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UW Department of Pediatrics
Student Teaching Evaluations with
Teaching Activities Summary Instructions
OBJECTIVE

The Student Teaching Evaluation is to present your teaching record and to assess your teaching interactions with students, residents, fellows, and other professionals.

The Teaching Activities Summary is to present a concise overview of a faculty member’s teaching activities, specifically the diversity, breadth, and quality of those activities.
GENERAL

The promotions committees of the Department of Pediatrics and School of Medicine are required to evaluate all aspects of the faculty member’s teaching activities by reviewing evaluations associated with these activities.

Faculty members are provided with teaching evaluations on a yearly basis and may contact the following representatives for copies of these evaluations.
· Medical student evaluations are handled by Sara Fear (SCH GME) (sara.fear@seattlechildrens.org).
· Resident evaluations are handled by Rebecca Robbins (SCH GME) (rebecca.robbins@seattlechildrens.org).
· Fellow evaluations are handled by the division’s Fellow Coordinator.
FACULTY CANDIDATE and DIVISION ADMINISTRATIVE STAFF
Components of the Teaching Evaluations
There are two components to the Teaching Evaluations that each faculty member must submit as part of the promotion process.
1. Student Teaching Evaluations, which include all teaching evaluations from each academic year since the initial appointment or last promotion, as well as those from the current academic year.
2. Teaching Activities Summary, which provides an at-a-glance overview of the submitted teaching evaluations.
Eligibility and Submission
· The academic year runs from July 1 through June 30.
· Submit only student teaching evaluations with numerical scores.
· Include student teaching evaluations from activities completed since the initial appointment or last promotion.
· Include research and non-research mentor evaluations, as these qualify as teaching evaluations, when applicable.
· Continue teaching throughout the academic year and submit additional evaluations as they are received.
Formatting
· Faculty member’s name must appear on all teaching evaluations.
· Confirm the date and titled activity appear on all teaching evaluations.
· All other names must be fully redacted.
Summary Requirements
· Each individual student teaching evaluation for a lecture or educational activity must include an aggregate summary that provides overall scores and comments regarding the faculty member’s performance.
· Use the Department of Pediatrics Speaker Evaluation QR code (Faculty Speaker Evaluations – UW Pediatrics: TechCentral) or the Speaker Evaluation PDF Form to collect learner  evaluations for each teaching activity.
· Use the Speaker Evaluation Summary Form to aggregate responses, when applicable.
· Some evaluations are already provided in the required summary format and therefore do not require additional aggregation.
Assembling the Student Teaching Evaluations
· Organize all evaluations in reverse chronological order, listing the most recent activities first based on the end date (newest to oldest).
· Ensure all evaluations are on 8.5 by 11-inch pages and fully readable on a monitor without the need to zoom in. Both portrait and landscape formats are acceptable.
· Confirm that all questions, response fields, and comments are fully visible with no hidden or cut-off cells or sections.
· Compile all evaluations into a single PDF under 16MB; if the files exceed 16MB, divide the materials into two PDFs.
· Verify the total number of pages does not exceed 80.
Preparing the Teaching Activities Summary
Teaching Activity (1st Part)
This section must account for all academic years since the initial appointment or last promotion, including the current academic year, and be listed in reverse chronological order (newest to oldest).
· Use the appropriate evaluation header (Medical Students, Residents, Fellows, Lecture, Research Mentor, Non-Research Mentor) for each teaching evaluation.
· Note any leave of absence or clock stops.
· Calculate and indicate the scoring scale used for each evaluation.
· Include lecture titles to ensure organization and avoid duplicate listing.
· Add dates for clarity.
Mentoring Activities (2nd Part)
This section requires completing the mentoring table for each applicable mentee type, documenting all past and ongoing mentees.
· Complete all columns, including outcomes.
· If a section is not applicable, retain it and mark it N/A rather than removing it.

Submit the completed Teaching Activities Summary as a Word document along with the PDF of the Student Teaching Evaluations to UWPedsFA@seattlechildrens.org by the specified deadline.
FACULTY AFFAIRS TEAM

The Faculty Affairs team will review for compliance and communicate with the faculty member and/or the Division Administrative Staff if revisions or additional student teaching evaluations are needed.
