, colleagues, courqe materials);

(2) deciding what instruments and techniqUes will be used (e.g.,

interviews, qbestionnaires, observations) , and (3) selecting or

developing the necessary instruments. This is both a complex and

somewhat prbitrary step. Many possibilities do exist, and there'

iis no one answer for all situations.

HO., to Complete the Task

Part One: Sources of Information

The selection of appropriate sources of information will.*

depend on the pur,pose ot the evaluation, what yOu are evaluating,

the discipline you are in, and the time and resources available
for the eval(uation: The chart on page 34 svggests some possibfe

sources of information.

Research on instructional evalqation has compared various
sources of information, and related *some source to other

criteria of effective instruction. Several summary articles are

available in Resource File 3A.

19
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Aleamoni, LM., & Yimer, M. An investigation of the
relationship between colleague ratings, student ratings,
resee'ch productivity, and academic rank in rating
instructional effectiv,eness. Journal of Educational
Psychology., 1973, 64, 274-277.

C011eague and student ratings were gathered for a

group of 477 instructors and then ..compared to the

instructors' research productivity and academic rank.

Colleague and student ratings were not signifisantly

related to research' productivity. However, colleague

ratings were significantly related to academic rank.

Bergquist, W.H., & Phillips, S.R. A handbook for faculty
development. Washington, D.C.: The CounoTT for the
Wa-vancement of Small Colleges, 1975, 45-49.

Blackburn, R.T., & Clark, M.J. Assessment of faculty
performance: Some correlations between administrator,
colleague, student, and self-ratings. Sociolom of
Education, 1975, 48, 242-256.

This 'paper addresses the uncertainties surrounding

the evaluation of faculty work performance and reviews

the conflicting studies of the two principal

professional roles, teaching and research.

Centra, J.A. College teaching:,Who should evaluate it?
Findings, 1974, 1(1).

Centra provides a readable summary of research

concerning colleagues and . student ratings of

instruction.

Centra, J.A. The relationship between student and alumni
ratinas of teachers. Education and Psychology
Measurement, 1974, 34, 321-325.

Student and alumni ratings for teachers were found

to correlate .75. Agreement suggests that student

ratings may indeed reflect overall long-term

jo



satisfaction with instruction.

Kulik, J.A., & McKeachie, W.J. The evaluation of teachers in
higher education. In F.N. Kerlinger (Ed.) Review of
research in education (Vol. 3). Itdsca, Tilinois:
FiTECTelc, 1/75.

The ,uthors give a recent and comprehensive review

of research on student, peer, self, and administrator

ratings of teaching.

Miller, R.I. Assessing teacher effectiveness. Proceedings
of the Internatioral Conference on Improving Universitx
TgaaIng, may, 19757 ileidelberg, 21T-61, 73411-.

Sagen, H.B. Student, faculty, and department chairmen
ratings: Who agrees with whom? Research in Higher
Education, 1974, 2, 265-272.

The study found little agreement among faculty,

student, and department chairmen regarding overall

effectiveness of instruction.

.t
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A (3uide to Selecting Sources of Information*

Purpose Target Discipline Sources

Improvement Course
,

Colleagues
Students .

Course materials
Support services

(library, etc.)

Applied or
Professional
Course

Professional
associations

Alumni

Teaching Students
Colleagues
Alumni

Program Colleagues
Students
Administrators
Materials
Graduate students
(TA's)

Applied or
Professional
Training
Program

Professional
associations

Government agencies
Community groups

Outside evaluators
Alumni
Drop-out students

Personnel
Decisions

Colleagues
Students
Administrators
Course materials

Applied
discipline

,

Professional
associations

Community groups

Outside evaluator
Alumni

*The type of information which each source may'provide is
summarized on page 37.

f-
e )
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You may also wish to consult some of the more spe ific

articles in File 3B.

Centra, J.A. Stratetlies for improvirA colleise teaching.
ERIC Clearinghouse on Higher--fdticatfon, Report #8.
Washington, D.C.: American Association for Higher of.

Education, 1972.

Centra, J.A. The student as godfather? The impact of
student ratings on academia. Educational Researcher,
1974, 2(10), 4-8.

Centra, J.A. Student ratings of instruction and their'
relationship to student learning. American Educational
Research Journal, 1911, 14(1), 17-24.

Gage, N.L. Student ratings of college teaching: their
justification and proper use. In D.W. . Allen et al.
(Eds.) Reform, renewal, reward. Amherst, Mass.:
University of Mass., 191-5.

Menges, R.J. The new reporters: students rate instruction. It,

Teaching News and Notes (Univ. of Kentucky, Office of
Instructional Resources), 1977, 3(3), 3-8.

Murray, H.G. Limitations of -Students ratings of college
teaching. CAUT Bulletin, April 1977, 28.

Although the selection of appropriate sounces of information

is complex, some general guidelines can be given. These

guidelines are based on both practical experience and research

reSults.

1. Students should be included as a source of information, when

possible, regarding both their learning and their attitude

toward the intstruction.

It is advisable to use more than one source cf information

as a "cross-check." Information obtained from one source

(e.g., students) may be influenced by a number of

circumstances (e.g., the content of one ,particular lecture

or exam). Use of more than one source wil/ allow you to
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1%0

check for the influence of unusual eircumstances. For

personnel decisions, it is essential that 'more than one

source be included..

3. Course evaluations should include course materials

(outlines, exams, assignments), as well k2 students as

sources of information.

4. The source of information may determine the oUtcome of the

evaluation. Biases, both positive and negative; can be

built into the evaluation through the selections of the

sources. It is suggested thit you read the ,relevant

information from the resource files and have Your-consultant

view the proposed sources to assist'you in 'identifying

potential biases.

Different sources are able to provide, different types of

information; for example, you cannot expect students .to be

content (Ixperts, and aolleagues are not likely to be ahle to\

judge your rapport with students. The table on page 37

suMmarizes some possible types of information'that you can

exp7Ot'from varLous sources.

t

) .



