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WELCOME!

Welcome to the USCG Leadership Development C@nieT)As an

instructor here at the Center you represent one fireestresources and

FaasStda Ay GKS /21 a0 DdzZ NRQ¥outar8 RSNBE KA |
now tasked with the responsibility to teach other shipmates leadership

performance competencies and further develop their leadership skills.

Whether you are serving @anmand & Operations, Officer Accessions,
Leadership and>rganizationaPerformance or CPO Academyou are now
part of a unique organization that prides itself daveloping the future
leaders of the Coast Guarthe LDC is part of a strong commitment of the
/[ 21 a0 DdzF NR Gtiengthsnihg tOd natidrss yuturé By educating,
developing, training, and inspiring leaders of character who are ethically,
intellectually, professionally, and physically preparedgérve their country
and humanity, and who are strong in their resolve to build on the long
military and maritime heritage and proud accomplishments of the United
States Coast Guard.

We hopethis handboolwill enhanceyour understandng ofthe LDC and
provide information that wilhelpdevelop your own instructor and
leadership skills during yotmur.

Note: The eversion of this handbook can be found at
\\Cgamsapps LDC Instructor Handbook
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Leadership Development Center
i SANBOG2NRNAE t KAf 2a2LIKe

CAPTANndrea M. Marcille, USCG

As the CG Academy Mission states,adacate develop, train andinspire

leaders of character. Atthe LDC, we have a critical role ingniigincing

0KS /2Fad DdzZ NRQa Ay@SadyYSyd Ay Ada LI
assessment ahdelivering 22 courses. We are guided by the Core Values

and our Leadership Competencies. As leaders, we may not save lives or

perform other CG missions directly, but insteafluenceand inspire

others to do them better. As we collectively buildteategyfor CG

leadership development, you should kn@ur goals(ABCD), work every

day toward our futureandfocus on three basic tenants:

Work Hard Be Nice andKnow Your Craft

Work Hard

1 Take pride in the job at hand & do it to the best of yabrlity!

T{ONARGS (G2 0S 2y (2L 2F &2dzNJ a3l YS¢

classroom and during every interaction with the students we serve.

9 If you recognize something wrong, step up and correct it or let
someoneknowd LT ¢S yS3It SO0 AG 6S O2yR2YS
Make your classroom and our spaces shine.

Take pride in the privilege you have to be a member of the Coast
Guard and set the standard in appearance.
1 Provide feedback & counseling to your shipmates on their

performance and be receptive to feedback in retur

1 Meet all your requirements to get advanced and promoted.

= =

Be Nice

1 Always give your shipmate the respect they deserve; ensure we
always provide a safe place to learn & work.

T[SG GKS /2YYFYR YR [/ KASTQa aSaa KS
LINR 6 f S Ysuffer irbs#eyic@.

9 Take care of your families and yourseffhysically and emotionally.
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1 Ensure every new shipmate is welcomed, trained and set up for
success.
9 Ensure we always acknowledge good performance through timely
and appropriate recognition.
T WhenA Yy G4SN OGAYy3d SgA0K 20KSNEZ akKz2g GK
L OFNB l062dzi oKIO @e2dz KI @S (2 al & o¢
9 Build alliances and get involved in supporting your communéty
home and at work.

Know Your Craft

1 Practice what we teach. Learn the language of lesigi@, and live it.

1 Work together to develop yourself and your shipmates.

1 Be a lifelong learner (seek more leadership knowledge and skills.) If
you come across a great book, program, research or presentation
share it.

1 Be an ambassador for leadership diey@ment¢ know about and
promote LDC courses and opportunities.

1 Engage in dialogue about the current challenges our leaders face and
use that to make our courses relevant.

1 Recruit your replacement, build our Team!

| am here to support YOU and excitedt@ & A a4 oA GK | ye | yR |
interested in what you are doing and want to hear about it. | also care

| 62dzi 2dzNJ 8GdzRSy i aQ SELISNASYOS FyR 4GAf
evaluation reports. Creativity, open and candid discussion, and even

disageement, are encouraged before deciding upon a course of action.

