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Introduction

"Growth is the only evidence of life." -- John Henry Newman

Since ancient times, the art of teaching has remained somewhat of a mystery.
Great teachers have bad days. And bad teachers have great days. A great teaching
day is when the three key components of teaching -- the subject, the student, and
the self -- magically seem to coalesce. The Collegiate Development Network’s
(CDN’s) aim in writing this manual is to foster better teaching by inviting you to
look deeply and honestly inside your subject, your students, and yourself to find
out what’s working and what isn’t.

In the past, new teachers could afford to flounder for months trying to find their
way over a variety of hurdles. No longer! Today’s demanding and consumer-
minded students hold their teachers accountable for delivering quality teaching
and learning from day-one. Simply put, you no longer have the luxury of a
learning curve to become an effective teacher. That’s where CDN comes into the
picture. CDN’s Teaching Manual is specifically designed for teachers who have to
hit the ground running!

This Manual provides practical options and savvy advice on problematic areas of
college teaching. It is designed mainly for (a) teaching assistants starting from
scratch,  (b) early-career instructors experiencing problems, (c) experienced
professionals (e.g., CPA's, PT's and PA's) entering college teaching anew, and (d)
established professors looking for fresh approaches.

The Manual contains 13 user-friendly Core Skills that provide options and advice
designed to help you establish your own teaching style, boost your self-
confidence, enhance student motivation and achievement, and keep you out of
trouble. These Core Skills represent the key areas confronting all college teachers.
The Skills cover topics as selecting texts, preparing syllabi, delivering lectures,
leading discussions, motivating students, promoting critical thinking, managing
disruptive behavior, improving student writing, and other areas.
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We recognize that every teacher and every teaching context is different. We also
recognize that successful teaching does not flow from standardized formulas and
set practices. We are not going to give you a map to follow. We only hope to give
you the passion to discover something new, useful, and exciting to improve
teaching and learning.

There are no pat answers to the complex subject of teaching and learning. Thus
we offer multiple approaches to a variety of teaching and learning problems. Only
you know what approach speaks to your nature. Only you know what best fits
your personality, beliefs, background, academic situation, etc.

To promote better teaching and learning, however, we urge you to remain open
and available to new approaches and strategies. Our emphasis is on
experimentation and personal growth. If one approach doesn't work, try
something else. Make your "college teaching credo" one of continuous growth.

What gave rise to this teaching manual was an insightful research question posed
several years ago by CDN founders, Dr. Sharon Baiocco and Dr. Jamie DeWaters.
They asked: What strategies, techniques and behaviors -- if any -- do the
nation's most successful professors have in common? 

Studying the attitudes, techniques, and styles of award-winning professors,
Baiocco and DeWaters concluded that successful college teachers share several
characteristics. First, artful college teachers exhibit high “EQ.” (“EQ” is drawn
from Daniel Goleman’s Working With Emotional Intelligence, 1998. The term
denotes a host of key leadership competencies such as self-awareness, integrity,
commitment, etc.), and especially a passion for learning and teaching.  Second,
they have become scholars of teaching, with well-developed philosophies of
instruction.  And third, they exhibit expert problem-solving skills.

The findings of Baiocco and DeWaters, published in a best-selling book
(Successful College Teaching: Problem-Solving Strategies of Distinguished
Professors) Allyn & Bacon, 1998), represent a giant step in the area of faculty
development. Their practical research into the theories and strategies of topnotch
college teachers supports and develops the material contained in this brief manual.

Simply put, this manual takes a “best practices” approach to teaching and learning
(Chickering & Gamson, 1991). Underlying these "best practices” are some
principles that drive successful teaching and learning. These principles, flowing
from certain assumptions, reflect a preference for the following:
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¸ Inquiry-based (active) learning,

¸ Student-centered learning,

¸ Student-instructor dialogue,

¸ Cooperation among students,

¸ Respect for multiple learning and teaching styles,

¸ Active and prompt feedback,

¸ Explicit standards, high expectations and accountability,

¸ Problem-solving, critical thinking and "EQ,"

¸ Flexibility and open-mindedness, and

¸ Time on task.

Consider the range of teaching options in this manual like racks of clothes at a
department store. Take some garments off the rack, try them on, see what fits,
look at yourself in the mirror, take them home, then wear them. If they don’t do
anything for you, then return them free of charge and get something else. This
manual offers you lots of new things to try on. Don’t settle for anything that
doesn’t fit your style and shape.

James L. Ragonnet
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Core Skill #1
How To Select a Text Book

If you have the luxury of choosing your own text, thank your lucky stars. Many
professors do not have a choice in this matter. Take the time to select your text
carefully. Your course evaluations will reflect both the quality of your teaching
and the quality of your text. You may do a great job teaching. But if you select
the wrong text, you will hear about it! Students will fault you for selecting a text
that is too costly, too complicated, too bulky, too dull. You and the text
essentially "team-teach" the course. You are not only selecting a text -- but also a
"teammate."

What should you do first?

¸ Maintain a working file of publishers' catalogs.

¸ Keep the business cards of all publisher-
representatives who contact you.

¸ Find out what texts your colleagues use.

¸ Visit college bookstores, college web sites, and
professors' home pages to see what others in
your field are using.

¸ Browse on-line (e.g., <www.amazon.com>, <www.wwnorton.com>).

¸ Order examination copies regularly.

¸ Keep your office shelves filled with possible texts.
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Look for a text . . .

 ̧ That emphasizes the same course topics and areas that you do.

¸ That is organized the way your course is (i.e., topically, chronologically,
etc.)

¸ That matches your students' level, skills and capabilities.

¸ That contains neither too much nor too little material.

 ̧ That is reasonably priced.

 ̧ That is "user-friendly" (i.e., clearly written, subtitled, color-coded, witty,
etc.)

 ̧ That is current.

¸ That contains clear, challenging and creative assignments, problems,
discussion questions, projects, exercises, drills, etc.

¸ That includes the supplemental materials you demand (i.e., interactive
components, bibliographies, charts, photos, artworks, diagrams, overheads,
videos, sample syllabi, teacher's manual, test banks, biographical
information, historical essays, textual notes, glossaries, recommended
readings, etc.).

¸ That reflects your teaching style and methods (i.e., role-playing, showing
films and videos, brainstorming, discussing case studies, small group work,
traditional lecture, summarizing main points, student presentations,
computer sessions, etc.).

What questions should you ask before you order your text?

¸ Is this the best text for the money?

¸ Will my students find this book useful, interesting, and clear?

¸ If you used the text previously, what did your students think of it?
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¸ Will the publisher "package" this text with companion texts and materials at
a reduced rate?

¸ Is there a teacher's manual, workbook, and test bank available with this
text?

¸ Is this text presently available and in stock?

¸ What do my trusted colleagues think about this text?

¸ Is this a text my students will keep for future reference?

¸ Is there a new edition of this text available?

¸ Are there used copies available?

What else should you consider?

¸ Check early and often with your bookstore manager on the status of your
texts. Avoid surprises!

¸ Ask the bookstore manager to contact you immediately if there's a problem.

¸ Have sufficient handouts and reprints available for the first two weeks of
class in case of a screw-up!

¸ Consider creating your own "course pack." Certain publishers specialize in
designer texts. Ask your bookstore manager to help you.

¸ Go with a reasonably priced, user-friendly, standard text. Supplement it
with handouts and reprints as needed. No text is perfect!
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Core Skill #2
How to Develop a Syllabus

If you think a syllabus is merely a course outline, think again. A syllabus is a
comprehensive statement to let students, administrators, colleagues, accrediting
agencies, and others know all about your course, your priorities, your methods,
your guidelines and your expectations. In sum, a sound syllabus is an expression
of your manner and philosophy of teaching. A clear and comprehensive syllabus
is the ground upon which all successful teachers stand, and it may also be
viewed as a legally binding contract!

If your syllabus establishes clear and explicit course guidelines from the get-go,
you will minimize considerable confusion, conflict, and heartache later on. View
your syllabus as a golden and formal (i.e., written) opportunity to setup your
course exactly the way you want it. Developing an inclusive syllabus obliges you
to plan every aspect of your course. Accordingly, develop a syllabus that
anticipates and addresses course problems (e.g., plagiarism, disruptive behavior,
grading issues, etc.). An effective syllabus will bail you out of a heap of trouble.
It's like having a "Get Out of Jail Free" card in Monopoly. When someone
challenges your goals, policies or procedures, simply advise them, "Consult your
syllabus!"

What are the functions of a syllabus?

¸ To provide course content,

¸ To identify course objectives,

¸ To provide course focus,

¸ To indicate prerequisites,

¸ To furnish a schedule of assignments and exams,

¸ To identify grading criteria,
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¸ To outline standards,

¸ To furnish contact information,

¸ To identify text(s),

¸ To establish a learning contract and legal record,

¸ To establish writing criteria,

¸ To motivate students,

¸ To indicate teaching style,

¸ To facilitate self-pacing and planning, and

¸ To advertise and promote the course.

What key information should your syllabus provide?

Personal Information: Mention your name, office location, phone #, e-mail
address, office hours, your web page address, names and addresses of teaching
assistants and aides, etc.

Course Information: Include course title, course number, prerequisites, class
hours, lab hours, class location, credit hours, etc.

Texts: Provide title, author, date, publisher, edition, ISBN, etc.

Supplemental Materials: Mention selected items -- videos, audio tapes, handouts,
graphs, charts, maps, lab equipment, calculators, dictionaries, art supplies,
computer accessories, library reference resources, etc.

Course Description and Goals: Provide a capsule description of your course (in
concert with the college catalog) and mention your goals (e.g., the development of
certain skills, the acquisition of certain knowledge, the growth of certain attitudes,
the completion of certain certifications, etc.)
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Course Methods: Indicate your delivery system (e.g., lecture, seminar, small
group discussion, guest speakers, lecture/discussion, etc.).

Course Schedule: Decide whether you want a schedule that is fixed/prescriptive,
open/tentative or a combination of both. (Actually, you may not have a choice, as
large, multi-section courses often demand fixed schedules.)

Many instructors in their syllabi provide only a basic flight-plan of key areas, then
schedule assignments and tests according to their students' progress. Fixed
schedules offer maximum structure and minimal flexibility. Open schedules do the
opposite. Find your own niche.

Your schedule, however, should indicate (exact or approximate) due dates for
papers, rough drafts, quizzes, oral reports, trips, group projects, etc. Ensure that
you include all the key content areas. Ensure that the reading assignments
accurately match the pages in the text. Double check for accuracy all dates you use
with a calendar. You may also wish to include several "open dates" on your
schedule to allow for sick days, review sessions, canceled classes, backlogs, etc.