Source Possible Information

Colleagues Course content, textbooks,
resources

Students Ratings of effectiveness of
various teaching skills

Dif:iculty of course

Textbook, exams, assignments

Clarity of course objectives

Achievement

Administrators Relevance of course or program
goals to the profession

Extent to which graduated
students are prepared
for profession

Alumni Extent to which course or
program prepared them for career

Government
dgencies

Community
agencies

Curriculum requirements
Profes'sional requirements

Employment trends, type of
training required

Faculty from r.ourse or prcgram ccntent
other universities or organization

University servir:es
(e.g., library,
eomputer centre)

.10111101

-equency of student use,
preferred titles it( programs, etc.

.55
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Form #7: Sources of Information

Check the sources that you will include

Add source.,; if necessary.

Chairman

3elf

r 1 1

ud ents

Administr ator s

Professional evaluators

Alumni

Government agencies

Community agencies

Rese:irch/teaching assistants

Course/program materials

Drop-cut students

Faculty from other universities

in the evaluation.

University support services (library, drop-in centres,
computer centre)

Other:

5 6
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Part Two: Techniques for Collecting Information

Several techniques fc_r collecting evaluation information are

described below.

1. Interviews are face-to-fnee, individual question and answer

sessions. They may be preplanned lnd fairly structured or

completely open-ended and flexible. They.' are most

appropriate for obtaining information that cannot be easily

quantified, or for uncovering unexpected feelings and

reactions.

2. Observations involve watching the instruction in progress.

Specific behaviors may be observed and recorded. The

emphasis is often on the occurrence of the behavior; however,

ratings or judgements may he made. Observers must be trained

and some systematic procedure used for recordinr'the

observations.

$. Comments may he formal or informal records. Individuals or

groups can be asked to record their feelings, reactions and

attitudes to various aspects of the course, program or

teaching. Comments may be collected during discussions,

meetilgs or classes. This technique is userol for detecting

s:i eff -ts or unexpected reactions.

4. Questionnaires may include ratings cf instruction or

open-ended questinns. When large numbers of people are

involved. quest icflfl-iire ire a quick, practical, and

genPrally reliable means of .:-cllecting certain kinds of

information. However, questionnaires do, AS all other



techniques, have limitations. It is always advisable to use

them in conjunction with another method. Questionnaires give

you ratings( of instruction: they provide information on

attitudes toward, or judgements about the teaching or nourse.

Extensive research has been done on the use of

questionnaires: variables that influence ratings,

relationships with student learning, the ways in which items

can be grouped, and reliability over time.

13,-views of this research and a few "classic" articles

can be found in Resource File 3C.

Centra, J.A. Student ratings of instruction and their
relationship to student learning. American Educational
Research Journal, 1977, 14, 17-24.

This study randomly assigned students to sections

of a college course, and investigated the relationship

between teacher-produced achievement and student

ratings. A moderately positive relationship was found.

stin, F., Greenough, W., X Menges, R. Student ratings of
0.ollege teachers: Reliability, validity, and usefulness.
Review of Educational Research, 1971, 41, 511-55.

Feldman, K.A. Consistency and variability among college
students in rating their teachers and courses: A. review
and analysis. Research in Higher Education, 1977, 6,
223-?7.4.

Feldman, K.A. Ccuse characteristics and college students'
ratings of their teachers--what we know and what we
dcn't. Research in Higher Education, 1978, 9, 199-242.
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Kulik, & McKeachie, W.J. The evaluation of teachers in
higher education. In F. Kerlinger (Ed.), Review of
Research in Education, 1975, 3(3),21()-240.

5. Checklists are lists of behaviors to be observed, or choices

to be made. They are efficient for recording occurrences of

characteristics or behaviors, but do not usually provide an

opportunity for ratings or judgements.

6. Test,s of student learning are usually a part of the course,

and may be used as one indication of course effectiveness.

However, many variables influence Rtudent learning; it nannot

be used as the sole criterion of teaching effectiveness.

7. Content and task analysis are techniques for analyzing a

course outliine, exam or lecture notes. They will give you

information about the 'content or structure of a course.. Task

analysis emphasizes the type of 'learning that is expected of

the student and the appropriate sequencing of instruction.

8. .Videotapes and tape recordings provide a lasting record of

observations. No additional information is obtained, but the

tapes can be reviewed and carefully analyzed.

When is a particular technique most appropriate? Your

choice will depend on a number of variables: the type of

information required (for different purposes); time and resources

available; and the scurces of information. General guidelines

for selecting the technique are summarized in the chart on pages

44 and 45. Resources from which this infor:mation was summarized

and elaboration on some of the techniques are eontained in

Resource File 3D.

5 5
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Cronbaeh, L.J. Evaluation for course improvement. Teacher's.
College Reeord, 1963, 64, (Pages 8-21 deal wfth
methods.)

Donald, J.G. The evaluation of learning. Learning and
Development, 1976, 8, No. 2..

Ruid, G.E. Towards a system of course evaluation. Learning
and Development, 1971, 2, (2).

Roid, G.H. Learning about ratings vs. rating learning: some
questions about questionnaires in course evaluation.
LearninFi_ and Devel2pment, 1971, 3, No. 4.

Smock, R., & Crooks, T. Diagnosis and remediation of
instructional problem8 withaut tshe use of standardized
instrliments. Paper presented at the Annual Meeting of ,

the American Educational Research Association, New
Orleans, 1973.

Some additional ideas can be found in pp. 12-15 of Tony

Grasha's "Principles and models for assessing faculty

performance." Copies of this article are in Resource Files 1C

and 21):

For each source of information (colleagues, students, etc.)

you have selected, record the technique (interview, observation,

etc:) to be used in collecting that i formation.

Part Three: 'Selecting or Developing. Instruments

.The instruments used in the evaluation determine, to a large

extent, tne validity of the results. Great care must be taken to

ensure clear, unaMbiguous and objective questions. Choice of

worling or re3ponse* ategories can .imfluence results either

positively or negatively.
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Eviluators and researchers have developed and tested many

instruments. SevPrill of these nre Pvnilnble in th4 resource

files. When possit,10, it is recommended th t such instruments,

ur questions from them, he used. *1-f items mast he writtPn for a

unique sit.uation, have your consultant review them.