Once a course of action is determined, we must move forward together

with unity of effort. | believe we should immerse our students isea of

professionalism including role modeling custarand courtesies,

mentoring, communicating and leading. Be the leaders that our students

expect!
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LDC MISSION AND SCOPE

Mission
The Leadership Development Center (LDC) develops leaders of character to
improve mission performance and enhance the C@sarddd Ay @Sa i YSy i
in its people by
1 Preparing Team Coast Guard to demonstrate leadership and live the
Coast Guard core values.
1 Supporting Coast Guard units through servigele leadership and
quality development efforts.
1 Identifying future organizationaleeds and requirements through
ongoing researchnd assessment.

Scope

In the pursuit of its mission, the Leadership Development Cesutgporis

and fostes development of a fully integrated Coast Guard Leadership

Development Program that includes eachmgmnent of our diverse

workforce. The desired outcomes of theadership Development Center

are:

T ¢2 adzLI2 NI GKS [/ 2Fad DdzZr NRQa ydzyYo SNJ
leadership so our people can maximize contributions to unit and service
wide success.

1 To impove leadership skills across the Coast Guard, leading to
enhanced mission performance.

1 To standardize leadership curricula and enhance the quality of
leadership programs.

1 To create synergy with all leadership efforts connected and located
together.

1 To leerage real Coast Guard experience to improve the education,
training, and development of future leaders.

1 To reach all members of Team Coast Guard through formal training,
correspondence courses, and utevel programs.

The LDC Mission and Scope are tdkem the LDC SOP dated 26 Apr 10
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Administrative Assistant

LDC ORGANIZATION

‘ Director (CO) ‘
\
Deputy Director (XO)
[ : I !
Command and Officer Accession and Leadership and Training CPO
Operations School Transition School Organizational Performance Officer Academy
Training Support (Petaluma)
Prospective Officer Apprentice Instructional
L Commanding Officer/ | Candidate L Leadership Systems
Executive Officer Course Program Section
(PCOIXO) Course (ocs) (ALP)
Prospective Leadership
Operations Officer Afloat Reserve Officer Candidate | | Management Curriculum
(POPS) ! Indoctrination Course School Design and
Course (ROCI) (LAMS) Development
Boat Forces Direct Commision Senior Leadership E-Leaming
Command Cadre Course = Officers Course Principles and Skills Distance Learning
BFCC (DCO) Course Innovation
(SLPS)
Officer Candidate Evaluation
Bridge Resource —| Indoctrination Course LAMS and Instructor
Management Course (och L Detachments Development
(BRM) Petaluma
Chief Warrant Officer Cape May
L Professional
International Maritime Development Organizational Program
Officer Course (CWOPD) | | Performance Consultant Evaluation
(IMOC) Course
(OPC)
Instructor
Team Leader/Facilitator Development
Course
[ (TLIF)

Commandant's Performance
Excellence Criteria
Course
(CPEC)

Hamilton Award
Board Reviewers'
Course

Senior Enlisted Leadership Course
(SELC)

The LDC Organization Chart is taken from the LDC SOP dated 2quguat&d June 2012
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INSTRUCTOR DEVELOPMENT AT THE LDC

The LDC isommitted to your success while you are heYeu will be

working closely with your School Chief and other instructors at the LDC to
understandandfulfill your teaching responsibilitieend further develop

your instructor skillsYou have access to any thie other School Chiefé$ DC
staff members coursesonducted here and any other LEP€3ources,

In addition to the resources and guidance you receive from your School
you can contact any of the members of the Training Support Branch for
assistanceOnce you have completed your Instructor PQS you will work
toward completing youMaster Training Specialig¥iT S Qualification. To

do this you will establish an accountVirtual Classroom and go to the MTS
course (se€€ompletinghe MTSPQS$.

As part of your development here at the LDC you may be asked to observe
FYy20KSN) aKALYFGSQa GSFEOKAy3as O2YLX SGS
and provide feedback to the instctor. Likewise, there may other

instructors who sit through your lessons and provide you with feedback.

This process is used to help improve the skillsllafur instructors.

Instructor of the Year

N -~ s A

Each yeaanLDC instructok & &4 St SOG SR FI & K&hoyf 5 NBz@G B N.
School Chiefiominateshisther{f OK2 2t Qa Ay aid NJXzOG2NJ Ol yR)
instructors nominated one is selected by review of doenbinedSchool
Chiefs and the MTS Board. All instructors are eligible for the award.