Grading Policy: Clarify whether your system uses points, letter grades, etc. 
Indicate how you assign grades (i.e., papers, quizzes, reports, class 
participation, attendance, written assignments, etc.) Indicate whether you grade on
the basis of improvement, whether you warn students who are doing poorly,
whether you schedule conferences to discuss student progress, d whether you have
an appeals process for disputing grades.

Attendance and Lateness Policy: Indicate whether attendance is mandatory, how
many unexcused cuts you allow, and what penalties (i.e., lower grades, loss of
credit, etc.) are associated with your policy. Indicate whether you expect students
to contact you if they cannot attend class.

Plagiarism and Cheating Policy: Define any ambiguous terms (e.g., plagiarism,
academic dishonesty, etc.) according to your school's student handbook.  Since
many students do not know what constitutes plagiarism, spell it out.  Indicate that
your course conforms strictly to your institution's procedures, policies and
penalties associated with academic dishonesty. For your own protection, your
policy should be in synch with your institution's policy.
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Class Participation Policy: Define clearly what you mean by "participation."  
Indicate whether you expect students to participate and why. Indicate how/if
participation will graded.

Missed Exams and Late Assignments Policy: Indicate whether you give make-up
exams and accept late assignments and under what conditions. Indicate the
penalties you attach to missed or late exams and papers.

Disruptive Behavior Policy: Specify the types of behavior (e.g., sleeping in class,
profanity, belligerence, rudeness, etc.) you deem unacceptable. Indicate how you
and your institution deal with disruptive behavior.

Support Services Resources: Tell students how to get help in your course. Discuss
what campus resources (i.e., learning center, library, computer labs, writing
center, counseling center, departmental tutors, student aides, etc.) are  available.

Success Statement: Provide brief guidelines (here or under separate cover) for
students can succeed in your course: by being active learners, being open and
available to new ideas, coming to class prepared, taking responsibility for their
writing, seeking extra help, etc.

What questions should you ask about your syllabus?

¸ Does my syllabus accurately reflect my teaching style and philosophy?

¸ Does my syllabus include all items mandated by my department and school?

¸ Does my syllabus conform to the policies and procedures of the student
handbook?

¸ Does my course description square with what the catalog says?

¸ Does my syllabus include all the key content areas of my course?

¸ Can I avoid any previous issues, problems or headaches by addressing them
in this syllabus?

¸ Do I need to look at my colleagues' syllabi as models?
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¸ Should I let my colleagues or chair review my syllabus before I print it?

¸ Is my syllabus detailed and specific?

¸ Are there any "gray areas" that I need to clarify?

¸ Does my syllabus have too much or too little information?

¸ Does my syllabus convey a positive and motivational tone?

¸ Is my syllabus accurate (i.e., all dates, page numbers, assignments, phone
number, e-mail address, text ISBN, etc.)?

¸ Is my syllabus an attractive advertisement for my course?

¸ Does my syllabus allow me enough flexibility?

¸ Is this the best syllabus I have ever developed?
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Core Skill #3
How to Handle Day One of Class

First the bad news: On day one you will definitely be nervous! All teachers --
even good teachers and veteran teachers -- are nervous on day one! Now the good
news: After 20 years of college teaching, the nervousness will abate! Actually,
nervousness is a good sign. It means you care about how students perceive you.
You care about how students respond to you. And you care about becoming a
good teacher. If you are nervous on day one, then “Don’t  worry, be happy" --
you are quite normal. If you are not nervous, then get nervous, because you may
be too complacent.

The main goal on day one is to create a solid impression. Ideally, you want
students to perceive you as knowledgeable, organized, stimulating, articulate,
competent and professional. Your students don't care how many books you have
read, how many articles you have published, how many A's you got in college, or
who served on your dissertation committee. Your students care mainly whether
you have good people skills and whether you can respond to their needs
effectively.

A teacher is essentially a guide leading travelers on a journey of inner discovery.
Accordingly, tell your "travelers" that those who open themselves to new ideas
along the journey will experience the greatest growth. Since no two journeys are
the same, tell your "travelers" not to compare this journey with any other. You
and your students begin this journey for the first time together. On day one not
only does the course begin -- you and your students begin!

You have three goals on day one: (a) to establish rapport and a learning climate,
(b) to manage certain administrative tasks, and (c) to present your course. This
Core Skill offers strategies to get you started properly and to set the tone for the
entire semester.
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What should you do to prepare for day one?

¸ Obtain your student rosters and review the names.

¸ Prepare a blank seating chart, if necessary.

¸ Get some index cards and markers to make name cards, if necessary.

¸ Prepare a dynamite syllabus.

¸ Print and prepare for distribution (including 10 extra copies) your syllabus
and other materials.

¸ Prepare a course folder. Write the course number, time, and room number
on the cover. Inside put your syllabus, handouts, seating chart, roster, etc.

¸ Visit your classroom.

¸ Check the room for proper size, location, condition, and equipment (e.g.,
lectern, TV, overhead projector, screen, desk, etc.)

¸ Notify maintenance, registrar, A/V, chairperson (as needed) to remedy or
change your room. Don't get stuck with a bad room.

¸ Walk around the room to get familiar with it.

¸ Project your voice to the back of the room.

¸ Assemble your texts.

¸ Contact the bookstore to ensure your texts are available.

¸ Prepare a "back-up-plan" if your texts are not in.

¸ Prepare and organize your opening remarks on a large index card. (Never
read a prepared script.)
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How should you establish rapport and a learning climate?

¸ Arrive ten minutes early. (Never walk in late. You will ice-up!)

¸ Greet students as they arrive.

¸ Start class with a lengthy pause. [Then say, "Thank you for your attention. I
would like to begin now."]

¸ Speak slowly and clearly.

¸ Maintain eye-contact.

¸ Tell students your name and how they should address you.

¸ Admit (perhaps) that you're nervous.

¸ Tell students that you have three goals today: (a) to establish rapport, (b) to
handle some administrative matters, and (c) to introduce the course.

¸ Introduce yourself. Talk briefly (five minutes) about your academic
background, teaching style, and philosophy of education.

¸ Be enthusiastic and positive.

¸ Convey, verbally or non-verbally, to your students that they matter to you
and that you enjoy teaching.

¸ Tell students you want to help them grow!

¸ Ask students to help you grow by inviting volunteers to serve on an
advisory committee to give you continual course feedback.

¸ Admit you don't have all the answers and that you make mistakes.

¸ Admit that you and the text, at times, will disagree.

¸ Don't hide behind the lectern. Move around.
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¸ Ask students in the back rows to move forward.

¸ Start to learn and use students' names.

¸ Don't be too serious or too frivolous -- too cold or too warm-and-fuzzy!

¸ Ask students if they have any questions.

¸ Personalize your answers by asking the name of each student who asks you
a question.

What administrative matters should you handle on day one?

¸ Write on the board your name, course title, course number, and section
number.

¸ Remind students about course prerequisites, room number, and meeting
times.

¸ Tell students lacking the prerequisites to reconsider taking the course.

¸ Indicate whether the course is "closed."

¸ Indicate whether you're admitting additional students.

¸ Take attendance by calling the roll or circulating a sign-in sheet.

¸ Ask students (time permitting) to introduce themselves or each other.

¸ Distribute your syllabus.

¸ Discuss the course policies specified in your syllabus. Clarify your position
on attendance, grades, late work, plagiarism, class participation, rude
behavior, etc.

¸ Discuss the penalties associated with these policies.
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¸ [Say this: "In this course your are responsible for your actions. Your actions
are the ground on which you stand. I will hold you accountable as adults
for taking exams, completing assignments, attending class, etc. Okay?"]

¸ Tell students how to contact you (i.e., office location, office hours, phone
number, e-mail address, etc.)

¸ Display and discuss your text. Alert students if the text is unavailable.

¸ Tell students how to get extra help (e.g., Learning Center, Writing Center,
tutors, etc.)

¸ Mention the assignment for the next class.

¸ Use most of your class time. Dismissing your class after ten minutes
suggests you've got better things to do.

How should you present your course on day one?

¸ Mention your course goals.

¸ Mention your intention to make the course enjoyable.

¸ Mention that your main priorities are student learning and student success.

 ̧ Mention your "Two S's Policy" -- relating the elements of self and subject.
Make students aware that this course has relevancy to their lives, careers and
success.

¸ Ask students to hold in abeyance any negative assumptions about the course
or subject.

¸ Ask students to share their apprehensions. Allay anxieties associated with
the learning the subject.

¸ Tell students that your course -- like brand new underwear -- represents a
fresh start. [Paraphrase Goethe and say this: "I don't care what kind of
student you were or are. I care most about  what  kind of student you are
capable of becoming."]
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¸ Give an overview of the course.

¸ Identify key issues, questions, or topics covered in the course.

¸ Illustrate a key issue, question, or topic.

¸ Indicate how your classes are generally structured (e.g., brief lecture
followed by discussion, guest lecturers, seminar, videos, etc.)

¸ Mention your expectations and methods for success (e.g., critical reading,
careful writing, taking notes, being prepared, active participation, bringing
the text to class, etc.)

¸ Urge students to be inquisitive.

¸ Ascertain (formally or informally) student preparation in the subject area.
Give a diagnostic test, if necessary.

¸ Mention the papers, projects, assignments, field trips, etc., in the course.

¸ Discuss your methods of testing and grading.

¸ Urge students to request help if they need it.

¸ Lighten up. [Say this in closing: "Do you people have any idea whom I feel
most sorry for right now? Exactly! The people NOT in this class!"]

¸ [Dismiss them by saying this: "I am looking forward to having you in my
class. I'll see you next time."]

What questions should I ask about handling day one?

¸ Am I enthusiastic and positive about teaching this course?

¸ What can I do to relax my students and myself?
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¸ How can I present myself as a competent, caring, organized, professional,
responsive, real, unpretentious teacher?

¸ Am I "self-centered" or "student-centered"?

¸ Have I prepared properly? (i.e., my opening remarks, syllabus, handouts,
etc.)

¸ Have I checked on my room assignment and book orders?

¸ Do I need to contact anyone about a room problem?

¸ Do I have a back-up plan if my text is unavailable?

¸ Have I reviewed the names on my roster?

¸ Have I made a course folder to house all my materials for day-one?

¸ Have I considered all pertinent administrative items? (i.e., policies,
penalties assignments, due dates, grades, etc.)

¸ Do I have an assignment ready for next class?

¸ How can I present my course as relevant, fun, important, etc.?

¸ Will my students look forward to attending the next class?

¸ How can I solicit continual, constructive student-feedback on my
performance?

¸ Can I imagine myself as a student worried about taking this course?

¸ What should I tell students worried about taking this course?

¸ Am I the type of teacher I wish I had in college?