SummarK: Selectinkl Techniques for Collecting Ihformation

Techniques WneN to Use?
For Which

Source?
Time

Required
Resources
Needed Examples of. Use

Interviews to obtain de-
tailed indepth
Information on
a small number
of topics--to
answer "why"
rather than
"what"

faculty

students

adminis-
trators

larg,e time
investment
for
gathering
and
analysis

inverviewer(s)

,

course evaluation
(analysis of course.
relevance to student
carecr plans)

Observations to obtain de-
tailed infor-
mation on spe-
cific behav-
iors/skiils/
'performance

faculty large time
investment
for
gathering

trained
observers

N

teaching evaluation
(to determine whether
question6 are used
appropriately)

----------'
Comments to obtain un-

expected
side-effect
information

all
sources

.

moderate
time invest-
ment for
analysis

none
.

evaluation of an
innovation, e.g.,
modules

Question-
1naires

6 2
,

.

to gather
information
on attitudes,
reactions,
perceptions,
from large
numbers of
people

all
sources

moderate
time for
preparation

.

Printing

ready made items
(optibnal)

computer
analysis
(optional

teaching evaluation
(to determine stu-
dents' perceptions
of in-class teaching
performance

63
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Summar : Selecting Techniques for Collectin$ Infarm2.tion (continued)

Technique When to Use
For which

Source?
Time

Required
Resources

Needed Examples of Use

Checklists to determine
the presence
of charac-
teristics,
components,
behaviors

all
sources

,

,

short time
commitment

none course evaluation
(to examine the com-
prehensiveness of
a course. outline)

.

Achievement
tests

to assess
student
learning

students moderate test con-
struction
computer
analysis
(optional)

course evaluation
(to see if course
objectives are
being mastered)

-Content and
Task
analysis

.

to examine
course
materials

faculty

subject-
matter
experts

moderate
time
investment

,

procedures
for
completing
an analysis

course eval4a.tion
(an analysA's of a
lab manudl developed
for the

,

course)
.

Videotapes
and
tape
recordings

detailed
information
on specific
behaviors/
skills/per-
forfflance
(where a
lasting re-
cord is needed
for later
analysis)

faculty large time
investment

equipmnt

trained
observers

equipment
operators

teaching evaluation
(to analyze ability
to facilitate
discussion)

104
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Good instruments are important An any evaluation. Extra care

should be taken (e.g., the use of more than one instrument,

having colleagues review the instruments) when personnel

decisions Are being made.

Turn to the sections dealing with the techniques you are

using:

Technique Page
;

Achievement Tests (student learning) 46

Checklists 47

Comments/Reviews 48

Content or Task Analysis 49

Interviews 50

Observations
1

53

V-ideotopes C5

Achievement Tests (measures of student learning)

Measures of student learning are usually a part of the

course. In an evaluation, you will most likely be concerned with

overall results If a cours,e, although it is possible (for

teaching or c()urse improvement) that you would want to examine
t

student achiyement on a specific aspect of the course.

Tk f7111::win resources give practicf?1 advice, .-)9 the

development or achievement tests. Although they are not

contained in the Resource Files, they are available fr)m your

-.,nsultant.

6f;
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Cranton, P.A., Constructing tests. centre. for Learning and
Development, 1977. See Teachinti and Learning Modules,
No. 6.

This module goes through the steps involved in

choosing, constructing and evaluating different types of

tests.

Donald, J. Objective tests. Office of Educational
Development, McJTIl.University, 1977.

This pamphlet gives guidelines for the construction

of multiple choice, true-false, matching and short

answer tests.

Green, J.A. Teacher Made Tests (2nd Ed.). New York: Harper
& Row, 197.

Green discusses different types of tests and gives

guidelines on how to construct each. The book is

intended for public school teachers but can easily he
4It

applied to the university level.

Che,2klistn

checklists are usually sp4cific to the situation, 'A

will likely be necessary to construct your own. Some guidelines

are.given below and some examples are available in Resource File

3E.

1, Items should be short, clear and unambig!mus.

2 Items should contain only one behavior or example ,-)r

teachinp, p?rformane.

Items should be ,)bjective, an::werable in
"exist-doesn't exist" mr-nner.

Wi'h long or complex checklists, it is useful to
-.3rganize. the items into categories or a sequonee
fcilitate use.
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Comments and Reviews

Using comments or reviews for gathering data involves

collecting extended verbal or written responses to either

specific or general questions. Gathering such data is relatively

easy, but interpreting the results is a challenging task.

Several approaches are possible:

1. Ask for specific, written, anonymous reviews of a
particular aspect of a course or the teaching
performance.

P. Ask structured, unbiased questions on a written form
(similar to a "written interview").

mcre structure that is impoSed on comments or reviews

w;ed in an evaluation, the easier the analysis will be However,

useful inf)rmati )n can be obtained by accepting or soliciting

-completely ..)pen comments.

Some general guidelines are:

1. he flexible--accept all information that is relevant to
your evaluation.

RP rPSpnnSive and open to unsolicited comment.

If you use a structured t-it'mat, be clear, specific and
ohIP-tive in your question.

Resource File "3F.' contains information on how to collect

:,.7,mments Ar ! reviews and same guidelines on how to interpret this

inf_Irmation:

B...gdan, R., Thylor, S. Introduction to qualitative
rE.search methods. New York: John Wiley-7C Sons, 197S,

Tho athrs provide goide:ines tor the ur_ze and

,Inaly5;is ('omment.



Sherman, T.M., & Taylor, S. A form,itive approach student
evaluation df instruction. Vducational Technology,
Jinuary 1Q7,

This article illustrates the uso of nomments in an

eraluation.

Content and Task Analysis

Content analysis is the systematic description of the

content of a communication (textbook, course outline, lectures,

films, etc.). Categories and sub-categories are agreed upon, all

topics are arranged into these categories, and the relationships

among categories are examined (e.g., do some necessarily precede

others in order to be understood, is there a sequential or

historical order, is there a practical-theoretical continuum?).

