Telecommunicator Program
Instructor/Facilitator Evaluation Criteria
Instructions for Review and Revision of Evaluation






There are five performance ratings:

Unacceptable (U) 
Needs improvement (NI)
Acceptable Performance (AP)
Exceeds Standards (SP)
Excellent Performance (EP)

For each performance area, there is a description of the performance or behavior in each of the five categories.  Please review them, discuss them, and make recommendations for improving them.  The term instructor in this evaluation is synonymous with the term facilitator.  Not all the behavior or performance issues under each heading have to be present, but these are examples of the behaviors that may lead to such a rating.

These are some proposed standard guidelines that will help define each of the performance ratings.






Instructor Accountability


Performance or behavior that may be present:

Unacceptable:

· Talks negatively about other persons, agencies, WSCJTC or staff
· Undermines other instructors or Program Staff through gossip or other negative behaviors
· Is frequently late for class, meetings, or back from breaks or lunch
· Contributes little or nothing in efforts to facilitate instruction, solve problems, or suggest improvements
· Takes no responsibility for mistakes, errors or poor performance, blames others
· Undermines students, instructors, or Program Staff
· Does not respond in a timely manner to Program Staff or other instructors emails or phone calls about Program issues


Needs Improvement:

· Occasionally late for class, meetings, or late back from breaks or lunch
· Makes excuses for mistakes or poor performance
· Does not volunteer to facilitate instruction, solve problems, or make improvements or changes
· Is late in responding to emails or phone calls about program or course issues
· Discusses or complains about other instructors, Program Staff, or program issues with others, does not bring issues to the attention of the person involved or Program Manager

Meets Standards:

· Supports the program and other instructors
· Displays a positive attitude when dealing with students, instructors and Program Staff
· Contributes to the program through suggestions for correction, revision, changes, and consistent effort to share facilitation responsibilities
· Is punctual - Arrives on time for classes or workshops
· Checks all materials for completeness and accuracy
· Accepts responsibility for errors
· Asks for assistance when needed
· Responds in a timely manner to Program Staff or other instructors’ emails or phone calls about program issues
· Brings to the attention of the person or person’s involved, concerns, difficulties, or complaints in a direct and positive way


Exceeds Standards:

· Assists staff in making needed changes or corrections to materials
· Actively supports other instructors, Program Staff and students
· Promotes goodwill among instructors, students, agencies and Program Staff
· Is accountable for his/her own behavior and errors or mistakes
· Engages other instructors or Program Manager in meaningful discussion of concerns, conflict or problems in a way that encourages open discussion and solution of the issue
· Only discusses problem with the parties involved


Excellent Performance:

· Offers and provides needed changes or corrections to materials
· Offers to assist other instructors, Program Staff, or students to achieve goals. 
· Actively works to provide input and assist other instructors to improve their facilitation skills
· Is accountable for his/her own behavior and that of his/her team, acknowledging errors, omissions or shortcomings and makes concerted effort to learn from the mistake
· Discourages others from “triangulating” concerns, problems or conflicts with other instructors or Program Manager or Staff

Instructor Skill Development

Performance or behaviors that may be present:

Unacceptable:

· Attends 1 or fewer full Instructor Workshop days in a year (September-June) (FULL Workshop days are defined as from the beginning of the workshop morning until adjournment in the afternoon)
· Makes little or no attempt to develop themselves as an instructor by seeking further training or education
· Does not take advantage of professional development opportunities 
· Does not practice new instructor techniques or skills in the classroom nor attempts to improve performance deficiencies

Needs Improvement:
· Attends two full Instructor Workshop days in a year
· Rarely seeks other instructor development opportunities
· Needs improvement in classroom techniques such as Socratic Questioning, guided group and facilitation or course delivery skills

Acceptable Performance:
· Attends three full Instructor Workshop days in a year
· Takes advantage of available instructor development opportunities 
· Practices instructor facilitation skills and techniques
· Shows an interest in further instructor development
· Accepts feedback from peers

Exceeds Standards:
· Attends four full Instructor Workshop days in a year
· Displays self-initiative in seeking additional instructor development opportunities
· Seeks new instructor skills and techniques and practices them
· Actively solicits feedback from peers

Excellent Performance:
· Attends advanced instructor development courses, on his/her own time if needed
· Effectively uses new skills in the classroom, achieve proficiency with the new skill or technique
· Shares new techniques or skills with other instructors
· Assists them in achieving proficiency with the new techniques or skills
· Applies or takes corrective measures based on peer feedback for improved performance
· Helps develop and/or deliver workshops