¸ What did my worst teachers do on day one that I need to avoid?
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Core Skill #4       

How to Remember Student Names

Your name makes "you" special. Your students' names make "them" special.
Remembering the names of your students has a "double bottom line": Your
students will get to know you, and you will get to know them. If you want
students to think critically, to learn eagerly, to work hard, and to participate
actively, start by learning their names. There are several strategies you can use to
remember the names of your students (even in large lecture courses). The
following advice, however, applies mostly to manageable classes of 50 students or
fewer.

What should you do for starters?

¸ Review your student rosters in advance.

¸ Note all unusual names.

¸ Rehearse the pronunciation of difficult names.

¸ Have blank seating charts available.

¸ Have a supply of index cards and markers on hand.

¸ Include on your syllabus your office location, e-mail address, and office
telephone number.

What should you do next?

¸ Ask students if they want you to remember their names.

¸ Tell students that their names matter to YOU!

¸ Ask students to help you learn their names.

¸ Introduce yourself to the class.
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¸ Tell students how they should address you.

¸ Use "name cards."

 ̧ Give each student an index card and provide one marker per row. Ask
students to make "name cards" for their desks. Ask students to fold the
cards lengthwise and print (boldly) the name they prefer to be called. Ask
students to display their name cards on their desk for the first two weeks.
Tell students to place their name cards on their desk as soon as they sit
down. Tell students to save their name cards and to use them as bookmarks.
Give a small token (e.g., college pen) to the student who keeps his/her name
card the longest! Bring extra name cards and markers during the first two
weeks. Let students know you are serious about learning their names. After
two weeks (or so) ask students to remove their name cards; then test
yourself on how many names you can remember.

¸ Ask students to introduce themselves on day one.

¸ Ask students to include key points in their introduction. Write on the board
the following items: (a) full name & preferred name, (b) home town, (c)
major/year and (d) crazy and unique fact (for the purposes of memorable
association). Associate some obscure fact with each student (e.g., he collects
"Three Stooges" videotapes or she has six toes on her left foot). Comment
on each student's crazy fact. Associate the crazy facts with the students'
names and faces. Make students feel unique and special. Welcome each
student.

¸ Pair-up students and ask them to introduce one another. (This is especially
helpful to socialize commuters who may feel estranged from resident
students.)

¸ Use response cards:  Provide students with 3 X 5 index cards to record their
responses to assignments or discussion topics. Invite students to say their
name then to read their card. Collect and read the cards. Make brief
comments on the cards and return them next class. Read aloud a few cards
and praise the authors. Associate the cards with names and faces.

¸ Prepare a seating chart (if necessary). Ask students to decide by the third
class where they would like to plant themselves until you learn their names.
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¸ Ask students to identify themselves (for the first two weeks) each time they
speak.

¸ Call on students by referring to their name cards. Don't wait for volunteers.

¸ Walk up and down the rows making a big deal about the name cards.
Associate names and faces.

¸ Require a brief writing sample (i.e., graded or ungraded) during the first
two weeks.

¸ Call the roll during each class for the first two weeks.

¸ Get to class 15 minutes early (if possible) to chat with students.

¸ Hang around after class for a few minutes.

¸ Invite students to have lunch with you.

¸ Include your e-mail address, phone number, office hours & location on
your syllabus.

¸ Invite students to swing-by during your office hours.

¸ Ask students to e-mail or call your office if they are having a problem.

¸ Be cautious about providing students with your home phone number as
students can take advantage of this privilege!

¸ Circulate a "student data sheet" (i.e., a record of student names, phone #'s
and e-mail addresses). Be sure to get their permission!

¸ Review your rosters regularly and note the names you still need to learn.

¸ Encourage students by rewarding them "class participation" points based on
your ability to know their names within the first few weeks.



       The CDN Teaching Manual 24

Core Skill #5
How To Motivate Students

Your job is all about getting students to grow, to learn, and to work. However,
there is no magical and easy way to go about this. In fact, there are several
approaches to consider. The behavioral approach motivates students using both
positive and negative reinforcements.  Positive student behavior is reinforced and
rewarded with high grades, extra credit, awards, peer recognition, praise, etc.
Negative student behavior is discouraged and redressed with poor grades, lost
credits, tests, pop-quizzes, etc. Both positive and negative have their place.

The humanistic approach motivates students by providing a sound learning
environment in which students can take risks, share ideas, and make choices that
will self-actualize their hidden potential. The cognitive approach motivates
students by satisfying their yearning for new information and skills with the use of
challenging problems, activities, and assignments. Your task is to figure out which
approach (or combination of approaches) resonates in your students and works
best. By increasing student motivation, you enhance attendance, concentration,
retention, participation, enthusiasm, and performance as well. Here are some ways
to go about motivating your students.

What general strategies will motivate your students?

¸ Create a classroom environment that is open and positive.

¸ Make students feel they are valued and important.

¸ Provide frequent and early positive feedback (publicly in-class or privately
via e-mail, informal notes, etc.).

¸ Stress repeatedly the relevance of the course material.

¸ Provide plentiful, concrete, realistic and clear examples of your key points.

¸ Use apt and zany metaphors to evoke your points.
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¸ Identify and understand the specific needs of your students in the course.

¸ Make your students active learners and participants.

¸ Continually ask your students questions. Slowly pace your questions.
Proceed slowly!

¸ Ponder and weigh students’ responses. (Count to five before you respond or
ask another question.)

¸ Address students by name.

¸ Ask your students pointedly what motivates them to concentrate in-class and
to work hard outside of class. This is a great discovery tool for teachers.

¸ Remain enthusiastic.

¸ Organize your course carefully and logically.

¸ Ensure that the difficulty-level of the material is appropriate to your
students.

¸ Expect your students to be motivated, hardworking and interested.

¸ Set high, but realistic expectations, for your students when you make
assignments, grade papers, etc.

¸ Create challenging, fun, relevant, and creative assignments and projects.

¸ Help students to set and achieve their goals by stressing their steady
improvement.

¸ Tell students specifically how they can succeed in your course.

¸ Avoid an atmosphere of student-competition in your classroom.

¸ Give students some choices about assignments, test formats, videos, etc.

¸ Grade hard in the beginning, then relax your grades as your students
progress.
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¸ Never start out a semester by grading too easily or generously.

¸ De-emphasize grades, in general, and stress learning and mastery.

¸ Avoid complex grading systems involving points and credits to avoid
pettiness.

¸ Vary your teaching methods and see what works best.

¸ Design tests and assignments to promote the knowledge and skills your
students need.

What personal responses will motivate your students?

¸ Return tests and papers promptly.

¸ Accentuate the positive aspects of student work.

¸ Reward and acknowledge success and improvement.

¸ Give students specific advice on how to improve.

¸ Compliment openly those students who contribute productively in class.

¸ Compliment your whole class when it performs royally.

¸ Expose students to the exemplary work of other students.

¸ Take time during class for students to read their exemplary papers.

¸ Balance negative and positive criticism.

¸ Make negative feedback very specific.

¸ Be sensitive in phrasing negative feedback.

¸ Praise students openly for creative and intuitive leaps of the imagination.
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¸ De-emphasize "the right answer" -- and answers in general. Rather stress
creative questioning.

¸ Ask students to think for themselves.

¸ Urge students to remain open and available for new ideas.

¸ Share something (not everything!) of your life with your students.

¸ Express your joy when students exceed your expectations.

How can you motivate students to do the assigned reading?

¸ Give students enough time to do the reading.

¸ Ensure that the reading is challenging, but do-able.

¸ Prepare the students in advance for what they can expect in the reading
(i.e., interesting, humorous, controversial, or difficult passages).

¸ Assign a brief (one-page) essay (response, e.g., summary or critique) based
on the reading due the next class.

¸ Announce that they will have a brief essay-quiz on the reading at the start
of the next class.

¸ Assign certain questions that students should be able to answer if/when they
are called on.

¸ Tell students they will be asked to write a brief essay in class on the
reading.

¸ Ask students to write a one-page journal entry based on the reading to read
aloud in class.

 ̧ Ask students to prepare (on an index card) three critical questions that speak
to the author's essential point with some possible responses outlined on the
back. Collect them, select the best ones, and ask students to type them up as
study guides.



       The CDN Teaching Manual 28

¸ Give a written assignment to those who admittedly have not done the
reading, then dismiss them. Tell the others to stay and discuss the
assignment with them exclusively.

¸ Give your students a jolt if reading assignments are being routinely ignored.
Tell your students that THEY are responsible for the reading.

¸ [Say something like this: 
"As your professor, I can be compassionate and understanding. But I cannot
be responsible. I realize some of you have commitments at  work and home.
However, if you regularly attend class without doing the assigned reading,
you are cheating yourself, your classmates and me. If you force me to give
in-class quizzes to correct the problem, I will do so.  But that's not the way I
want to travel.

"I respect you as you respect me: Namely, as long as I do my job
responsibly -- and not one minute longer. When you walk into my
classroom, don't  walk in with your tail between your legs, ashamed that you
blew off the reading and are unprepared! My job is to bring out the very
best in you. Caring about the quality of your performance in my class is my
way of paying you respect!"]
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Core Skill #6:

How to Get Students to Concentrate

in Class

If your students are unable or unwilling to concentrate in class, you are talking to
yourself. You are wasting your time preparing lectures and planning classes. You
are hammering cold iron! The less your students concentrate -- the less they will
remember or process. Even explicit verbal and visual cues for students to
concentrate on key content areas, according to researchers, prove ineffective
(Scerbo, 1992). Whatever the classroom topic or task, students rarely give you
their full attention. They are too busy thinking about sex, sports, friends, food,
movies, exams, work, sex and a million other things!

Expect predictable and inevitable lapses in student attention. Accordingly, expect
students to confuse and ignore your words. To enhance student concentration, in
short, you need more than explicit cues and clear discourse. Here are ways to get
students to concentrate in class.

How can you get students to concentrate?

¸ Relate your subject matter to the needs and lives of your students and
yourself.

¸ Avoid overly complex words and sentences.

¸ Emphasize clear and direct discourse.

¸ Avoid spewing excessive facts, statistics, and data.

¸ Speak audibly, distinctly, and at a moderate pace. (Avoid rapid speech!)

¸ Minimize background noise (i.e., student chatter, outside distractions, etc.)

¸ Animate your delivery. (Use gestures and move around the classroom!)
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¸ Maintain regular and direct eye contact. (Don't turn your back to the class
for lengthy stints for whatever reason. Your students might leave!)

¸ Ask a colleague to videotape, visit,
and/or critique your presentation style.

¸ Maintain a lively mix of teacher-
centered and student-centered moments.
Plan at least three different
activities/learning segments per 50-
minute class, more for longer ones.

¸ Stop your lecture periodically for questions and discussion.

¸ Ask students to fill-out question/comment cards during the class.