Further information is given in Pesource File 1G:

Sax, G. Empirical foundations of educational research.
Englewood Cliffs, N.J.: Prentice Hall, 1968, 27-279.

Tiisk Analysis emphasizes the skills required of students,

ri the relationships among ttlem. A task analysis specifies, in

order, the steps the learner will be taking whPn he is

successfully performing the task. Beginning with the final goal

)r objetive of a segment of instruction, you ask "What skills or

kn,)wledv,e are required of the student before hP can a,7hieve this

go,:11?" Repeat this question for each skill or knowledge

statement until you have reached the lowest level which is

included in the instruction. The ltst n he arranged in a

hierarchir_sal diagram. Examples and more detailed instructions

are given in Resource File 3G:



50

Andersn, P.C.. & Faust, (LW. Educatinal psychology. Dod.t
Mead, 1974, 'Y1-83.

Davis, R.H., Alexander, L.T., & Yelon, S.L. Learning system
design. New York: McGraw Hill, 1q74, 1W-195.

Gagne, R.M. Learning hierarchies, Educational Psychologist,
1968, 6, 1-9.

Sax, G. Empirical foundations of educational research.
Englewood Cliffs, N.J.: Prentice Hall, 1968, 2Ti-279.

Int.?rviews

Interviews vary considerably, depending on the information

twinv, sr)uv,ht and the person being interviewed. It is advisable

to use a "structured" or a "semi-structured" interview format,

that is, plTin the questions, or at least the areas that will

be ,7overed. If more than one person is interviewing, it is

imp,IrtrInt that the content of the interviews be consistent.

-.1,rnor:11 v.Hidolinen for planning interviews are:

1 fie spe(!ific and direct--ask what y,lu want to knclw,
leaving no r-)om for interpretation.

,Aear--av.)id "jargon" or vague phrases.

Be concisepeople are donating time.

Be flexibleuseful information can be obtained if
peple have an opportunity to express themselves freely
-it some point.

5e .)blectivedon't "lead the witness."

Provide training or practice for the interviewers.

If possible, record interviews, or at least provide n
,lear form f-3r categorizing responses.

:f possible, have the interviews conducted by a
neutral" person.
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Resources in File Th contain further information on

interviewing:

McCillon, E.L., 4 McGray, F. Planning and conductinginterviews. Austin, Texas: Learning Concepts, 1q7A.

Morgan, H., & Cogger, J. The interviewer's manual. The
Psychological Corporation, 1973.

Sa%, G. Obtainitq information from respondents: T-theinterview and'the questionnaire. Empirical foundation'sof educational research. Englewood Cliffs, N.J.Prentice Hall, 1968, 201-213.

.Observations

It is essential that observations be structured: the

observer must know which behaviors to loOk for and have an

hjective and consistent means of recording the observations.

Tecqinique whir,h are u:,,ed to record observations are described

below.

1. Cheklists may be used (see p. 47) where specific

be!-Iaviors are listed and checked off as they occur.

C.-Ategories of performance may be defined clearly, and

-,bservers may check the appropriate category at timed

intervals_during the observation.

Observers may actually evaluate or judge varir)us aspects

of a course or teaching sty e based on pre-defined

criteria and using a rating scale:.
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Some veneral guidelines for the 11::o of observationr. are:

1. Whatever method ors VAI I H t c h.) P fl s 1 1 I r,

importAnt to check the consistency of observltion-,.

Have two,o servers watch the same behavior for n short

period of time and check the agreement of their'

observarions.

If possible, have an vt unbiased" or independent person

observe--especially if teaching skills are being rate4.

use a minimum number of categoriesit is difficult to

remember and use n large number of categories.

rr,

Train yclur _Thsorverslet them "practice" before

actu3lly using the results of their observations.

1L10 As simple a recording form as possible, espec,ially

if observations are timedthe observer should not be4

concentrating on finding a place on a form, but rher

Jin the teaching performance.

ontains t;:o relevant items:

Instrutionnl Developmerrt Service 'Project. Development of a
CAtev,ory System. McGill University, 1975.

An observation system developed at McGill

University is describ d.

Mir-tin, I. The development and use of classroom observation
instruments. Canadian Journal of Education, 1977,

I(

The author discusses the development and use of

--vntiiln systems.

41



Questionnaires

Student questionnaires have been used and researched

extensively; ccnsequently, many forms are available.

Resource File 3J contains several questionnaires which can
be used as they are, or adapted to suit a particular situatione

Bergq6ist, W., 14, Phillips, S.R. A handbook for facultydevelopment. Washington, D.C.: The Council for theAdvanjeme-n-f of Small Colleges, 1975, 5?-86.

Illinois Course Evaluation Questionnaire & Manual.

Instructor self evalustion form (self-report form toaccompany S.I.R. form), Educational Testing Service.
Wood, P The description and evaluation of a collegedepartment's faculty rating system. Paper presented atthe annual meeting of the Ame/Aican Educational Research

Association, New York..,1/2, April 1977.'

Pohlmann, J.T. Evaluating instructional effectiveness withthe instructional improvement questionnaire.Carbondale: Southern Illinois University, Counselling &Testing Centre, undated.

Cnpies of questionnaires from the following institutions are
AISO ,IVAi)ahle in File

Centre for Teaching and Learning Services, McGillUniversity

Dawson College, Montreal

Miehigan State University

riniversity of Wisconsin at Green Bay

University of Tilinois

University of Iowa

University of Arizona

Princeton University

University of Washington

Virginia Commonwealth University
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If you 3re writing your own questionnaire items, several

resources are available.

1. Centre for Teaching and Learning Services, Questionnaire

Senyice, 1979. A consultant will assist you in using a

computer-printed questionnaire based on the particular

aspects of instruction that you have selected in Step

Two.

Resource File 3K contains exerpts from books and

articles which prxivide practical guidelines and

examples. These resources do not deal exclusively with

student questionnaires and will be most useful if you

are constructing questionnaires intended for other

sources of information

association, otc.).