The RADM J. ScottfBoe Scholar Practitioner Book Club

t F NGO 2F GKS [5/ AyaidaNHzO02NRa LINPFS&aA:
leadership, management, business trends while maintaining a strong

foundation in Coast Guard history. To help accomplish this, the LDC has a

book dub in which members select a book, the LDC purchases and we meet

to review the material and evaluate if our courses could benefit from this

book.
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Checkin Sheet

There are two primary forms involving the cheokprocess: 1) The LDC
Checkin/out sheet and 2) the Bio Sheet.

LDC Cheeikn/Out Sheet:

To begin the process of cherk you and your supervisor should be
familiar with and use the LDC Check In/Out Sh&etopy of thesheet is
provided on the next pagéfter you complete an activity, the respective
individual will need to put their initials and date on the sheéébu can

either use this sheet or a separate copy of the form for the purpose of
signatures. Hwever, a copy of the completed, signed sheegds to be
returned to the Administrator in the LDC Office of the Director within five
working days of your arrival.

In addition to the LDC Chet/Out Sheet you should completeBao Sheet.
You can accesbe LDCBIOMaster Form at the following

\\Cgamsapps LDCLDC Personnel BiaC personnel BIOs

After you have completed the Bio sheet, save it in the folder (Important: Be
Sure to include your last name in the file name).

There are otheformsyou should be aware of and may need to complete
as you orboard here at the LDC/Acadenfgr your informationbelow is a
list of formsyou may find useful

Academy Personnel ChegkCard

CG2025A Housing Allowance Protection Worksheet
CG2005 PCS Reportingdksheet

CG2025 BAH/Housing Worksheet

Incoming Officer/OfficeGrade Civilian Information Sheet
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LDC CHECK IN/ OUT SHEET

Leadership Development Center Check In/Out Sheet

Name (Last, First MI) Rank/Rate Assigned Department/Division

FOR INCOMING PERSONNEL. Sponsor must escort new member in accomplishing the following
checkin within 5-working days and return sheet to admin.

Unit Reporting From: Date Reported:

Sponsor's Name: Home Phone: Work Phone:

FOR OUTGOING PERSONNEL. Member must checkouwtith LDC Admin no later than 10 business days prior to departure da

Unit Departing To: Departure Date: | Report Date
Check-in Check-out
Date/Initial Date/Initial

LDC YN (Rm 312)

1. SOP Overview

2. Provide PCRpt/Dpt pkg. and assist member

a. LDC Check infout Sheet

b. LDC Biography Worksheet

c. Individual Development Plan (IDP) Worksheet

d. DirectAccess User Access Authorization Form

e. BAH Worksheet

f. Government Travel Card Application

g. PSC Rpt/DpWorksheet

. Add to EERor OERroster (as applicable)

. TDY procedures

. Travel claim procedures

. Recall roster

N OO0~ W

. Register contract information
(http://apps.mica.uscg.mil/CG_ENS/)

LDC SK (Rm 312)

1. Express mail proceduraad deliveries

2. Purchasing information/procedures

LDC Training Officer (Rm 309)

1. Pipeline Training

LDC Asst Director (Rm 306)

1. Initial Greet (within 2 days)

2. Formal meeting (NLT 3 weeks)

a. Completed LD@iography

b. Completed Individual Development Plan (IDP)

c. LDC Check In/Out Worksheet
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Director (Rm 306)

1. Initial Greet (within 2 days)

2. Formal meeting (NLT 3 weeks)

a. Completed LDC Biography

b. Completedndividual Development Plan (IDP)

c. LDC Check In/Out Worksheet

Version as of June 2011
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GOMPLETING THE INSTRUCHQR

If you do not already have PERJC Qualificatipou arerequired to attain it
within six months ofeporting to theLDC. The process for attaining your
Quialificationis describedin detailin the Standard Operating Procedure

6{htovo F2NJ OGKS /2I3ad DdzZ:NRQ& ¢NI AYyAy3

http://www.uscg.mil/forcecom/training/docs/SOP 13.pdf

As a higHevel overview of the requirements of the PQ8u can refer to
the following