¸ Spend less time preparing your lecture and more time designing relevant
learning activities (e.g., provocative questions, case studies, panel
discussions, debates,  mock trials, demonstrations, games, etc.) [I play
"Grammatical Baseball" in my linguistics course!]

¸ Give students periodic breaks, especially in long classes.

¸ Call on disengaged students (i.e., those talking, daydreaming, sleeping, etc.)

¸ Employ colorful and multi-sized lettering for view graphs, marker boards,
etc.

¸ Convey and reinforce complex concepts in visual form (i.e., glyphs,
schemas, pictograms, charts, maps, photos, cartoons, videos, slides, etc.)

¸ Paint colorful and dramatic word pictures with metaphors and analogies.

¸ Weave brief stories, interesting trivia, and humor into your lecture.

¸ Avoid lengthy digressions and stay on-track.
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¸ Make your classroom clean and comfortable (i.e., erase the board, remove
litter, straighten desks, open windows, close door to eliminate outside noise,
etc.)

¸ Repeat important concepts and summarize main points.

¸ Give bonus quizzes. (Award points to students who can recall specific
facts.)

¸ Ask students to come center-stage to explain a concept, work a problem,
read a passage, review the homework, etc.

¸ Do a "mind-reading" demonstration: Ask a student a specific question; then
answer your own question as you pretend to read the student's mind.
[Conclude your answer with something like this: "Absolutely correct,
Colleen. I couldn't have said it better myself. Your brain is hitting on all
cylinders today!"]

¸ Use role-playing. For example, I get literature students to concentrate on a
specific poem or story by asking them to imagine themselves as "code-
breakers" or "crime scene investigators."

"Code Breakers": Get students to concentrate on a poem, for example, by
inviting them to view the poet as a "code-maker" and themselves as "code-
breakers." I tell them to become intelligence analysts or cryptographers who
must look carefully at the poem to decode its secret message. This exercise
forces students to analyze carefully the poem's title, words, structure,
rhyme, meter, tone, etc. to unlock its  hidden message.

"Crime Scene Investigators": Also, get students to concentrate by inviting
them to be "crime scene investigators" tasked with examining a story, poem
or essay as if it were a crime scene. Remind students that as "crime scene
investigators" every seemingly insignificant detail in a story, poem, essay,
etc. --  like a cigarette butt or a footprint at a crime scene -- has potential
importance. Ask student investigators to look long and hard at the text (i.e.,
the evidence on the scene) to answer the key question: "What's going on
here?" Students are obliged to look only at what's in the text (i.e., on the
scene) to avoid wild speculation and false assumptions. Often students must
do further research and analysis, like crime scene investigators, to
understand, test and interpret their findings. Just as crime scene
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investigators must use labs and experts, so too, students must rely on
references and experts to interpret textual clues, recurring themes,
biographical data, etc.

What should you ask to get your students to concentrate?

¸ Do I know (or care) if my students are concentrating in class?

¸ Should I ask my students for guidance on what helps them concentrate?

¸ Should I ask my colleagues how they get students to concentrate?

¸ Should a colleague critique and/or videotape my presentation style?

¸ Should I record my lecture on audiocassette to hear what I sound like?

¸ Do I mix teacher-centered and student-centered moments in class?

¸ Do I need to speak more slowly, audibly, distinctly and plainly?

¸ Do I focus too much on preparing my lecture -- and too little on polishing
my   delivery and generating learning activities?

¸ Do I incorporate enough stories, humor, trivia, metaphors and analogies in
class?

¸ Do I need to enhance my lectures by using more visuals?

¸ Do I lapse into digressions, lose my focus, and impart needless information?

¸ Do I need to give my students short stretch breaks?

¸ How can I alter my classroom and the learning environment to enhance
concentration?
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Core Skill #7:

How to Improve Your Lectures

About 70% of all college teachers lecture. But all college teachers lecture
differently. Some read directly from their notes. Others speak – á là stream of
consciousness -- without any notes.  Some ramble with notes, some ramble
without notes. Some teachers lecture for the entire class period. Others use 30-
minute, mini-lectures followed by discussion, demonstration, student
presentations, and other activities. For some a lecture is a cold piece of business.
For others a lecture is a form of educational play. Lectures are teacher-centered.
In sum, whatever resides at your core will reveal itself in your lecture.

Your lectures -- like your speech, your clothing, your hairstyle or your office
décor -- convey who you are. Your lectures are personal and dramatic expressions
of your teaching-self. Admittedly, you may have little choice in what you lecture
about. However, you have considerable choice in how you lecture. Lectures, in
some respects, are like infectious diseases: both have something to spread and a
particular way of spreading it.

A lecture is essentially a detailed message.
To send a successful message, you must
consider why you are sending the message,
to whom you are sending it, what you are
sending, and how you are sending it. The
same considerations apply to your lectures.
To lecture well, you must consider your
learning objectives, your student-audience,

your course content, and your presentation style. If you ignore any one of these
factors, your message will get lost.

"It is nothing short of a miracle," Einstein wrote, "that the modern methods of
instruction have not entirely strangled the holy curiosity of inquiry." Random,
uninspiring, and boring lectures give college teachers a bad name. Attending a
boring lecture is like viewing a corpse at a wake. You just want to pay your
respects to the lifeless entity before you and quickly leave the room. This Core
Skill deals with how to improve your lectures or how to revive the "dead."
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What should you do first?

¸ Keep a variety of texts on your shelves for reference purposes.

¸ Keep a variety of teacher's manuals handy for quick help.

¸ Check out publishers' web sites for teaching tools.

¸ Have two copies of your text: one for home and one for school.

¸ Develop a filing system for lecture notes and materials.

¸ Gather and file continually relevant materials (e.g., articles, statements,
statistics, etc.) for lectures.

¸ Attend the lectures of expert teachers.

¸ Watch educational television for teaching models.

¸ Visit your campus Teaching Resource Center.

¸ Talk with your Faculty Development Coordinator.

¸ Videotape and critique a lecture.

¸ Make a cassette tape of your lecture.

¸ Read teaching journals (e.g., AAHE Bulletin, Current Issues in Higher
Education, Educational Leadership, Journal on Excellence in College
Teaching, etc.)

¸ Peruse key books on college teaching (e.g., Successful College Teaching
(Baiocco and DeWaters, 1998), Teaching College in an Age of
Accountability (Lyons, McIntosh, & Kysilka, 2003), Tools forTeaching
(Davis, 1993), Teaching Tips (McKeachie, 1999), etc.).

¸ Befriend your reference librarians.
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¸ Get lecture techniques from colleagues.

¸ Suggest a lecture workshop, panel, or roundtable as a faculty development
option to your chair or dean.

¸ Attend conferences on college teaching (e.g., Lilly Conferences on
Excellence in College Teaching).

How can you improve your lectures?

1. Develop a lesson plan.
 
Plan your lecture in terms of a (formal or informal) lesson plan. Know your
objective -- what you want students to learn -- and your rationale -- why students
need to learn it. Know all about your topic and key references. (Research your
subject.) Develop an outline that fits your time frame. Plan and prepare Core Skill
aids (e.g., A/V equipment, printed handouts, etc.). Specify what announcements
and assignments you wish to make. For each lecture, inform students of your
objective and rationale.

2. Begin with starter-questions.

Start your lecture by providing several starter-questions (on the board, on
transparencies, on handouts or aloud) to focus your students' thinking on your
topic. When your car won't start, you use starter fluid. When your students won't
start thinking, use starter-questions! Starter-questions focus on the main points of
your lecture.

Use questions dealing with the relevance of the subject matter, especially
controversial ones. For example, "Does John Winthrop's famous sermon of 1630
urging the Puritans to help the less fortunate have any relevance today?" "Do you
agree with Winthrop that compassion makes for a healthy society?" "Does
America today need an advocate like Winthrop to expand the welfare system?" "Is
Jesse Jackson or Ralph Nader a modern-day John Winthrop?" Once students hear
your lecture, get their responses to your starter-questions.
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3. Clarify and write-out key terms and concepts.
 
Clarify all key terms on the board, in a handout, or on a transparency. Pausing to
clarify, define, and write-out certain points is how you indicate to students what's
really important. Decide upfront what key elements you need to emphasize. Do
not dwell on the small stuff. (Dwelling on the small stuff sends students a false
message.) Clarifying, defining, and writing out key terms and concepts lets
students hear and see what is most important. Hearing and seeing terms helps
students with different learning preferences to focus and remember the important
stuff.

4. Incorporate stories and humor.
 
Great teachers have the ability to evoke learning through stories and humor. When
you research your subject, look for relevant, interesting and humorous stories to
share with your students. Also, search your own background for stories. Purchase
a book of anecdotes (e.g., 2500 Anecdotes for All Occasions by E. Fuller).

Always connect your story to a point in your lecture. Stories will humanize,
personalize and dramatize an otherwise dull subject. Stories will relieve the
monotony of your lecture and give students a momentary entertainment break.
Also, stories will enhance your own ethos and make you more humane. If you
weave stories and humor into your lectures, no one will perceive you as too
serious.

Let your humor show. "He's humorless to the point of being inhumane" is how a
Missouri Congressman described Nixon. You do not want students leaving your
lecture to say that about you! Use humor and stories without losing your focus,
without getting carried away. Don't spend your lecture talking all about your
personal life. Stay on track.

5. Use metaphors.

A metaphor is a comparison between two things seemingly unrelated (e.g.,
lectures and infectious diseases). Use metaphors to dramatize main points and
stimulate creativity. Metaphors reveal "the strange in the familiar" and "the
familiar in the strange." The more dazzling the comparison, the more memorable
is the metaphor. Metaphors will infuse your lectures with playfulness and
creativity. Einstein considered his work "combinational play." When you add
lively metaphors to your lectures, your work will also become combinational play.
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Use metaphors to clarify arcane and difficult concepts. Metaphors are dazzling
mental pictures.

6. Sketch your ideas.
 
Make sketches or pictures to clarify abstract and arcane concepts. Let students
visualize complex ideas and relationships. Do not worry about your drawing
skills. Make crude sketches containing stick figures, circles, arrows, boxes, clouds,
trees, etc., to clarify complex ideas. For example, make a sketch of a complicated
poem. On the board, draw the images and events of the poem. Then take a step
back and analyze the sketch. When students -- who are visual thinkers -- see a
physical representation of the poem, they can understand it more easily. Invite
students to think visually.

7. Be specific and concrete.
 
Generalities and abstractions fog your lecture. Specific and concrete examples add
sunlight to your lecture. Imagine your ideas on a ladder. Place the most general
and abstract ideas on the top of the ladder near the clouds. Place the most specific
and concrete ideas on the bottom of the ladder near the ground. Always be aware
of where you are on the ladder. If you are too general and abstract, move down
the ladder to be more specific and concrete. Painting your house and lecturing are
much the same: the closer you are to the ground, the safer you will be. However,
do not add too many specifics. Excessive facts and statistics will clutter your
lecture.