(colleagues, professional

Henerson, M., Morris, L., & Fitz-gibbon, C. Hol4 to measure
attitudes. Beverley Hills: Sage, 1978.

McCallon, E., & McCray, E. 'Designing and using
qiestionnaires. Austin, Texas: Learning Concepts, 1975.

Sanders, J., & Cunnngham, D. Formative evaluation:
selecting techniques and procedures. In S. Borich,
(Ed.), Evaluating. educational provams 'and products.
Educational Tecimology Publication, 1974.

Sax, G. .7. Empirlical foundations of educational research.
Englewood Cliffs, N.J.: Prentice Hal177-TT6-87-214-237.

Zimbardo, P., & Ebbeson, F. Influencing attitudes and
changing behavior. Reading, Mass.: Addison-Wesley,
1968, .13-12a.
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Videotapes

Since videotaping is a technique for recording obsPrvations,

the information given in the section on observations (page '31) is

relevant he're.

For detailed Anformation on the use .)1 videotapes, contact

the Teaching Improvement Specialists at 392-8320.

Ts the Task Complete?

At the completion of Step Three, you will have:

1.4 Selected the sources of information that you will use.

2. Selected the techniques for collecting information.

3. Selected or developed any instruments or forms which

will be used.

7 r-



STEP FOUR

WHAT CRITERIA WILL BE USED FOR DECISION OR CHANGE?

ihe TRsk

Before the data are collected for the evaluation, it is

important to consider how they will be used to make decisions or

to plan changes. This step is analogous to formulating research

hypotheses--if criteria are set before the information is in

front of you, it will lead to more objective and systematic

decisions. Admittedly, setting criteria for the evaluation of

instruction is a complex and somewhat arbitrary task--many

variables affect student learning, student ratings, and all other

indicators of effective instructio.n. Tt is possible, however, to

set standards, or a range of standards, keeping in mind that the

measurement will not-be precise, and that you may need to make

revisions to these standards as the evaluation continues.

You may find, as .you,attempt to set criteria, that this

process acts as a "review" of your evaluation intruments--if you

cannot determine what type of responses should be obtained from a

question, perhaps the question requires revision, or does not

need to be asked.

The process of setting criteria varies depending on the

purpose of the evaluatibn--for example, making an "error" is much

more serious if you are making personnel decisions than if you

are evaluating your own teaching in order to make improvaments.

Three evaluation purposes will be considered separately.



If you are evaluating teaching performance and/or a course

for improvement, continue on this page.

- If you are evaluating a program, turn to page 62.

- If you ire making a personnel decision, turn to page 55.

Teaching and/or Course Improvement

How to Complete the Task

When the decision being made is whether or not to make an

improvement, the consequences of a "wrong" decision are not

serious. It is probably preferable to set criteria low: at

worst, this will lead you to make improvements that are not

actually.necessary. Available time and resources are the major

considerations. A general procedure is given below.

Using the aspects of instruction (teaching skill's,

eourse components) that you specified in Step Twe along

with the items or questions that you selected to measure

thos.e.... aspects, categorize or order them according to

importence. For example, if you are _teaching an applied

course designed for professional training, field

experience may be the most imlortant course component;

if you are teaching a small discussion-oriented class,

your skill as a discussion leader may have first

pricrity.

Considering the time and resources elvailable, decide the

eleximum number of areas in whieh changes could be made.

Some changes are obviously more time consuming than

others (e.g., revising course materiels verius speaking

77



more clearly): 'you may want to categorize the (Mangos

(e.g., two large changes are feasible, or five smaller

ohanges).

3 Consider which sources of information are most

importantif you are considering course content

changes, colleagues' opinions may be most valid;

however, for a particular teaehing skill, students may

provide the most relevant information.
ew-1,

4. Predict the responses that you will {r,et and/or rate

yourself.

). Criteria may now be determined in a number of ways:

a. Specify percentages or frequencies of responses

below which you will change, e.g., if at least 50%

of the students are satisfied with the sequence of

topics in the course, no change will be made. This

will need to be done separately for each area being

evaluated and all sources of information need to be

considered. Criteria will vary according tc. the

priority of the area.

b. If it is not possible to set specific criteria fam-

some or all of the aspects of instruction, you may

consider using - a range" for a ciiterion: for

example, you could say, "If bet4een 30% and SO% of

the questionnaire responses are negative, students

will be interviewed to obtain further information,"
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-

[Change
Further

EvaTuation. No Change

Number cf Positive Responses .

or, you could say, "If ihe first five interviews are

* all negative, I ll stsop interviewing and plan to

make changes; if .the first.five.interviews are all

positive, T41,1 make no changes; if two are negative

and three positive, I'll continue interviewing."

Number of
Negative
esponsea.

1ft

Number'of Pos.itive Responses

specify the areas in which you will work, e.g.,

regardless pf the level'of responses,- changes will

be made in the lowest three areas only.

d. Mscrepancies between .expected ratings and obtained

ratings may also be used. A large discrepancy could

lead tc further evaluation, or could bp used to

change priorities ( e g p
if you thought you

presented course objectives clearly, but students

did 1,-)t, making a change in th,at arpa may become

more important).
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ohe

A Note on the Potential Dangers cf Over-Qualification

All of this may seem highly quantitative and you may object

that the complex and often loosely-defined things with which you

are de:fling do not lend themselves to numbers. Indeed,

quantification may seem to be a violation of the nature of the

things you are trying to examine. We are sympathetic to that

iew and 'clo not want to encourage trivializing the valuable

things in education in order to come up with a set of numbers,

What we are suggesting, though, is that the attempt to set

criteria is in itself a valuable step to go through and it is an

exercise which provides a picture of what is actually considered

aluable. urthermore, it will prevent evaluation from becomAng

simply sa bureaucratic exercise. It is when you think of the

consequences of the ev.aluatiOn that it moves from being a game

into being a respected part of the improvement process.

Is the Task Complete?

Teaching and/or Course Improvement

When Step Four is completed you will know when improvements

w ill be made, based on each of the information-gathering

techniques you have chosen. For each aspect of instruction being

evaluated you will have:

1. a number of responses, a score, a frequency, etc..which

will be the standard for making improvements; or

a number cf areas in which change ..:ill be made,

regardless of "absolute" results; or

L.,
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3. a range oe numbers of responses or scores which will

lend to a decision to make changes or a decision to

continue evAluation.