Instructor Qualification Process Checklist

Phase |: Complete IDC/Alternative Workshop

Phase II: Complete Instructor PQS/JQR (Each of the following to be initialed off by a qualified instructor)

PQS Competencies:
1. Communicate effectively 8. Demonstrate effective presentation/facilitation skills
2. Plan instructional methods and materials 9. Use instructional methods appropriately
3. Prepare for instruction 10. Use media and technology to enhance learning and performance
4. Comply with established ethical and legal standards 11. Demonstrate effective questioning techniques
5. Establish and maintain professional credibility 12. Provide clarification and feedback
6. Stimulate and sustain learner motivation and engagement 13. Promote retention and transfer
7. Manage an environment that fosters learning and 14. Assess learning and performance
performance

Phase lll: Receive three satisfactory Instructor Feedback Forms (IFF)

-First
-Second
-Third

Phase IV: Additional School Chief Requirements

-School and Branch Chiefs assurance
-Additional requirements if needed

Phase V: Completion documented

-Receive Chain of Command recommendation
-Receive signed Qualification Memo
-JC Competency Code issued
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Instructor Feedback Form

For your review and reference a copy of the Instructor Feedback Form
follows. You can make copies of this form if needed but you should refer to
the{ 0 F YRFNR hLISNIGAY3I t NPOSRdzNBa 06 {
System, Volume 1fér the most currentversion of the form.

*kkkkkkkkkkkkkkkkkhkk

Instructor Feedback Form Rev. Dec 2005
Tips for Effective Use
Because every training environment is different, and every Instructor brings a different set of skills to the job, it 13 important to
tailor your evaluation session.

®  After reviewing the competencies, focus only on the behaviors the Instructor may need to improve upon. Ifitis
determined that many of the areas need to be addressed. vou may consider brealing the feedback sessions into blocks
where only a few of the competencies are evaluated at one sitting.

®  Ifvour course iz primanly self-paced. vou will need to cbserve the mstructor during cne-on-one feedback sessions to
ensure they are demonstrating the competencies. The behaviors listed can be demonstrated in an Instructor-led lesson, as
well as a more self-paced environment. For example, an Instructor needs to be able to use guestioning technigues
effectively, whether the Instructor is presenting to a group or to an individual.

®  Duscuss the evaluation session with the Instructor beforehand. Let the Instructor know youwr expectations, and ask the
Instructor what areas the Instructor would like to improve upon.

*  Rate the effectiveness of the Instructor in each competency area. The scale is from 1 (low effectiveness) to 4 (high
effectiveness). All behaviors within each competency do not necessarily need to be demonstrated for the mnstructor to be
effective. In addifion, use the comment area to record specific behaviors that are demenstrated or missed, or provide
additional comments regarding performance.

*  Prior to evaluation, become familiar with competency descriptions and their associated improvement strategies. These
items can be found at the end of this document.
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Instructor Feedback Form Rev. Dec 2005

Instructor: | Evaluator:

Course/Lesson Title:

Date: | Start: | Stop:

This tool is designed to assist in the collection of data that assesses an instructor in fourteen competency areas. The table below
explains the rating scores and the appropriate actions to be taken by the mstructor who recetves the feedback. Refer to Tips for
Effective Use for additional mformation on using the form.

Rating Measures Action Required by the Instructor

4 — Demonstrated mastery. could serve as a model for | None — consider mentoring colleagues who seek

this component. improvement.

3 — Demonstrated competency. None — consider seeking ways to continually improve.

1 — Demonstrated some competency but needs

. Focus on mmproving per recommendations.
improvement.

Seek assistance and make improvements per

1 — Did not demonstrate at all. .
recommendations before next class convenes.

Provide detailed feedback and recommendations on the Instructor Improvement Plan for any ratings of 2 or below.

Instructor Competency Instructor Effectiveness

Prepares for Instruction (#3) | 4 | 3 | 2 | 1

» Rehearses lesson plan timing with another qualified instructor.

¢ Makes available all necessary resources, supplies, and reference matenials to students.
+ Confirms logistical arrangements and equipment readiness prior to class convening.