8. Make connections.
 
Connect your subject to today, to yourself and to your students. Find practical and
relevant applications for your key points. Assist students in thinking critically and
creatively by applying your topic to their everyday world.

9. Reinforce main points.
 
Summarize key points throughout your lecture. Also, reinforce your main ideas
periodically with dramatic and colorful devices such as cartoons, video clips,
sketches, art works, demonstrations, role playing, poetic passages, quotations,
news stories, television programs, magazine articles, sporting events, movies,
celebrities, songs, case studies, historical incidents, controversial and hypothetical
situations, charts, maps, daring predictions, startling statistics, shocking examples,
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mysterious events, whatever. To set the tone of your lecture, put an apt cartoon on
the overhead projector for students to view it as they enter the room.

10. Get constructive feedback.

First, pay attention to the students during your lecture. Become aware of their
body language. Consider how the students are reacting to your lecture. If they
seem bored, then decide whether you want to continue lecturing. Perhaps a
focused discussion would be a more worthwhile. Question students on the key
points. Determine what they have learned from your lecture.

Second, get feedback after your lecture in the form of (a) self-monitoring (i.e.,
reviewing video and audiotapes of your lectures), (b) student comments (i.e.,
using questionnaires, response cards and interviews), (c) observers (i.e., asking
teaching specialists to critique you). Note your strengths and weaknesses.

What should you ask yourself about your lectures?

¸ How much time do I spend on delivery vs. content?

¸ Should I review tapes of my lectures?

¸ How do students' generally react to my lectures? (e.g., restless, attentive,
asleep, responsive, etc.)

¸ How do I know if students are interested in my lectures?

¸ How do I know if/when I deliver a good lecture?

¸ Am I too serious or too frivolous in my lectures?

¸ Do I build pizzazz, imaginative twists, stories, fun and surprises into my
lectures?

¸ Do I illustrate my main points well?

¸ Do I use too many or too few statistics?

¸ Do I need feedback from students and colleagues?
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¸ Do I speak audibly, slowly and clearly?

¸ Do I move around during my lectures?

¸ Do I read or speak my lecture?

¸ Do I make relevant and personal connections?

¸ Do I reserve enough time for questions and discussion?

¸ Do I manage my time well?

¸ Do I stay focused during my lectures?

¸ Do my lectures reflect deep thinking and clear speaking?

¸ Are my lectures geared to my students' learning level?

¸ How does my audience perceive me? (e.g., pedantic, likable,
knowledgeable, commanding, fluent, etc.)?

¸ What do my evaluations say about my lectures?

¸ Am I willing to work harder on my lectures?



       The CDN Teaching Manual 40

Core Skill #8:
      

How To Generate Stimulating Class

Discussions

Mortimer Adler, classicist and educator, identified three main types of teaching:
lecturing, Socratic dialogue and coaching. Each has its place in the college
curriculum. Most teachers do all three daily. They deliver formal lectures. They
engage students with questions and dialogue. And they demonstrate the proper
performance of specific skills.

Generating intellectually stimulating class discussions is like riding a communal
raft. You want everyone to stay aboard the raft and ride downstream. You want to
guide the raft gently -- not to steer it rigidly. You want the riders to get their feet
wet and to get a sense of the currents. And you want the riders to return expecting
the same thrills and excitement next time.

Effective discussions will assemble all the students aboard your raft to improve
their thinking, communication, listening and social skills. Discussions also
personalize, vary, and enliven the delivery of your course material. The surest
way to discover what and how your students think is to dialogue with them. If you
avoid dialogue in class, you send students the message that their opinions don't
matter. And that's not a message you want to send.

To generate lively discussions, you need to know what questions to ask, how to
ask them, and how to engage all the students in the room. Students will learn
much more from you AND their classmates than they will from just you. (And
you will also learn more!)

To engage your students in a meaningful discussion, they must have the resources
to deal with the issues at hand. A stimulating discussion is a nonlinear process. It
can lead almost anywhere if you let it. Thus, the key to conducting stimulating
discussions is to lead without the appearance of leading. Here are some things you
can do promote discussion.
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What are some techniques to promote meaningful
discussion?

¸ Use questions to provide structure and focus to your lecture.

¸ Plan your whole lecture around a series of four or five key questions.

¸ Emphasize questions in your classes. Become an inquiry-based teacher!

¸ Applaud student inquisitiveness.

¸ Ask questions logically and sequentially, e.g., begin with the easiest level --
help students recall the content -- then proceed to more sophisticated levels.

¸ Phrase questions clearly.

¸ Ask questions appropriate to the students' level.

¸ Ask questions varying in difficulty.

¸ Give students sufficient time to think after you question them.

¸ Remain quiet and patient (10/15 seconds!) while student are thinking.

¸ Call on those who volunteer.

¸ Call on those who never volunteer.

¸ Know your students by name.

¸ Link your questions, if appropriate, to things you know about particular
students.

¸ Invite students to help you decide how to think about a particular topic.
[Say this: "If someone doesn't help me clarify this issue soon, I'll go nuts!"]

¸ Extract the relevance of what students say.

¸ Draw conclusions about what students say.
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¸ Reframe and restate clearly what students say.

¸ Stress the importance of what students say.

¸ Connect student remarks (i.e., the key similarities and differences).

¸ Praise worthy comments. [Say this: "Wow, that's a great point! Thank
you!”

¸ Play Devil's Advocate!

¸ Initiate role-playing and put yourself and your students in the middle of
things! [e.g., Say this: "OK, let's say it's 1620 and I am a Separatist living
in Leyden, Holland making a decent living dying wool. Wouldn't I be crazy
to return to England and set out  with my family aboard the Mayflower to
cross the Atlantic during hurricane season to begin life anew in a wild and
unsettled America  where little or nothing was there for me ? I'm not sure I
would  step aboard the Mayflower -- how about you?" ]

¸ Invite students to clarify and elaborate any vague points.

¸ Invite students to speak in specific terms.

¸ Invite students to define ambiguous terms.

¸ Invite students to comment on the provocative statements of others.

¸ Ask students whether they agree or disagree with a particular opinion.

¸ Invite students to ask one another questions about their remarks.

¸ Share the stage with your students.

¸ Showcase their talents.

¸ Guide the discussion to cover your key points.
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¸ Discourage digressions, stay on track, and remain focused on your
objective. If this happens to you often, assign a student to monitor and
intercede.

¸ Guard against being judgmental, sarcastic, impatient, etc.

¸ Discourage certain students from monopolizing the discussion. Call on
students who have not contributed to the discussion. [Say this: "John and
Marie -- you haven't said anything -- I'm curious what you have to say
about all this."]

¸ Display enthusiasm and interest.

¸ Write on the board a list of themes emerging from the discussion.

¸ Tell students how much time is available for the discussion.

¸ At least weekly, connect your questions about specific material to broader
questions you have raised, to establish course "themes" and reinforce key
concepts.

What kinds of questions should you ask your students to
generate great discussions?

¸ Ask "What If" questions to invite creativity and speculation.

¸ Ask "Why" questions to elicit causal thinking.

¸ Ask "Either-Or" questions to sharpen decision-making skills.

¸ Ask "Open-ended" questions that elicit extensive thinking and require
complex answers. Avoid "Close-Ended" questions that elicit minimal
thinking and require simple, one-word (yes-no) answers.

¸ Ask "Impertinent and Whacky" questions to invite creativity. (Copernicus
asked, "What would the universe look like if I stood in the center of the
sun?")
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¸ Ask "Brainstorming" questions (i.e., to explore every possible factor,
reason, motive, option, etc. for a particular context).

¸ Ask "Same and Different" questions to elicit similarities and contrasts.

¸ Ask "Analogy" questions to find the hidden likenesses in things.

¸ Ask "Definition" questions to sharpen words and concepts.

¸ Ask "To What Extent" questions to get students to think about nuances.

¸ Ask "When, "Who," and "Where" questions to focus on time, person and
place.

¸ Ask "What Would You Do" questions to personalize your topic.

¸ Ask "What Would Somebody Else Have Done" questions to create
hypotheticals.

¸ Ask "What Is The Pattern Here?" questions to explore commonalties.

¸ Ask "What's the Worst/Best That Could Happen" questions to open up
creative possibilities.

¸ Ask "What Good Came Out of This" questions to reverse traditional
thinking.

¸ Ask Dave Letterman "Top Ten" Type Questions"  -- For example, "If you
were aboard the Mayflower in 1620, what top ten things would you be most
concerned about?"



       The CDN Teaching Manual 45

Core Skill #9:

How To Promote Critical Thinking

A recent study reported that faculty overwhelmingly identified "critical thinking"
as their primary educational goal (Gardiner, 1998). However, when faculty were
asked to identify their goals in specific courses, most of the 4,000 goals faculty
identified dealt not with "critical thinking," but rather with some discipline-
specific issue.

Regrettably, most faculty do not foster critical thinking
skills in their students. Understandably, critical thinking
skills among college students today are poor. Researchers
generally attribute the steady decline in critical thinking
skills to student assumptions about learning and faculty
assumptions about teaching. If you spend all your time
lecturing, if you present issues dualistically (i.e., black or
white), if you avoid interaction and discussion, if you
emphasize recall and memorization, if you administer fact-
based tests, if you require little or no writing, then don't be
surprised that your students lack critical thinking skills.
Moreover, don't be surprised if your students devalue your teaching style and your
course (Light, 2001).

What does "critical thinking" mean? First, critical thinking means directing
conscious thought toward some specific goal or purpose. Second, it means
dropping dogmatic views and assumptions. Third, it means gathering and sorting
relevant facts and information. Fourth, it means drawing fine distinctions between
words and ideas. Fifth, it means making logical decisions and sound conclusions.

There is no single way to promote critical thinking skills in your students. Getting
students to think critically requires planning. But once you decide critical thinking
skills are your key objective, then teaching and learning will take on a more
exciting and rewarding dimension. Actually, there are many ways to promote
critical thinking in your students.
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What should you do for starters?

¸ Set critical thinking [c/t] -- for you and your students -- as your key
teaching and learning goal.

¸ Adapt your teaching style to achieve your goal.

¸ Design your syllabus, assignments and exams around your goal.

¸ Select a text designed to foster c/t.

¸ Identify with those teachers who have a reputation for fostering c/t .

¸ Tap those teachers for guidance.

¸ Research and reflect seriously on how students learn and how teachers
teach. Talk to your reference librarians about possible resources.

What specific things should you do?

¸ Articulate upfront to students your views and expectations on c/t.

¸ Evolve a "working definition" of c/t through an interactive discussion.

¸ Ask students why c/t is so important.