Program Evaluation

How to Complete the Task

Setting criteria in a program evaluation is complicated by

the number of sources of information available., the variabls

influencing decisions (cost, university regulations, etc.) and

the number of inter-related decisions to be made. A general

procedure is describA below.

1. Referring back to Steps One and Two, list the decisions

that are being considered.

2. Referring to Step Three, what information will be used

to make each decision (e.g., which items on each

quPstionnaire, which questions from the interview,

etc.)?

3 What other considerations will affect each decision?

Examples;

- time and resources required for the change;

- university regulations sr requirements;

- requirements of a professional association,
certification board, etc.;

- personnel available (teaching assistants,
faculty workload);

- physical facilities.



4. What are the '.'costs" of making a wrong decision

(deciding to lake a change when it isn't required, or

deciding to make nc; changt- when it should be made)?

Which error would be the easier.one to accept? If the

most acceptable error is to change when no change is

necessary, set the criteria lower. If the most

acceptable error is to make no change when it is really;

needed, set the criteria higher.

5. Criteria may be set in one of the following ways:

a. Percentages or frequencies or vcsitive responses on

an item, group of items, or question, abol.T or below

which no change will be made.

Change

Criterion

.

No Change

Number of Positive Responses

b. A criterion could be a range of numbers,further

evaluation being required if the obtained results

fall into that range.
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Is the Task Complete?

Program Evaluation

When St.,.p Four is completed you will know how each decision

will be made, based on each of the information-gathering

teehniques you have chosen. For each deicision and each

technique yo; have either:

1. A number of responses, a score, a frequency, etc. which

will be the cut-off point for your decision;

4 r3nge cf frequencies or scores which will indicate

f..ither a decision to change or a decision to continue

evaluation; Or

A non-numerical criterion stated in terms of the type or

qu:Ility of response or performnnce that you will accept.

Personnel Evaluation

How to CompetthcTsk
Tn personnel evaluation, the decision to be made is usually

straightfowari: the process of setting criteria is complicated by

the psyz!hological "cost" of making a wrong decision and the

inflexibility of the decision once it is made.

General guidelines for setting criteria are outlined below.

1. Determine priorities for the areas of instruction being

evaluated. Consider setting criteria higher for the

more important areas and lower for the Jesr important

areas.
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Consider whether any variables will influence the

evaluation (e.g., unusu,ally large classes; teaching in

an unfamiliar area, or teaching a new course; timing of

the evaluation, etc.).

Whenever possible, incorporate improvement into the

criteria; i.e., evaluation is repeated every semester

and changes are noted, or evaluation is conducted near

the beginning and end of a semester.

4. Realize that no evaluation gives completly aceurate

measures of the effectiveness of instruction and

compensate for this as much as possible: incorporate

more than one measure into each criterion; when a

discrepancy occurs, evaluate further.

). Criteria may be set in the following ways:

a. They could con5ist of percentages or frequencies of

positive responses for all items or questions that

relate a particular aspect of instruCtion.

Determine the number of areas whieh may fall below

criterion before a decision is made. Discrepencies

among sources of information or among instruments

should load to further evaleation.



Measure #1

Measure #2

it.Pr ion

1"cision #1 Decision :I')

Number of Positive Responses

r)7

b. :7.riterion could be a range of numbei-s, further

ev31uation being required if the obtained results fall

into that range.

[
Decision #1

Further
Evaluation Decision #7..J

Number of Positive Responses

For information which is net quantifiable, yçu 0:4n

r;elect types of information that are arceptabl or

not acceptable, or estabTish A minimum level of

quality that is acceptable. You may wish to discuss

this situation with a consultant.

Ycu may .,s.onsider relative judgement combined with

more absolute criteria, e.g., if se,,eral professors

are t?aching similar courses (in terms of content,

r,.lass size, et::..) results obtained may be compared.

Criteria can be percentiles or other comparative

statistir.!s rather than absolute numbers. However,

-aution is advised: many variables are influencing

3 6
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evalLtation results; and measurementn -qen though

quantifiahlo, contain a certain amount of err:or.

Is the Task Complet?

Personnel Evaluation

At the (-ompletion of Step Four, criteria should be set for

your decision, considering the priorities of the areas being

evaluated and the contribution cf each source of information.

Criteria may be in the form cf (a) a specific cut-off,-, point (for

each area with a pre-determined number of areas which must' be

above that cut-ofT point, (b) a range of numbers, leading 'to

either a decision or further evaluation, (c)* for non-quantifiable

information, a decision as to what type of' info.rmation is

acceptable, or. (d).relative information frOm the evaluation of

more than one instructor.

be cnnsidered in the npec.ification of criteria.

Whenever possible, improvement should



STEP FIVE

CCL,LECTING, ANALYZING, AND
INTERPRETING THE INFORMNTION

The TAsk

The evaluation plan is now complete and ready to be

implemented. In Step Five, the information is gathered and

,Limmarized. Interpretation of the results follows from the

criteria established in Step Four.

How to Complete the Task

Part One: Collecting the Information

Data collection is a relatively straightforward procedure,

however, the results c-1 be influenced to souif extent. Research

has shown that responses can be affected Oy sfUch variahles as the

intructions given during administration' of a questionnaire,

anonymity of answers, timing (immediately before or after an

examinationl., etc. The, following points illustrate some of the

problems that Can arise when gathering informatic,n, and

procedures that should help ensur.e accurate and valid collection

(and hence interpretation) of Information for the evaluation.

1. Many factors can bias the ineormant. Where possible,

therefore, questionnaires, comment forms, etc., should

be completed anonymously. Ln some situations,

especially for course improvement, it may be useful to
4

have signeo evaluations in order to .follow up on

specific comments, or to relate ratings to ability,



achievement, etc. Interviews, observations, etc.,

should be conducted by someone who is objectve and who

will not be directly affeeted by the results of the

evaluation.

