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Preface 
 
 
 

 

 

 

 

 

 

 
Dear Instructors, 

 
Our primary focus within the School of Foreign Languages is to support effective teaching and 

learning in part through standardized principles to guide our strategic decisions and ensure 

consistency in our actions. To this end, we have created this instructor handbook. The aim of 

the handbook is to highlight our expectations for the professional standards that promote a 

culture of transparency, openness and collaboration, and to help our institution reach its 

highest potential. The handbook includes the mission and vision of our school, as well as the 

professional expectations that flow from these two guiding statements. We wholeheartedly 

believe that setting standards and grounding rules is closely connected with professional 

behavior and will lead to building good relations and an effective, efficient, and collegial 

working atmosphere. 

 

    Donald F. Staub 

    Director 

  



Organizational Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mission 

Our mission is to provide graduate and undergraduate students with the highest standard 

of foreign language education by creating an environment in which critical thinking, 

creativity and leadership qualities are encouraged so that these students are able to use two 

foreign languages effectively in academic, social and professional environments. 

 

Vision 

Our vision is to continuously develop the university as a respected institution of higher education 

by providing its students with world-class educational opportunities and research facilities. It 

further aims at being one of the leading universities in terms of using educational technologies 

to promote learning. 



Values 
The School of Foreign Languages has a set of core values that determine the practices of our 

teaching staff and administration. These values include: 

 
Social Responsibility Commitment to Quality Academic Integrity 

 
Transparency 

 
Commitment to Ethical Values 

 
Team Awareness and 

Collaboration 

 
Effective Communication 

 
Personal and Organizational 

Responsibility 

 
Information Management 

 
Academic Freedom 

 
Mutual Respect 

 
Leadership 

 
 

 

Instructor Orientation Program 

An orientation program is designed for instructors at the beginning of each academic year. 

The aim of this compulsory orientation program is to prepare our instructors for the new 

academic year. The orientation program consists of training sessions, seminars and 

workshops in the following areas:  

 

Curriculum & Materials 
Technology & Language 

Education 
Changes in Rules & 

Regulations 
Classroom Teaching 

Techniques & Methods 
 

Teacher Development 
Activities 

 
Student Motivation 

 
Administrative Issues 

 
Assessment Principles 

 

 

  



TDU • Seminars

TDU • Workshops

TDU • Classroom Observations

TDU • Short Courses

TDU • Action Research

TDU • Classroom Management 

TDU • Team-teaching

TDU • Mentoring & Coaching

TDU • Reflective Teaching & Learning

Teacher Development Unit 

The Teacher Development Unit (TDU) aims to provide in-service support and development 

to enable language teachers to achieve their full potential, operating on the premise that 

teachers who continue to learn make more effective instructors. The Teacher Development 

Unit offers various activities to support both professional development and to contribute to 

the quality of education. Some of the activities offered are as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

CELTA / DELTA 

The School of Foreign Languages offers full time and part time CELTA/DELTA courses. 

Applicants who work for IUE get special discounts for the courses. Instructors who attend 

the courses with IUE discount are required to commit themselves to the institution for a 

minimum of two academic years.  

 
  



Annual Appraisals 

Every year, each instructor is evaluated based on an appraisal system which was developed 

by the Policies and Procedures Committee (membership is a representative cross-section 

of SFL instructors).  The appraisal process comprises three components: Professional 

Expectations (45%), Professional Development (45%), and Student Evaluations (10%).  

 

Professional Expectations are assessed by administrative staff who have a direct working 

relationship with the instructors in the relevant program. The aim is to gain multiple perspectives 

on an instructor's performance regarding such areas as observing class hours, invigilation duties, 

communications, etc. 

 

Scoring for Professional Expectations.  

You will see that most questions have two parts: 1) a linear scale and 2) a place to explain the 

score on the scale. The linear scale runs from 0-3. If a coordinator gives a score of less or more 

than 3, s/he is obligated to provide a brief explanation for that score.  

 

 

 

 

 

 

 

 
 

Professional Development will be assessed by the TDU trainer that an instructor works with 

throughout the academic year. The trainers will be using a three-point rubric that focuses on the 

process and product of the individual during their individual (or team) activities. The PD rubric 

scale evaluates whether an instructor exceeds, meets, or fails to meet expectations in six areas. 

 

Student Evaluations will be added to the evaluation in a way consistent with past application. For 

Prep instructors, a modular average is used. For other programs, a semester average is 

calculated.  



 

Professional Expectations 

It is important to hold an agreed-upon set of standards to guide the way that we conduct 

ourselves so that effectiveness and efficiency are maintained across the SFL.  To this end, 

through a demanding process conducted with the SFL Policies and Procedures Committee, the 

SFL has identified a set of professional expectations for its staff.  An initial set of expectations 

was established for the 2019-2020 academic year, including items from the following list.   

The instructor is consistently reliable:  

• Regarding communications; 

• In attending and participating in meetings; 

• In providing feedback when requested; 

• In providing support when requested; 

• In following procedures for missed classes and appropriately informs administration and 

students of make-up hours; 

• In conducting administrative duties (meeting deadlines, following instructions, level 

responsibilities, following the syllabus, maintaining course records, submitting paperwork 

such as Bologna & archive folders on time, making required announcements to students 

on Blackboard and/or OASIS, adheres to the grading criteria, etc.). 

 

Instructor Responsibilities 

Primary Responsibilities 

• Plan, prepare and deliver effective lessons 

• Observe class hours 

• Provide individual support to students both in the classroom and during minimum 

scheduled two office hours per week 

• Grade exams in accordance with the established deadlines and guidelines and enter 

scores into the systems within the specified time period 

• Invigilate examinations as required, which includes adhering to the guidelines of 

exams organized by both the University and the School of Foreign Languages 

• Keep track of students’ absenteeism using OASIS  

• Attend meetings as requested 



• Actively pursue professional development that supports the achievement of the 

mission of the SFL 

• Serve as a substitute instructor as required; take responsibility for lesson materials 

and attendance report 

• Provide feedback regarding teaching and the course materials to relevant 

coordinator/head 

• Proofread tests and supplementary materials as required 

• Contact relevant administrator promptly to notify of any events (illness, death, 

emergency, etc.) that will immediately impact teaching or any work-related 

activities 

• Observe working hours stated in contracts, and perform extra duties, as required, 

outside normal working hours 

• Use educational technologies adopted by the University as required 

• Remain in communication regarding all work-related activities 

• Collect lesson materials from CMDU before each module starts and return them on 

time at the end of each module (applies to Prep instructors) 

 

Secondary Responsibilities 

• Contribute to the students’ personal development by promoting effective study 

habits and creating a positive learning environment  

• Collaborate with other instructors to ensure maximum effectiveness of course 

delivery 

• Seek innovative opportunities to expand the visibility and impact of the SFL and IUE 

• Report any instances of inappropriate student behaviour promptly to the relevant 

coordinator/head  

Illness & Medical Reports 

Instructors who are absent from school because of illness must submit a doctor’s note to the 

Secretariat of School of Foreign Languages. Doctor’s notes are submitted to the Human Resources 

after the approval of the administration. In case of absenteeism without any prior notification, 

instructors will not be paid for each day they are absent. In case of repeated absenteeism, the 

instructor may be subject to investigation by the upper administration. 

 