¸ Ask students how they learn best.

¸ Talk less and listen more.

¸ Ask students for permission to challenge their thinking.

¸ Tell students you are interested in "what" and "how" they think.

¸ Ask students for permission to ask them what they think.

¸ Provide alternatives and multiple interpretations to issues.

¸ Ask students which alternative(s) they prefer.
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¸ Invite students to suggest continually additional alternatives, solutions,
theories and options.

¸ Don't come across as an arrogant "know-it-all"! (Ask students if they feel
comfortable approaching you.)

¸ Ask students to help you resolve some intellectual conflict or issue. [Say
something like this: "I've been wrestling with this issue for years. Can you
shed some light on this issue from a new perspective in order help me out on
this matter?"]

¸ Play "Twenty-Questions" in class to practice the art of asking questions.

¸ Call on students regularly (especially those who are quiet).

¸ Know your students by name.

¸ Use a monologue AND dialogue teaching approach. Avoid deadly
monologues.

¸ Invite students to challenge respectfully what you and others say.

¸ Write the word "DOUBT" on the board and tell students to make it their
credo.

¸ Teach students the importance of asking "why" and "what if" questions.

¸ Tell students that questions are more valuable than answers.

¸ Give a "prize" (each week or month) to the student who asks the best
question.

¸ Invite students to keep an open mind.

¸ Tell students that changing their mind is healthy, positive and enriching.

¸ Give students famous examples of people who thankfully changed their
minds.
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¸ Admit it when you don't know and when you are wrong.

¸ Demonstrate your own ability to change your mind.

¸ Be a model of c/t in action.

¸ Ask students to explain why they reject or accept a particular position.

¸ Ask students to cite authorities and statistical proof.

¸ Encourage students to ask if such authorities and statistics are slanted.

¸ Ask students to define key terms.

¸ Ask students to avoid labels and generalities (e.g., that author is a "jerk").

¸ Read a book from the library on the subject of debate or introductory logic.

¸ Discuss (i.e., prepare a handout on) "logical fallacies" and "propaganda
devices."

¸ Ask students to look for underlying assumptions in issues.

¸ Place students in hypothetical situations, then get their opinions.

¸ Ask students to look beyond the obvious.

¸ Ask students to distinguish between "iceberg thinking" (probing the depths
of an issue) and "Styrofoam thinking" (scratching the surface).

¸ Design a variety of c/t activities (e.g., debates, mock trials, panels, etc.).

¸ Give exams with essay questions.

¸ Stress comprehension and analysis over memorization and recall.

¸ Assign position papers.

¸ Invite students to apply c/t skills outside of the classroom.
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¸ Praise students for their c/t.

¸ Build c/t into your assessments.

¸ Use role-playing exercises to explore different sides of  an issue. [For
example, if you are discussing, researching or writing about the issue of
teenage pregnancies. Ask your students to view the issue from multiple
perspectives: from that of the teenager, the newborn, the social worker, the
taxpayer, the physician, etc.]

What questions should you ask yourself?

¸ Do you promote c/t in your students (or do you just say that you do)?

¸ How do you know whether you are fostering c/t or not?

¸ Do your students know what c/t skills are and how to develop them?

¸ Do your students understand your c/t expectations and goals?

¸ Do you lecture too much and dialogue too little?

¸ Do you allow adequate class time for interactive discussion?

¸ Do you stress "dualistic thinking" (i.e., yes/no, right/wrong) or "complex
thinking"?

¸ Does it matter to you how and what your students think?

¸ Do you know your students' names?

¸ Do your texts, tests, assignments and activities directly promote c/t?

¸ Do you emphasize questions over answers?

¸ Do you stress alternatives and options in class?

¸ Are you a good example of c/t skills in action?
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¸ Do your students listen and participate actively? If not, why don't they?

¸ Do you ask for student feedback on your teaching and learning approach to
c/t?

¸ Do you urge students to find their own voice?

¸ Do you properly reward c/t?

¸ Do you invite students to continue discussions in your office or in the snack
bar?

¸ How do you promote c/t outside of the classroom?

¸ What did your best teachers do to promote c/t in you?
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Core Skill #10:

How to Improve Student Writing

You may have little or no training in teaching writing. However, your lack of
training is no excuse for excluding writing in your courses. In fact, you may have
little or no training in teaching biology or history or whatever you teach -- yet
you still do it!

Writing -- an important component in the learning process -- obliges students to
learn subject matter, communicate effectively, and think critically. Teachers who
do not ask their students to write are like aerobic instructors who do not ask their
clients to accelerate their heart rates. When you demand that your students write,
you send a clear and emphatic message. You're saying that you are serious about
educating students to become better thinkers, learners and communicators.

Most institutions reward professors who take their own writing and publishing
seriously. However, few institutions reward professors who take their student
writing seriously (despite the epidemic problem of poor student writing). The
issue is not IF you should integrate writing in your courses. Rather, the issue is
HOW to integrate, assign and evaluate student writing most effectively in your
courses.

You do not want to turn your courses into Freshman Composition nor spend all
your time grading papers. You simply want to integrate writing into your existing
courses. This Core Skill deals with how you can improve student writing without
turning yourself into a masochist, an insomniac, or a nut case!

What should you do first?

¸ Visit your Writing Center and tap its resources and services.

¸ Ask the English Department for materials and advice.

¸ Talk to colleagues about writing.
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¸ Request that your department maintain a file of writing assignments.

¸ Gather a personal supply of writing resources (e.g., handbooks, grammars,
web sites, writing handouts, style manuals, etc.).

¸ Join committees dealing with writing.

¸ Attend writing seminars, conferences and workshops.

¸ Visit the Library, Resource Room, and Learning Center for materials on
writing and teaching writing.

¸ Read/skim a basic rhetoric, a grammar handbook, a composition text.

¸ Assess and bolster your own writing.

What should be your writing game-plan and mind-set?

¸ Take responsibility for teaching writing. Take student writing seriously.

¸ Stress writing in your course from beginning to end.

¸ Discuss and focus on writing constantly.

¸ Advise students that writing -- like digging ditches -- is hard work.

¸ Demand quality writing. Reject poor writing.

¸ Find opportunities in your course for student writing.

¸ Hold students responsible for their writing (i.e., their grammar, mechanics,
vocabulary, spelling, sentence structure, organization, content, clarity, etc.)

¸ Worship the "Gods of Composition": Clarity, Precision and Specificity.

¸ Stress the connection between clear thinking and clear writing.

¸ Stress the connection between effective writing and professional success.
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¸ Praise students for good writing.

¸ Read aloud excerpts from the best papers.

¸ Devote class time to discuss the art of writing, writing problems, writing
assignments, and writing in progress.

¸ Target problematic areas (e.g., thesis statements) with selected handouts,
mini-lectures and brief discussions.

¸ Invite a writing specialist to address your class.

¸ Provide tutors, peers, and personal guidance to students needing extra help.

¸ Refer students with severe writing problems to The Learning Center, The
Writing Center, the English Department, and ESL Specialists.

What should you consider when
you assign writing?

¸ Assign frequent short papers (2-3 pages)
rather than infrequent long papers (10+
pages) to promote practice and
improvement.

¸ Assign meaningful, varied, and creative assignments.

¸ Give students enough time to complete their assignments.

¸ Ask students to write for a specific audience (e.g., veterans, parents,
farmers, environmentalists, CEO's, truckers, persons with disabilities, etc.)

¸ Create writing scenarios or hypothetical situations for your assignments.

¸ Solicit student feedback in designing your assignments.

¸ Keep a file of your writing assignments.

¸ Search constantly for new assignments as you read and research.

 



       The CDN Teaching Manual 54

¸ Learn from your assignments which ones work best.

¸ Keep a file of student papers as Core Skill models.

¸ Ask colleagues about their assignments.

¸ Invest time and energy in designing and presenting assignments.

¸ Distribute assignments in writing. (Use your clear writing style as a model
of good writing.)

¸ Give clear and specific instructions (i.e., task, length, due date, format,
style hints, research requirements, organizational parts, grading criteria,
etc.)

¸ Give students the what, why, and how of every assignment.

¸ Devote class-time just prior to the due date to discuss the assignment again.

¸ Urge students to use The Writing Center and writing tutors.

¸ Require rough drafts.

¸ Use peer groups in class to review rough drafts.

¸ Define and warn students about plagiarism.

¸ Urge students to revise, proofread, and edit thoroughly.

What should you consider when you grade writing?

¸ Award grades based on improvement.

¸ Grade more severely in the beginning, then ease up.

¸ Stop reading papers containing excessive errors.

¸ Do not grade or accept papers with excessive errors.
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¸ Return all papers with excessive errors as "unacceptable."

¸ Demand that "unacceptable" papers be rewritten.

¸ Don't read every word nor correct every mistake on a paper. (Learn to skim
sentences and paragraphs for major problems.)

¸ Do not over-mark or under-mark papers.

¸ Penalize "recurring" mistakes. (Forgive "new" writing mistakes.)

¸ Try using a "Post-It" Note Approach: Require students to attach to each
written assignment a "Post-It" note, containing a list of the key grammatical
(e.g., fragments, comma splices, etc.) AND rhetorical errors (e.g.,
wordiness, imprecision, disorganization, etc.) from their previous paper. On
the attached "Post-It" note containing their list of previous errors, you then
circle all recurring mistakes to remind them these errors still persist. Also,
lineout all those items listed on the "Post-It" note that the student
eliminated. The "Post-It" note approach instills accountability. Base your
grade (among other factors) on student progress. The "Post-It" note
approach forces students to pay attention to your corrections, to avoid
previous errors and to take responsibility for improving their writing.]

¸ Provide positive and encouraging comments.

¸ Tell students how to improve (e.g., shortening or combining sentences,
eliminating vague pronouns, cutting wordiness, etc.)

¸ Write your comments legibly.

¸ Provide students with a list of editorial symbols.

¸ Return papers promptly.

¸ Publish a writing rubric (i.e., your criteria for A, B, C, D and F papers.)
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What should you ask yourself about improving student
writing?

¸ Do I need to learn more about writing and teaching writing?

¸ Who is available and willing to help me, or how can I help myself?

¸ Are my students sold on the importance of becoming effective writers?

¸ Is writing improving in my courses?

¸ Do I devote enough time to discuss writing, to prepare interesting assignments
and to grade papers?

¸ Do I assign too little or too much writing?

¸ Do I give students enough positive feedback to promote better writing?

¸ Do I reward good writing?

¸ Are students repeating the same mistakes on their papers?

¸ Do I need to develop a mini-lecture, homework assignment, or quiz to address
recurring mistakes?

¸ Am I taking too long to return papers?

¸ Am I spending too much time grading papers?

¸ Do I need to learn some shortcuts (from the English Department) on how to
spend less time grading papers?