Less obvious biases may result from some oversight like

an inadequate provision of time for the thoughtful

completion of forms or questionnaires. Similarly, the

sample of respondents may be affected by the procedures

used to gather information. For example, it is

generally inadvisable to have individuals take forms

home, or to mail them back--the returns will be biased

sample.

The information gatherer (e.g., an interviewer) can else

inCluence the results. The inexperienced interviewer,

for instance, either may not elicit genuine student

reaction to what was actually taught or may sway the

answer by accidentalgy suggesting an expected response.

Be sure, therefore, that any students or assistants used

to make ratings, observations, etc., are adequately

trained. Whenever possible, check the extent to which

such assistants agree, or are consistent in their

judgements.

4. 3eorers or raters may also (often unconoiously) refleet

biases in the way they grade tests or read questionnaire

responses. Using more than one scorer and chec,:ing for

consistency helps to reduce tne probl m. It enn he

eliminated by the use of machine scoreable answer cards

89
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for qupptionnaires whenever such a procedure is
I

practical.
'..,

Part Two: .Analyzing the Tn_formation

Methods for aralyzing information vary for each instrument

or technique used. Brief comments will be given for several

types of instruments, and some resources will be listed. Tt is

suggested that the consultant participate in this stage of the

evaluation if any difficulties are en6ountered.

i Achievement Tests

The analysis of achievement test results depends on the type

of test being used. An essay test, for example, might be

evaluated by comparison.to a model answer; a multiple choice test

simply involves totalling the number of correct iesponse .

Guidelines for scoring the various types of achievement

tests can be found in Resource File A.

Cran;on, P.A. Constructing tests. Centre for Learning and
Development, McGill UniversiTy, 1977. See Teaching and
Learning Modules, No. 6.

Green, J.A. Teacher-made tests. New York: HzJrper & Row,
1975, 85-T35.

Checklists

The analysis of checlist rf.?sults simply involves

determining the frequency of checks for each item or category of

items. There may be both positive and negative items on the

checklists--if so, total these items separately.

90
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Comments/Reviews

.1)1Dt-"dir"7, n tho LYP° oomments or review collooted. tho

-inalysis may involve:

1. Categ,)ri7inv, the comments according tr, the isne r

topic, as well as the direction (positive or negative)

of the comment.

PuttinR the comments on n scale; averaging or totalling

ratings.

Recording caanges in the direotion or nature ,af

comments, if they are collected over a period of time.

Interviews

If the interview is structured or semi-structured, resp,Ines

will he ro.'.,rded 1%.)r each questi,m, oategory, or topio. Tho

in he catpgorized or ,rated: they may be "postivo,"

neg4.itive," or neutral;," they may be

:ree" types ,)f rosponses. Responses

thoy ire re?itod, the number of occurrences of each recorded.

"yes," unn or "riRrc.c.,"

c?in be listed aril when

More letailed informat.ic)n can he found In Resource Filn 513.

sloC 1 1 , E. . , & McCr ay F. PlRnning and condur tinginterv iws. Austin , Thx...s.s: Learning con'aepts,
H., coo.gPr, J. The inLorviewor's manual.

C,-Irporation, 197.

';ax, (;. Empirjc.a Co.undatins od!itionai
Ftw,loTNTood

Phservations

r)epending on the n:-itore of ycur obsorvati)as, :no

may -onsi-J f:

tit

Tho

reser-;r::h.



1. Recording the frequency of occurrence. of yarlous

observations.

2. Averaging ratings of judgements made for each item.

Questionnaires

Generally, questionnaire analysis consists of recording the

frequencies of responses for each item. Items which are

measuring the same teaching skill or course compbnent may te
averaged; percentiles may be calculated in order to compare

instructor.

Information available in Resource 50 inclu. !s:

Cameron, ekk.M. Mult le choice examination and course
eva uation, user s Ruide. McGill Computing Ce-nt:re,

This guide explains (with examples) McGill's system

fcr scoring course evaluation questions.

Student reactions to instruction. Memo to the
Faculty /ISE). University of michigan, Centre forReereh ori Learning and Teaching, October 1976.

Kulik discu.sses the use of questionnaire data.

Content and Task Analysis

Content and task analysis are used to determine if all the

pp opriate material is being covered and if it is being

presented in the proper sequence. Once the analysis has been

,lene, it is necessary to compare this ideal analysis with what

letoelly exists and decide where changes should be made.
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Part Three:. Intr2retation

Referrini; to the criteria sot in S1,ep Four, determine from

the results what decisions or improvements will be-made. Again,

it is important to remember that the data are not"perfect": many

varilbles have influenced the results. You may find that the

criteria are unrealistic: it is acceptable to revise them if this

i the ease, but this mast not be unilateral. The concurrence_of

-all involved in setting'"the original criteria is required: It

may be necess.ry to colleCt further information; your consulant

will be able to discuss the situation with you and suggest

possible actions.

If you are using evaluation res:Ilts for a promotion or

tenure usoful rcurce (File I-1)) will be:

Tea:Thing Fffectivens Committee of the CAUT, Guide to the
teachinw dossier: its preparation and use, Draff 13eepo-Ff7

(!cntlins suggpicns for both

,rprot.ation of information and thP presentation

f-.valuatn res.11ts in a teaching dosSier.

Is the Task Complete?

At t :,(101!tir.n of Step Four you will have collected all

information, analyzed c!- summarized it in a way that is relevant

to your c!riteria, and made deci:-ions bas d on the criteria..

lntrprptatiol'and deoision-making will have included discussion

among 911 invcAved individuals.
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STEP TX

MAKING CHANGE

The Task

Implementing the improve-ments indicated by the evaluation is

imp-rtmt stop in the prooe:;s: this is the final goal of

condtin evaluation. Unfortunately, it is also the stage

where difficulties are often encountered. You've decid?d to

improve ,)ur lecturing ability-- how does one go about_ it?

In you will review the time ind rsouri!.: AV:r

to aotually implement changes, and plan, in det7:4,1 whl! wii,
done with the evaluation results. Secondly, material-;, articles

ind Av:IiIhblo at McGill are de!..ribd to :-.)s,-;r! Nf.111 in ,

t'hAnrsg..