Instructor Classroom Delivery Skills

Performance or behavior that may be present:

Unacceptable:

· Lackadaisical, unenthusiastic delivery of material.  Denigrates or apologizes for curriculum
· Non-PBL courses – 
· Lectures without engaging students
· Most often reads directly from the material, PPT, notes, manuals, etc.
· Is not prepared to deliver the entire course
· Is not familiar enough with the material to answer student questions
· Does not follow the curriculum
· Does not appropriately use media, including PowerPoint
· PBL courses – 
· Continues to lecture or talk
· Does not attempt to use Socratic Questioning or guided group discussion
· Displays a lack of understanding about the diversity among communications agencies
· Makes frequent references (3 or more per day) about how things are done at “my agency”
· Gives no feedback to participants
· Consistently gives negative verbal/non-verbal feedback to participants
· Is insensitive to participant cultural or ethnic issues

Needs Improvement:

· Appears bored at times or disengaged from the class
· Only occasionally attempts to use advanced facilitator skills such as guided group and Socratic Questioning
· Socratic Questions are simplistic, does not follow up (appropriately) with questions requiring deeper thought or more complex answers
· Non-PBL courses
· Needs to engage or involve students more in lecture-based training
· Needs improvement in following the curriculum
· Needs some improvement in use of media, notes, or PowerPoint
· PBL courses
· Tends to lecture or over-share own stories – does not effectively monitor the amount of time spent talking when students could be providing the information
· Sometimes “reads” less familiar material directly from PowerPoint, IG or notes 
· Has limited involvement with students when not instructing
· Fails to recognize or incorporate material to accommodate different learning styles
· Gives little or ambiguous verbal or non-verbal feedback to course participants

Acceptable Performance:

· Actively “sells” the curriculum  
· Comes prepared to deliver the course
· Uses notes or PowerPoint slides only as a point of reference – does not directly read them verbatim
· For non-PBL courses, engages students during the delivery of the course content 
· Appropriately uses questioning and guided discussions to increase student participation
· Delivers lectures with maximum student interaction
· Uses all media provided as appropriate
· Tells students when media may be emotionally upsetting, graphic, etc. – allows them to leave the room
· Follows the curriculum
· For PBL or highly facilitated courses 
· Monitors lecture and own sharing
· Uses Socratic Questioning, guided group discussions, small group exercises, role-plays, case studies and brainstorming activities to increase student participation
· Uses thoughtful follow-up questions to further engage participants and provide further information
· Recognizes and incorporates in the delivery of course, different learning styles
· Gives appropriate verbal/non-verbal feedback to course participants
· Is approachable in dealings with course participants

Exceeds Standards:

· Demonstrates enthusiasm for curriculum, actively extolling it’s value and pertinence to public safety
· Uses techniques such as Socratic Questioning to pull from students more information than just the anticipated responses or superficial answers
· Is able to allow for new ideas or thoughts to come up from participants, and incorporate that information into the overall curriculum by making connections to previous material or other information that is relevant to the new information
· Knows the curriculum well enough to delve into deeper meaning of the material or alternative approaches to problems within the curriculum
· Guides students to make connections between previous learning and new learning
· Is energetic and engages students at a high level, even through lecture
· Gives exceptional verbal/non-verbal feedback to participants
· Participants respond positively to feedback in class becoming more engaged and participative

Excellent Performance:

· Exhibits a clear, strong adherence to curriculum presented through words and behavior 
· Can deliver any part of the curriculum with limited use of notes, PowerPoint, or other prompts.
· Is able to improvise when the unexpected occurs (I.e., materials do not arrive, electronic equipment fails, emergencies occur, venue unexpectedly changes)
· Thoroughly knows and understands the material and learning objectives and can appropriately shift the content focus when needed to stress or cover those objectives
· Can identify different participant learning styles or needs and tailor delivery of curriculum to meet those needs
· Guides students through the curriculum with limited dissertation or statements 
· Non-PBL courses
· Engages students at the highest level making learning fun for them
· Grabs student interest and involvement from beginning to end of course



Instructor Team-Teaching Skills

Performance or behaviors that may be present:

Unacceptable:

· Inflexible with the delivery of the curriculum
· Is unprepared to deliver the course material – the entire course, if necessary
· Inappropriately interrupts co-instructor, affecting the flow of material
· Does not respond to co-instructor calls or emails
· Is only prepared to deliver units previously agreed upon with the co-instructor
· Resents or ignores co-instructor comments or making of additional points from the sideline and does not adjust delivery to incorporate them
· Is absent from the classroom frequently
· Offers no constructive comments or points when co-instructor is presenting
· Does not debrief with co-instructor 
· Does not share the instructor spotlight 
· Last-minute arrival precludes a pre-brief or assistance in setting up the classroom 
· Sidebars or talks during co-instructor’s presentation
· Inattentive during co-instructor’s presentation
· Is confrontational when approached by co-instructors or Program Manager

Needs Improvement:

· Is not comfortable in some team-teaching situations
· Has difficulty being flexible with changes in the way information is to be delivered
· Has difficulty making adjustments for information delivered early by the co-instructor or information not covered by the co-instructor
· Rarely offers comments or brings up additional points or questions when the co-instructor is presenting material
· Indicates an unwillingness to instruct with certain instructors because of personality conflicts that have not been resolved
· Discusses classroom problems or concerns with co-instructor only when confronted with them
· Does not regularly debrief with co-instructor for the purpose of making course delivery adjustments
· Occasionally arrives at the last minute, not assisting in classroom setup
· Does not incorporate co-instructor’s input into their own delivery
· Is less than open to feedback or discussion when approached by co-instructors or Program Manager

Acceptable Performance:

· Attentive to the needs of the co-instructor
· Is comfortable with and supportive of co-instructing with others
· Makes an attempt to get to know all instructors through socializing at Instructor Workshops, etc.
· Makes appropriate additional points or asks additional questions when other instructor is instructing
· Is supportive of the co-instructor making additional points or asking questions when you are delivering the instruction
· Assists in monitoring group exercises, role-plays or brainstorm exercises during group work
· Pre-arranges with co-instructors, the dividing up of the material well-in advance of the course
· Debriefs with the co-instructor regularly to make adjustments to the course delivery
· Consults co-instructor with concerns, problems, issues such as time or classroom management 
· Arrives early to assist in classroom setup and pre-brief

Exceeds Standards:

· Actively works to include co-instructors in social events
· Checks to see who has not been invited to dinner at Workshops
· Anticipates in advance co-instructor’s needs 
· Encourages participation from co-instructor
· Effectively uses the co-instructor to bring out more information or as a valuable resource in the room
· Willingly shares the instructor spotlight
· Assists the co-instructor in areas where the co-instructor is less knowledgeable or comfortable
· Is flexible in the curriculum delivery.  Changes information to be delivered, as needed, if the information gets covered by the co-instructor
· Contacts co-instructor before class to coordinate efforts


Excellent Performance:

· Uses skills to appropriately engage or monitor participants when not instructing
· Is able to determine when a participant may need assistance or further explanation
· Actively mentors and assists other instructors
· Actively promotes improved co-instructing skills and relationships through open dialogue
· Incorporates changes in methods or delivery in order to support co-instructors learning or skills improvement
· Checks in with co-instructor to plan delivery strategy for the next unit or day
· Adjusts to compliment other instructors styles or needs
· Delivers different material in each subsequent class.  Does not always deliver the same information or modules from class to class.
· Could, if called upon, deliver the course without a co-instructor
· Contacts co-instructor well ahead of the class, helping coordinate and pre-plan instruction
 



Instructor Feedback

Unacceptable

· Does not accept instructor or mentor feedback
· Argues or contests the feedback given
· Resents some of the feedback
· Shuts down from feedback exchanges
· Does not provide feedback to one or more co-instructors
· Does not incorporate feedback into presentations throughout the rest of the course
· Does not turn in Instructor Feedback forms to Program Manager or to the co-instructor
· Submits Feedback Forms indicating feedback that was not actually given to the co-instructor
· Submits Feedback Forms which are handwritten, sloppy, and/or incomplete.

Needs Improvement

· Has difficulty incorporating feedback into later presentations
· Provides limited feedback to co-instructors
· Makes generalizations without giving specific, usable feedback to co-instructor
· Sends Feedback Forms to Program Manager 8 or more days after the end of the course
· May have to be prompted by the Program Office to get feedback forms in
· Does not consistently CC: the co-instructor for whom feedback was provided

Acceptable Performance
· Applies feedback to improve performance
· Feedback given to co-instructors is specific and usable
· Recognizes the applicability of feedback given
· Uses the Feedback Model to provide Feedback
· Get
· Ask
· Reflect
· Probe
· Give
· Describe when behavior occurred
· Describe what occurred
· Describe impact
· Discuss
· Wants
· Whys
· Ways
· Sends Feedback Form into the Program Manager and co-instructor within 7 days