+  Ensures envircnment 13 sef up and conducive to learning.
+ Tests equipment cperation and functionality prior to class convening.

+ Eliminates (or minimizes) internal and external distractions that prohibit learning and performance.
» Provides a safe and clean learning environment.

Plans Instructional Methods and Materials (#2) | 4 | 3 |

[
[

+ Plans or modifies instruction to accommeaedate for students” experiences.

+ Personalizes lesson plan to check for understanding. Lesson plan follows logical sequence.

» Selects (or adapts) instructional methods, strategies, and presentation techniques to accommodate learning styles.
+ Adapts lesson plan to accommodate different instructional settings.

s Creates and publishes course agenda for students.

Complies with Ethical and Legal Standards (£4) | 4 | 3 | 2 | 1
+ Bespects student’s rights to confidentiality and anonymity in safeguarding personal information.
+  Avoids conflicts of interest with the staff and students.
+ Respects and complies with intellectual property laws.
Communicates Effectively (#1) | 4 | 3 | 2 | 1
» Varies pitch, tone, inflection and rate of speech.
s Uses proper spelling, grammar. punctuation. and language that fit the students” level of understanding.
+  Tses hand gestures and body motions to enhance the teaching points.
+  Tses eve contact appropriately and effectively.
+ Maintains a comfortable distance from students.
» Uses pauses appropriately to allow for student reflection and comprehension.
Establishes and Maintains Professional Credibility (£5) [ « | 3 [ 2] 1
+ Conforms to Coast Guard Uniform Standards (or appropriate civilian attire).
+ Demenstrates subject-matter expertise.
+  Recognizes and acknowledges mistakes and provides opportunity to correct them.
Stimulates and Sustains Learner Motivation and Engagement (#6) | 4 | 3 | 2 | 1

+ Matches learning cutcomes (expectations) to student and course geals.
» Plans and deliberately uses feedback and positive reinforcement during delivery of instruction.
+  Uses stories, analogies, and examples to gain and sustain student attention.
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Instructor Feedback Form

Instructor Feedback Form Rev. Dec 2005

Manages an Environment that Fosters Learning and Performance (#7) | 4 | 3 | 2 | 1

¢ Introduces oneself, co-instructors. and students at the beginning of the course (1f necessary).
s Presents clear expectations and ground rules for learning and interaction.

+  Addresses undesirable behavior effectively. appropnately, and timely.

+ Resolves student conflicts appropriately and fumely.

+ Manages group-paced and indrvidual parficipation.

+ Manages instructional time effectively and avoids digressions.

+  Provides a positive learning environment for all students.

Demonstrates Effective Presentation /Facilitation Skills (#8) | 4 | 3 | 2 | 1

s  TUses a lesson plan to deliver instruction.

+ Represents key ideas and concepts in a variety of ways.

+  Provides examples to clarify meanings or teaching points.

s Involves students in presentations for discussion. questions, and reflection.

s TUses examples, anecdotes, stories, analogies, and humor to reinforce teaching points.
s TUses props and teaching aids effectively and appropriately.

Uses Instructional Methods Appropriately (#9) | 4 | 3 | 2 | 1

+  Implements a variety of traming methods.
+  Manages the group dynamics associated with each method.
+  Employs training technigues appropriate to methods and training situations prescribed.

Uses Media & Technology to Enhance Learning (#10) | 4 | 3 | 2 | 1

s TUlses visual aids that support the objective(s) and teaching points.

s TUlses visual aids that are simple and easy to read and vnderstand.

+ Incorporates the use of job aids. handouts, or other printed materials in the learning environment.
s Incorporates different media to appeal to all learning styles.

+ Establishes a contingency plan in the event media fails during instruction.