How to Complete t.he Ttç
r Art ,.)nt: A Review nt. Time an.1 Rsource!v

H,:)w rni:oh time :ind what, r*tr,.:uro^s do you havp to make thp

impr.wemf-mts y,-)u iave 'planned? Tf you are planning a teaching
improvement program, you wil be concerned mainly with ,y)ur own

time ani the availablility of resources. Tf you aro embarkin.c; on

oourse revisions you may also be concerned with contributions

from students, clerical assistanc2, or the budget for mater61s,

equipment, etc... Program chanp:,es wili likely require. a -;p1-.;;ilri

analysis of all resources in the department_ If you are making a

promotion or tenure decision, the fist part of this st,ep may not

be relevant. Otherwise, complete either Form II or (-1, dependinr
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depend ing cm your purpose.

Form #8

Review of Time and Resources for Te3ching

or Course improvement

moch ti:Le are you willing to contribute to teaching
rnpr(;vement? (hours/days per week/month)

How timr. wil l be required ( any) from your students,?

. w t ime ( f any) wi 1 1 bp required from your eel 1 eaRues
( .)t 1 ( n cs 1 :! L;S(13, d j scossi (n , etc.)?

i - terms ci hocks or matPri are av ai 1 ahl e
cr what budget do you have for tr...,oks or materials

Wh:it trf'' in terms ci equi pm ent , aud icy su'al aids,
10.:trmi')p- aids. etr . lre -ivli.17ahle or what budg,ct i s

iv a i 1 I 0?



Ferm PO

Time. Reik:tircc, fcr Ccur,lo
. .

r Trersr;im

1. Faulty members whe will
oentribute time (if ,lny
ore required)

. Students (undergraduate)
w will (:entribute time
( rquired)

Stivients (groduate) whc
will centribute time
(if required)

4. Resedrch/Leahir4; sis-
tnnt wh will oc,nt-i-
bnte time (if required)

Clerical Assist-int whr.; will
'Ln:ribute time (if requ'red)

96

No. cf hcurs/days

No. of hours/dAys

No. of hours/dayq

Nc. or hcurs/dayn

cf hours/lays

7 7
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What is your htidget for ohanges?

Time peried

Equipment

Research/Teaching Assistants 1=1,
Clerical/Secretarial Assistants

Books/Materials

Duplication/Printing

OthEr

What resources ,are already available that You mPy be able to
use (where relevant)?

Equippent

.Books/Materials/Learning Aids

Library Resources

Laboratory Resources

__ Physical Space

02.

9 7

Th
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Part Two: Resource's'Available for Making Imp`hovements

A number of resources are available through McGill's Centre

for Teaching and Learning ServiceS (including the Instruational

Development Service Projegt), and the w*Office of University,

Teaching and Learning.,

1. The Centre for Teaching and .Learning. S,ervieeis 'has

collected an ex.tensiVeset,of books and artielel on most'

.aspeats of instruction. .4..The resourpe.centre (rrif 407Ct

MacDonald-Harringtpn Building) IS open to all kcGill'

e.

,
.

fdc'ulty. Yor con,sultant will te able to guide'you to

the approprrate materials, or you: can c-ontact the

Centre's director at 92-832D.

2. The Centre offers an individualized-modular course on

"Teaching and- Learning." Modules may be 'purchased at

the bookstore and used indet)endently, or an instructor

may register in the course and meet regularly with-the

,course manager to discuss issues arising in the modules.

Topics covered.are:

- Introduction to the Basic Principleg pf Systematic
Ins,.truction

- Writing Learning Objectives
- Designing Instrudtional Modules
- ,Characteristics of Effective Instruction
- Student Motivation: Fostering Positive Attitudes

Toward Learning
- Constructing Tests
- Grading
- Course Evaluation
- The Intructor and Student Skills
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3. Several geneKal workshops 'and -seminars are offered by

the 'Centre each year; they are advertisdd ,in te

McGill Report,r: .Also, any department clan re'quest a .l
.

4 .
7

workshop on a'specific tapi.c. I.

McGiil.l's- Instructional Development Service ProjeQt.

'proVides a-procedure for fmproving classroom teaching

performance; Instructors meet indiviOally . with a

teaching improvement :specialiit to plan the changes.

The process includes the USQ of studOt feedback on.

teaching performance, an analysi.S.of course qjectives .

A

or .outline, clas'sroom .observatiqn. (by the teaching

.improvement* specialist) .and videotaping . of,

instrUction. Project personnel may be gonacted at

392-8320-

,

5. *McGiIl's Off ce of University Teaching and Learning

offer.Ifinancial assistance for sothe course or program

changes. Further rinformatIon and grant =applica'tion

forms re available by calling 3.92-8097..

6. CeAtA consulants are av.ailable to' wort< ith

individuals, groups or departments in making teaching,

--.4e,urse and program improvements. Your evaluat,4iOn

consultant may be 'able' to act in this..capacity,-or

refer yOu to another consula.nt.,



Is the Task Compltete?

A

a.

Ai

, .
, Upon ocmpletion of Step Six, you w.111. have' (a) .assessed the-....

.
. . -.... .. .

.. . . .

time and resoures available fo you fdr making changes, 'and (b). _.
.

.

obtadned the information and/or 'assistance required for
F.

implementing these changes.

CONCLUSION

The evaluation of instruction is,a cohtin'uousb process. Tt.'
/

,S

44. s
'does not%end when you have, made one or several improvements. It

.c

is imptrtant to constantly "monAtor" or evaluate instruction:
s'- I .

students' needs,, interests and abilities cliange; Caurse

materials, class sizes, and phyzical facfrities change:. T6ee
'.\and other variables influence the effectivener of your

4
instruction. It -will not,'of course, be, necessar4t.tcl constantly

'repeat all steps in the evaluation prdcess. Youyill likely find

that, the planning decisions made (Steps Pile to 'pour) remain

_fairly constlant.

A.

100
Ipt
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