¸ Are my remarks on student papers legible, constructive, and specific?

¸ Do I need to look at some papers that my colleagues have graded to learn a few
things about assessing writing?

¸ Are my colleagues getting better papers?

¸ Do I need to ask my students what I need to do to improve their writing?
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Core Skill #11:

How To Prepare and Grade Exams

Effectively

Exams are a primary means of assessing student performance. However, exams
do more than assess student performance. Exams also motivate students, shape
student thinking, identify learning deficiencies, and reflect teaching effectiveness.
Take the preparation of your exams seriously. Exams are a reflection of your
personality, your values, your teaching style, and your views on learning. Your
exams -- as well as your lectures -- define what you and your teaching are all
about. Therefore, take your time and prepare your exams mindfully.

Teachers are notorious for preparing poor exams. Too often teachers borrow and
adapt existing exams from test banks and colleagues. They use the same stale
exams year after year. And they write flimsy exams that demand from students
factual knowledge rather than critical thinking. No wonder students dread exams
and resent teachers who prepare poor exams.

Resolve to prepare challenging and stimulating exams that constitute memorable
learning experiences for your students. Let your exams reflect your commitment
to your students and your teaching. Make great exams a trademark of your
teaching.

What student learning outcomes should the exam stress?

¸ To recall factual course-content?

¸ To assimilate and apply relevant (appropriately relate) course-content to key
principles and concepts?

¸ To think critically in the analysis, synthesis, identification, interpretation
and evaluation of course-content?
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¸ To solve problems and make decisions based on course-content?

How do you prepare the exam?

¸ Identify the student learning outcomes you want to effect.

¸ Match student-learning outcomes to the exam (i.e., the format, layout,
limits, level of difficulty, types of questions, etc.).

¸ Plan on spending twice the prep-time you figured on.

¸ Match-up exam content with course content.

¸ Write simple and clear instructions.

¸ Write clear and concise questions.

¸ Discard vague, equivocal, unreliable and ambiguous questions.

¸ Make the exam not too long or too short. Take the exam yourself and
double the time you took to arrive at the time students will likely require.

¸ Edit and proofread carefully.

¸ Ask trusted colleagues to critique the exam.

¸ Have the exam ready to go a week in advance.

¸ Vary the format (i.e., matching, true-false, multiple-choice, fill-in's, etc.)

¸ Use short answer and essay questions.

¸ Consider both factual (memory-based) and critical thinking questions.

¸ Tell students in advance what to expect (i.e., types and number of
questions).

¸ Experiment with alternative exams (e.g., paired or small group exams, take
home exams, open-book exams, oral exams, etc.)
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¸ Keep a file of all exams.

¸ Always write new exams and vary the exam questions, or at least the order
of questions, for each separate class section. (This prevents one class from
providing an answer key for short answer questions to later classes.)

¸ Write a few exam questions each week.

¸ Invite (or assign) students to submit exam questions.

¸ Swap exams with colleagues for fresh ideas.

¸ Suggest a Departmental "Exam Pot Luck" where colleagues share their
exams.

¸ Design a study-plan for students.

¸ Give a review sheet or review session, as needed.

¸ Make the exam eye appealing and user-friendly.

 ̧ Make the exam unfriendly to cheaters by preparing several versions of the
exam, if necessary.

¸ Use a separate answer sheet to facilitate grading, if necessary.

¸ Write out/outline model answers to essay questions, identifying key facts or
content you expect to find, and their value (weight).

¸ Specify on your exam what point values you are assigning to each area,
including the essay responses (e.g., thesis, supporting evidence,
organization, style/language, editing/polish. Use this as a rubric for
evaluating the essays.)
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How should you administer the exam?

¸ Tell students how to take the exam (e.g., budgeting time, defining terms,
using topic sentences and paragraphs, citing specifics, etc.)

¸ Encourage and relax your students. [Before the exam, say something like
this: "Do you know who I'm feeling sorry for right now? EXACTLY! I'm
feeling sorry for the people NOT taking this exam. Because they will NOT
have the opportunity to excel today. Man, do I pity them! Or, "As I see it,
you people lucked out. Don't tense up. Just remember that the only way this
exam can really hurt you is if you poke yourself in the eye with it! Good luck
and do your best." ]

¸ Provide helpful hints to boost struggling students.

¸ Walk around the room periodically or sit in the back to discourage cheating.

¸ Remind students constantly of the time.

¸ Make yourself accessible and willing to clarify questions and allay concerns.

¸ Collect every copy of the exam.

¸ Don't leave extra copies of the exam lying around.

¸ Find another person to monitor the class in the event you must leave the
room.

¸ Require names on the exams (not just on the answer sheets and essay
booklets).

¸ Solicit student comments as they leave (e.g.,"Was it fair?" "Did you have
enough time?")

¸ Return your exam expeditiously.

¸ Smile!
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How should you grade your exams?

¸ Establish a useful benchmark by reviewing first the exams of your best
students (if that is possible). Know up front what a good exam looks like. If
your very best students do not perform well, there may be a problem with
the exam itself! Your best students will usually validate your exams. Let the
best exams be the models for the others. (This is especially important with
essay exams.)

¸ Group essays in piles tentatively – A, B, C, D, F, and review each pile
before assigning final grades.

¸ Look for questions that are consistently answered incorrectly. Toss exam
questions with a high error rate. Stay flexible.

¸ Look for easy questions that you should omit next time.

¸ Demand well-written and organized essay exams.

¸ Demand clear thesis statements, topic sentences, definitions of key terms,
adequate specifics (e.g., references to theories, dates, people, themes, titles,
etc.)  Reward good writing.

¸ Add bonus points or curve the exam as needed.

¸ Congratulate students for exceptional exams.

¸ Congratulate students who show marked improvement.

¸ Express your disappointment to students who do poorly and ask them to see
you about what went wrong. Help them get back on track.

¸ Acknowledge and boost the students who are trying.

¸ Never enable lazy and undeserving students with passing grades.

¸ Don't let exams pile up. Grade a few each day (i.e., a "quota" system).

¸ Prepare separate answer sheets for objective exams to minimize paper
shuffling.
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¸ Provide your TA or student-aide (if available) with specific grading
instructions.

What questions should you ask about your exam?

¸ Does the exam satisfy your student learning outcomes?

¸ Is the exam fair?

¸ Is the exam too long or too short?

¸ Are the instructions and questions clear, concise, and grammatically
correct?

¸ Is the exam eye appealing?

¸ Does the exam cover the course material?

¸ Is the exam balanced?

¸ Does the exam emphasize the key areas?

¸ Is the exam exactly what you told students it would be?

¸ Is the exam intellectually challenging?

¸ Does the exam reflect your learning and teaching style?

¸ Does the exam give students the opportunity to think critically and
creatively?

¸ Does the exam incorporate student input (i.e., format preferences, selected
questions, length, etc.)?

¸ Does the exam include essay and short answer?

¸ Is this the BEST exam I have ever written?
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Core Skill #12:

How To Manage Disruptive Students

Disruptive students threaten the process of learning and teaching in your
classroom. Your classroom constitutes a learning community grounded in
decorum and mutual respect. If disruptive behavior persists, it will destroy the
integrity of the learning community. Sleeping in class, reading newspapers, using
portable radios, and conducting side-conversations are mild forms of disruption;
whereas verbal abuse, intimidation, threats, and harassment represent more
extreme forms. Whatever the form, you have to address the problem.

Disruptive behavior rarely stops all by itself. In fact, disruptive behavior can
spread if you ignore it. Unless you deal with it effectively, you'll be miserable!
Most instructors, like you, are reluctant and unprepared to deal with disruptive
students. But rest easy; there are many options.

What should you do first?

¸ Establish clear guidelines from the start! Mention your "zero tolerance"
policy on disruptive behavior in your syllabus.

¸ Identify and define types of disruptive behavior you have proscribed (i.e.,
side conversations, chronic lateness, ringing cell phones, heckling,
belligerence, overt resistance, griping, sleeping in class, etc.).

¸ Tell your students why you have such a policy on disruptive behavior.
Explain that disruptive behavior erodes their opportunity to learn and your
ability to teach.

¸ Solicit student understanding and support for your position.

¸ Contact your chairperson, dean of students, campus security, and counseling
center to learn more about disruptive behavior.
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¸ Maintain a file copy of your institution's policies and procedures on
disruptive behavior.

¸ Ask your colleagues if they have disruptive students and what they do about
them.

¸ Recruit and train selected student aides and graduate students to assist you in
managing student behavior in large lecture classes.

¸ Learn what institutional support (i.e., administrative and legal) is available
to faculty dealing with disruptive students.

How should you deal with
disruptive students?

¸ Handle mild cases of disruptive
behavior yourself.

¸ Request help from your
chairperson, your dean of students
or campus security in more serious
cases.

¸ Warn students who violate your guidelines. Be polite, but firm.

¸ Deal with groups of disruptive students collectively. Warn them all. (Or
single-out the most troublesome student for a warning.)

¸ Talk to disruptive students privately (perhaps over lunch) to find out if
there is a special problem. Get to the root of the problem.

¸ Take a few minutes in class to discuss disruptions that are especially
bothersome (i.e., sleeping in class, ringing cell phones, etc.). Let students
know what you think and where you stand.

¸ Warn (privately) disruptive students a second time. [Say something like
this:
"My class represents a learning community. Anyone who violates the norms
of the community disrupts learning for all of us. If you persist in limiting my
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ability to teach and the students' ability to learn, I will ask you to leave the
class immediately.

"If I DO ask you to leave, I will contact you within 24 hours and inform you
whether I want you to return to my class. If you are NOT invited to return,
you have the prerogative of  withdrawing or changing sections. That's
entirely up to you. If I did not think you were a GOOD PERSON, I would
remove you from my course right now. But I wanted to pay you the
RESPECT of  warning you first."]

¸ Even if you do not have the authority to remove students from your course,
nonetheless, let your students think that you do!

¸ Invite students to leave after the third warning. Notify them within 24
hours whether you want them to return. Know what your prerogatives are.
In most cases, disruptive students whom you invite back will be very docile.

¸ Make eye contact with and move closer to disruptive students.

¸ Direct questions at disruptive students. Engage them. Praise their responses
when appropriate.

¸ If students are rude or angry with you, ask if others share their sentiments.
[Say, "You seem really upset. Does anyone else feel the same way?" ]

¸ If students vehemently disagree with you, remain polite and calm. Don't
lose your cool. Do not become argumentative. Again move closer, maintain
eye contact, state "Perhaps you're right," then move on by building upon
what has already been said.

¸ Stop and wait -- just PAUSE -- and stare at the disruptive student.

¸ Disarm disruptive students by admitting when you do not know something.
Tell them that you are also there to learn.