Exceeds Standards
· Is approachable and open to feedback, suggestions, or discussion with co-instructors and Program Manager
· Immediately applies feedback  in an appropriate manner
· Feedback Forms and co-instructor CC are sent within 4 days
· Feedback given to co-instructor is specific and well-documented

Excellent Performance
· Solicits feedback, suggestion and openly engages co-instructors and Program Managers on improving performance and relationships
· Self-identifies what was done well and what needs improvement openly and integrates that into the feedback exchange
· Immediate application of received feedback is done in an exemplary manner
· Provides thorough, specific and usable feedback to co instructor making specific suggestions for ways to improve performance in a manner that is non-critical and highly supportive
· Sends Feedback Form to Program Manager and co-instructor within 2 days of the end of course
· Assists co-instructors to help them incorporate feedback


Instructor Classroom Management Skills

Performance or behavior that may be present:

Unacceptable Performance:

· Frequently fails to manage classroom time
· Frequently runs ahead of or behind schedule
· Leaves co-instructor to deal with problems created by above
· Does not or refuses to deal with disruptive student behaviors
· Leaves co-instructor to deal with student behavior issues
· Provides little or no documentation of the incident
· Documentation provided is determined to be incomplete or inaccurate
· Does not complete break logs or seating charts or leaves these tasks for co-instructor
· Fails to review housekeeping items such as emergency evacuation plans, ADA, AED locations, etc. or leaves these topics to co-instructor
· Fails to return equipment, materials paperwork, rosters, tests, evaluations more than two weeks after the conclusion of class
· Consistently dismisses class an hour or more early, without an off-site assignment

Needs Improvement:

· Has difficulty with classroom time management
· Runs ahead of schedule or behind schedule
· Has difficulty adjusting delivery to make up for above
· Allows disruptive or negative student behavior to continue before addressing the issue in a timely manner
· Documentation of the incident is incomplete, non-specific or not provided in a timely manner
· Fails to notify the Program Manager about the problem or incident in a timely manner
· Responds with anger rather than mitigation techniques, to problem students
· Forgets to complete break logs or seating charts some of the time
· Occasionally fails to go over housekeeping items about emergency evacuation plans, AED locations, or ADA access issues with participants
· Returns equipment, materials, paperwork, rosters, tests, evaluations more than one week after the conclusion of class
· Occasionally dismisses class a hour or more early, without an off-site assignment
· Does not make clear at the beginning of class, class expectations, including end of class time

Acceptable Performance:

· Manages class time appropriately
· Begins on time and concludes on time
· Uses classroom management techniques to create a safe learning environment
· Minimizes disruptive student behavior as a team through us of direct or effective indirect intervention techniques
· Thoroughly documents classroom incidents, citing specific behaviors or observations
· Notifies Program Manager about classroom incidents in a timely manner
· Completes daily break logs and seating charts
· Returns equipment, materials, rosters, tests, evaluations and other paper work within one week of class
· Specifies housekeeping items such as emergency evacuation plans or ADA access issues for every venue
· If class is dismissed early, provides a relevant and useful reading or other classroom related study assignment
· Clearly covers class expectations, when class will begin and end, and the expectation that participants will be back from lunch and breaks on time

Exceeds Standards:

· Is able to make adjustments with course delivery to compensate for ahead-of-schedule or behind-schedule without compromising learning objectives
· Troubleshoots unexpected problems that may arise within the course and provides appropriate documentation
· Ergonomic issues
· Illness or participant emergencies
· Safety issues
· Unusual occurrences
· Deals directly with participant problem behaviors while supporting the learning of the participant
· Takes action to make the learning environment comfortable

Excellent Performance:

· Is able to make severe adjustments to time management in the delivery of the course in the rare instances that may call for it
· Handled serious issues or emergencies displaying excellent problem-solving skills and leadership under extreme or very stressful conditions
· Used the emergency evacuation plan or building evacuation as specified
· Is able to identify and deal with problem student behavior early on, providing support to the other participants, the problem student, and instructors



Instructor Appearance

Performance or behavior that may be present:

Unacceptable Performance:

· Wears inappropriate attire
· Jeans
· Dirty, stained, torn clothing
· Sweatshirts, T-shirts with “slogans’ or other printing
· Bare legs
· Short mini-skirts
· Shorts
· Flip-flops or inappropriate footwear
· Unkempt appearance


Acceptable Performance:

· Wears clean, pressed business or business casual attire
· Clean, non-torn jeans are okay only on the last day of class
· Tidy, clean appearance
· Appropriate footwear for attire
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