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Memo to Peer Evaluator
DATE:













TO:


















(Peer Evaluator)
CC:

___________________________________________________________  







(Faculty Member to be Evaluated)

FROM:
___________________________________________________________







(Dean/Director)

This memo will confirm your appointment to provide a peer evaluation that will be one element of the probationary evaluation for ________________ as per Article 5.9.2 (b) of the DCFA Collective Agreement.  

Below is an outline of the process to be followed, and attached are some forms that should be used to facilitate the process for peer evaluation.
NOTE: The evaluation must be based on the probationary faculty member’s pedagogical and administrative activities.

I request that you complete this process by ___________________. Upon completion, a copy of the peer evaluation report must be submitted to my office.
GUIDELINES FOR PEER EVALUATION  (FOR CLASSROOM INSTRUCTORS)

Peer evaluation should consist of four elements:
1. a pre-observation consultation between peer evaluator(s) and probationary faculty member.  This meeting provides opportunity for discussion of overall course outline, instructional material, methodology and supplementary materials utilized in the course, student handouts, evaluation procedures, use of technology for instruction, and so on.  This meeting also provides opportunity to discuss the specific learning objectives of the lesson to be observed, the sequencing of this lesson to those preceding and following, specific instructional methodology to be utilized in this class, and pertinent student information and/or specific challenges within this class;

2. a blank copy of the Peer evaluator’s evaluation form and the Classroom Observation Checklist is to be provided to the Probationary Faculty member;

3. an observation of a mutually agreed to class utilizing observation checklist; and 
4. a follow-up meeting to provide feedback on class observation.  This meeting should allow for a discussion of the evaluator’s observations and perceptions/experience (i.e. assessment and grading, etc.) of the probationary faculty member and should provide the probationary faculty member with the peer observation report. 