¸ Use student aides and TA's to monitor behavior in large lecture classes. If
chronic lateness and side-conversations, for example, disrupt your lecture,
direct your student aides/TA's to bar latecomers and remove conversing
students.
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¸ Compliment exemplary class behavior when students have been especially
courteous, respectful and considerate.

¸ Compliment personally disruptive students whose behavior has improved.

¸ Document all cases of disruptive behavior. Provide accurate dates, times,
classes, places and details.

¸ Remain firm, yet flexible. Listen to your students. Let your students know
that they matter to you.

¸ Give students constant positive feedback to inspire them.

What questions do you need to ask?

¸ Why are students disrupting your course?

¸ Do your disruptive students behave the same in other courses?

¸ Is the disruptive behavior in your class sporadic or constant?

¸ Does your institution have a counseling center?

¸ Does the disruptive behavior coincide with anything specific? (i.e.,
returning tests, giving assignments, writing on the board, etc.)

¸ Is the disruptive behavior perhaps a function of poor classroom conditions?
(i.e., poor ventilation, large lecture hall, overcrowded seating,
uncomfortable desks, etc.)

¸ Is the disruptive behavior perhaps a response to your teaching style? (i.e.,
unfocused lectures, humorless presentations, poor eye contact, nervous
mannerisms, excessive reading assignments, lengthy tests, failure to engage
students with questions, etc.)

¸ Do you go overboard trying to get your students to like you?

¸ Do your students perceive you as aloof and unfriendly?
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¸ Do you know your students' names?

¸ Do you tell your students how they can succeed in your course?

¸ Do you get to class on time?

¸ Are your tests, assignments, and grades fair and reasonable?

¸ Do you make appointments to see students (individually or in groups)?

¸ Do you reward exemplary behavior and performance?

¸ Do you listen to what your students say?

¸ Do you ask students if they need help solving some campus problem?

¸ Do you invite students to arrive early so you can visit with them before
class?

¸ Do you ask students for feedback (spoken or written) about your course?

¸ Did you or your friends ever disrupt a class? If so, what induced it?
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Core Skill #13:
        

How to Evaluate Your Teaching

All great teachers -- like all great leaders -- view change as a sign of growth and
strength. Conversely, all poor teachers -- like all poor leaders -- view change as a
sign of failure and weakness. Your willingness and ability to change as a teacher
will determine whether you grow or stagnate. Don't just assume that your theories
and methods of teaching are correct. Learn to doubt accepted theories and
methods. Doubt is healthy. Doubt will take you down the road of self-
examination. And self-examination will lead to growth. View teaching as a
process of continuous growth. View yourself as an endless construction project
like Boston's "The Big Dig." Great teachers are always “under construction.”

Take time from the hustle and bustle of your teaching to look inside yourself.
Cultivate self-awareness and listen to your feelings. Your inner barometer will tell
you if your teaching is working. Candidly ask yourself, "What kind of teacher am
I?"; "Where am I going with my teaching?"; and "What do I want from my
teaching?"

If self-examination leaves you feeling stuck, uncertain and incomplete, consider
this feeling an invitation to change. Socrates, the ultimate teacher, claimed that an
unexamined life is not worth living. Build your teaching on a foundation of self-
awareness. Trust your feelings to tell you how your teaching is working. Your
thoughts will trick and deceive you. But your feelings -- if you listen to them --
will tell you the naked truth.

Your teaching will undergo a creative explosion when you cultivate keen self-
awareness. Poor teachers generally dodge feedback, ignore their weaknesses, and
exaggerate their performance. On the other hand, great teachers welcome
feedback, address their weaknesses, and understate their performance. Great
teachers recognize flaws as open opportunities for improvement. This Core Skill
deals with why and how to evaluate your teaching to experience professional
growth.
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Why should you evaluate your teaching?

¸ To foster better learning.

¸ To improve professionally.

¸ To achieve institutional goals.

¸ To explore new techniques.

¸ To effect needed change.

¸ To exercise creativity.

¸ To document development.

¸ To identify strengths and weaknesses.

¸ To gain personal satisfaction.

¸ To promote self-confidence.

¸ To revitalize enthusiasm.

¸ To avoid stagnation.

¸ To demonstrate adaptability.

¸ To accommodate students.

¸ To inspire colleagues.

¸ To remain flexible.

¸ To harvest doubt.
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How should you evaluate your teaching?

1. Employ Self-Monitoring.

Turn on your teaching radar and scan what's going on in class. Are your students
paying attention? Are they bored? Are you losing them? Are they restless and
distracted? Are they asking questions? Are they prepared? Are they easily engaged
in discussion? Are their facial expressions warm and encouraging or blank and
expressionless? Are their comments terse and indifferent? Are they glancing
constantly at their watches? Are they slumped in the seats? Are they easily
distracted by outside noises? Are their arms crossed in front of their chests? Are
they sitting there with their coats zipped up? Are you having a problem with poor
attendance and lateness?

Do students retreat to the rear of the class? Do they take notes? Do they talk
among themselves? Do they read the sports page and do crossword puzzles in
class? Do they bring their text as required? Do they study other material during
your class? Do they stare out the window? Do they arrive languidly and leave
hurriedly? Do they greet you when they arrive? Do they chat with you after class?
Do they know your name? Do you know theirs? Does it appear they enjoy your
course? Do they do well on tests, assignments and papers? Do they participate?

You should always have your teaching radar turned on. Know what's happening in
your class. (Why it's happening and what to do about it are another story.)
Observe everything going on -- both the positive and the negative reactions to
your teaching. There are two performances happening in your class -- yours and
theirs. Therefore, uncenter yourself. Take off your blinders. Put your head on a
swivel. Pay attention to how your students are performing.

Keep organized records of your teaching to note what lectures, assignments,
projects, exams, etc. worked and what ones didn't. Build on the things that worked
and make an ally of your experience.

2. Employ Audiovisual Aids.

Use a video camera and audiocassette recorder to tape your lecture. Ask your
media specialists to help you. Review what you see and hear on the tapes. Analyze
your presentation style, including voice inflection, volume, speaking rate,
pronunciation, enunciation, needless repetitions (i.e., "uhs,"), physical movement,
nervous mannerisms, facial expressions, gestures, eye contact, diction, questioning
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techniques, content accuracy, organizational skills, etc. (Using a compact audio
recorder is a handy way to evaluate your teaching performance.)

Also, review your video tapes to analyze your students' reactions to your teaching.
(i.e., Do your students appear interested, prepared, bored, confused, responsive,
etc.?) Also consider what the video reveals about your teaching station. (i.e., Is
your classroom neat, tidy, comfortable, etc.?) Compare various tapes to gauge
your improvement.

3. Employ Student Feedback.

Feedback is the breakfast of champions. Be mindful of what your students have to
say. First, use both institutional and personal questionnaires to assess your
delivery, text, assignments, grading, fairness, effectiveness, clarity, goals,
preparation, attitude, availability, etc. (Mid-term questionnaires are especially
good for making early adjustments.)

Employ questionnaires that require written comments rather than check marks and
black dots. If you are unhappy with your institution's evaluation form, use your
own as well. In your questionnaire, ask students to comment on perceived
strengths and weaknesses. Ask your students if they are getting their money's
worth in your course. Reconcile student comments with your own perceptions.
Adjust your perceptions accordingly.

Second, use student interviews to solicit feedback. Invite students in class to
comment openly on assignments, exams, etc. Also meet informally with small
groups of selected students -- "Quality Circles" or "Student Advisory
Committees"-- to solicit their feedback. Temper what students have to say about
your teaching with your knowledge of the subject and your role as teacher. During
feedback sessions tell students what you are doing and why. Take notes on what
students say about your teaching.

Keep student feedback in a central file. Review student feedback openly and
honestly for recurring issues. Note the strengths and weaknesses that your students
identify.
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4. Analyze Student Scores and Grades.

Use student scores and grades to assess the effectiveness of your teaching. If
student progress is slow or marginal, the fault may be theirs, yours, or both. If
scores and grades are low, resolve to get your students to work harder and learn
better.

If students are getting poor grades on papers and tests, ask yourself and them why.
Are your assignments clear and relevant? Do students have enough time to do
their best? Are your tests too demanding, too picky? Are you spending enough
time preparing assignments and tests? Are you spending enough class time
preparing students for tests, assignments, papers, etc.?

Do you offer help sessions, personal appointments, written handouts, practice
tests, review sheets, etc., to ensure success? Are you convinced that your students
are working hard? Do your students need a lecture on motivation? Do your tests
coincide with your lectures and the text? Do you grade fairly? Do you use class
time efficiently? Do your colleagues have a similar problem with low scores and
poor grades? Do your students seek extra help? Do your students tend to struggle
in certain or in all areas and topics? Do you welcome student input regarding tests,
papers, assignments, etc.? Do you use non-graded tests and papers to assess student
learning?

You may never know how your teaching, if at all, impacts test scores and grades.
Good students will learn and get good grades despite the worst teaching.
Conversely, poor students will not learn and get poor grades despite the best
teaching. Nonetheless, consider test scores and grades along with other assessment
sources to evaluate fully your teaching performance. Test scores and grades may
be important factors to consider in evaluating your teaching.
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5. Employ Outside Observers.

Ask senior colleagues, instructional specialists, supervisors and exemplary teachers
to observe your teaching. Select observers who will be impartial, candid,
insightful, willing, savvy, and knowledgeable. Do not ask inexperienced
colleagues to critique your teaching. Your observers need not come from the ranks
of your own discipline. You want teaching experts, regardless of their field, to
observe you. Many institutions, in fact, task selected professors and teaching
specialists to conduct all teaching observations.

Invite one or several observers (as applicable) to critique your class. Become
familiar with your observers' protocols for classroom visitations. Provide your
observers with all relevant information (e.g., location, time, topic, lesson plan,
etc.). Introduce your observer to the class (if necessary). Inform your observers in
advance of any teaching problems, troublesome students, and personal concerns (if
necessary).

Ask your observers to preview their evaluation criteria (if applicable). Ask your
observers to provide you with written notes on your performance. Schedule a time
with your observers to discuss your performance. Be open and available to both
positive and negative feedback. Schedule another class visitation with your
observers next semester to gauge your progress. Also, ask your observers to
critique previous video and audiotapes of your teaching.
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6. Observe Successful Teachers.

Seek out successful teachers on campus, especially those who teach the same
courses as you, and ask permission to observe their classes. Take notes on what
they do. Check with your reference librarian to see if there are videotapes of
successful teachers (on campus and elsewhere) whom you can observe.

In conclusion, develop a comprehensive plan to evaluate your teaching. Rely on
your students, your colleagues, and yourself. Seek out fresh ideas from a variety
of sources on campus. Open-up the subject of successful teaching for further
discussion, research and reading.
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