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Please fill out this report completely and send it as an e-mail attachment to (a) the instructor, (b) 
the chair of the department and (c) the chair of assessment. Your classroom visitation should 
take place sometime prior to the last two weeks of the semester and must be submitted by the 
end of the semester in which it occurs. Request an appointment at least a week in advance of 
your preferred date, and be sure to secure access to all online materials. Note that this report is 
not simply an evaluation of a single teaching performance, but of the professional conduct of the 
teacher and the administration of the class as a whole.  Please remember that this report will 
become a permanent part of the instructor’s file and that it is essential evidence for ARTP 
decisions at every level.  If you are uncertain about the appropriateness of any remark you make 
below, consult the chair for guidance prior to giving it to the instructor.  Delete this note prior to 
submission. You may delete the explanatory notes as well. 
 
Delete this note and all blue text prior to submission, with the exception of the definitions of the 
evaluative terms you employ at the end. 
 
Please save the document using the last name of instructor visited, course and term as 
follows:   Smith.006.Fall18 
 
 
Instructor: 
  
Course:  
  
Visiting professor:   
  
Year and term of visitation:   
 
Accessibility: 

• Was the instructor responsive to your request access to online resources?   
• Is the instructor’s website up to date with all current syllabi? 

   
Syllabus and requirements: 

• Are the syllabus and the work schedule for this class clear?  
• Are the course requirements clear? 
• Are the assessment methods appropriate and transparent? 
• Are the readings and other course material appropriate? 
• Are the requirements and assessment tools adequate to a course of this type?  
• Other relevant observations 

 
Online environment:  
 

• Is the online environment well-organized and easily navigated? 
• Has the instructor removed unused tools from the LMS? 
• Suggest ways of improving accessibility. 

 
Communication and grading: 
 

• Is there clear evidence of regular communication with the students, e.g., 
regarding upcoming due dates and minor changes to the schedule? 
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• Does the instructor communicate in a prompt and professional manner? 
• Does the course appear to be proceeding on schedule? 
• Are assignments being graded and returned in a timely manner? 

 
 

 
 
Online lectures: 
 
Note to evaluator: Please observe at least 50 minutes of instructor developed 
online instruction before completing this section.  
 

• Are the instructor-developed online lectures as well as any synchronous activity 
sufficiently developed to (as required by department e-learning policy) “fulfill the 
function normally satisfied by activities performed in a regular classroom?” 

• Are the presentations, interesting, well-structured and appropriate to the level of 
the class? 

• Are there any notable omissions, errors, misrepresentations or over-
simplifications in the presentations you observed? 

• Are the presentations you observed of an appropriate length? 
• Are any student comprehension assessment methods employed during the 

presentations? 
• Other relevant observations. 

 
Assessment materials: 
 

• Are the assessment materials adequately developed? 
• Are the assessment materials sufficiently rigorous for a course of this type? 
• Does student success on assessments appear to depend on fully engaging the 

lectures, readings and other course materials? 
• Does the instructor permit retakes? If so, are the assessments structured in such 

a way as to prevent routine success (i.e., because exactly the same questions 
are encountered or students have been provided the answers with instructor 
feedback)? 

• Other relevant observations   
 
 
Notable Strengths:   
 

• Summarize any specific ways in which this online course is very good or 
excellent. 

 
Recommendations for improvement:  
 

• Summarize any ways in which this online course requires or would benefit from 
modification.  
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Summary Evaluation 
 
Provide a summary evaluation of the overall quality of this course. Select the evaluative 
term below that is most compatible with the evidence you have provided above and 
provide any additional justification of this choice if necessary. Please pay careful 
attention to the rubric. 
 

• Unacceptable 
o means there were very serious problems with the class meeting or the 

course design is seriously out of compliance with departmental guidelines 
or catalog requirements. These problems have been documented above. 
 

• Poor 
o means the class meeting or course design was not competent.  The 

instructor should not be assigned to this course again without prior 
evidence of having addressed the issues documented above.  Future 
work should be granted only under conditions of closer supervision. 
 

• Competent  
o means the class meeting or course design met but did not exceed basic 

expectations.   Significant improvement is required and other more 
competent instructors should be assigned to this course unless clear 
evidence of commitment to such improvement is demonstrated.  
 

• Good 
o means class meeting or course design is competent in every significant 

way, and significantly exceeded minimal expectations in at least some 
ways documented above.  This term is not an expression of general 
dissatisfaction, but an acknowledgement that there are some significant 
ways that the instructor can improve the course.  
 

• Very Good 
o means class meeting or course design is competent in every significant 

way and significantly exceeds minimal expectations in many ways. This 
term indicates a very high skill level, with no significant weaknesses, and 
only minor suggestions for improvement. 
 

• Excellent 
o means class meeting or course design is competent at every level, 

significantly exceeds minimal expectations in several ways, and was 
exceptional in one or more way. This term indicates a quality level that 
one would normally expect to see in less than 10% of courses taught. 