Demonstrates Effective Questioning Technigues (#11) | 4 | 3 | 2 | 1
+  Asks clear and relevant guestions.
+  Promptly follows up on student questions and concems.
+  Uses a variety of question types and delivered at various levels.
+  Directs and redirects questions effectively.
+ Builds responses to gquestions in current (or subsequent) learning envircnments.
s Repeats, rephrases, and restructures gquestions from students.
s Provides positive reinforcement to student responses.
+  Provides opportunity to involve all students in discussions.
Provides Clarification and Feedback (#12) [ « | 3 [ 2 ] 1
* Provides clear, timely, relevant, and specific feedback.
+  Provides opportunities for students fo request clarifications on teaching points.
+  Assists students in giving and receiving feedback.
+ Provides feedback targeted to the performance (and not to the student).
+  Promotes peer-to-peer feedback.
Promotes Retention and Transfer of Skills (#13) | 4 | 3 | 2 | 1
+ Encourages students to elaborate concepts and 1deas.
s  Provides opportuaities to integrate new knowledge and practice new skills.
s Provides opportuaities for reflection, review, and self-guided leaming.
s  Provides opportunities to practice in realistic settings.
Assesses Learning and Performance (#14) | 4 | 3 | 2 | 1

¢+  Commumicates assessment criteria to students.

+  Moniters individual and group performance during practice and assessment.
+  Provides students with cpportunities for self-assessment.

+  Assesses student performance ountcomes.

+  Provides opportunities for remediation.
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Instructor Feedback Form

Instructor Feedback Form

Rev. Dec 2005

Instructor Improvement Plan

Competency

Improvement Strategies for:

Weakness (A)

Strength (+)
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GOMPLETING THE MASTER TRAINING SPECB&IST

Once you have your Instructor PQ8u should begin working toward your
MTS PQS. The process for attaining your MTS PQS is described in Volume 13
of the Coast Guard Training Syst&OP

http://www.uscqg.mil/hg/cgl/cgl32/docs/OP 13.pdf

As an MTS candidate you will create an accourirain the Coast Guard

Il OF RSYe@Qa [ SI NY Ay dDesire2f/dar8 ®2LE Joicredte2 4 1 SYY
an account and enroll in MTS, contact the ISS offfoer online responses

will be graded byhe LDCTraining Support BranddTS coordinator and

returned promptly with feedback. The MTS site also contains links to SOPs

and other research material online to aid you in your qualification.

Desire2Learnhttps://uscga.desire2learn.com/

If you have any questions or need further information confdet LDC MTS

coordinator. Remember thatoy are required to complete all four phases
(recommendation, workshop, CDC, board) of the MTS qualification IAW

with Standarch LISNJ GAy 3 t NEOSRdzNE 6{ ht 0o F2NJ G°Ff
SystemyVolume 13
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As a higHevel overview of the requirements of the PQ8u can refer to
the following. Phase Il (Competencies) of the process is expanded on the
next page.

MTS Qualification Process

Phase |: Evaluation

Receive a satisfactory evaluation (IFF) conducted by a MTS from outside candidate’s department

Phase II: Competencies

Complete the MTS PQS

Phase llI: Nomination

Nominated by the Branch Chief in a memo

Phase IV: Oral Board and Recommendation

-Questions are asked of the candidate and graded by the Board
-Board forwards recommendation for final approval to CO via TO
-Candidates not satisfying requirements must undergo a 30-day remediation period prior to requesting another oral board

Pagel8



Phase ll: MTS Competencies

Competency 1: Update and Improve Your Professional Knowledge and Skills

1a. Complete CDC 1d-g. Explain the function of:
1b. Mentor a new instructor using IDP -Performance Technology Team
1c. Facilitate an MTS workshop -Training Management Team

-Resource Management Team

-E-Learning Team

Competency 2: Comply with Established Ethical and Legal Standards

2a-b.Discuss how the following USCG policies 2d-e. Explain the:
apply to instructors: -legality of intellectual property including copyright
-fraternization -purpose of a student evaluation board

-sexual harassment

2c¢. Discuss the instructor’s responsibility in terms of safety
and curriculum

Competency 3: Specify the Instructional Design Process

3a-e. Explain the following methods as used by the USCG: 3f-g. Explain the:
-analysis -contents of a resident course curriculum outline
-design -routing procedures for curriculum development/revision

-development
-training implementation
-fraining evaluation

Competency 4: Evaluate Instructional Effectiveness

4a. Evaluate instructor performance 4g-l. Conduct a course assessment using the Internal
4b. Evaluate the impact of the instructional setting and equipment Evaluation Checklist
4c-f. Explain the purpose of a:

-Level 1 evaluation

-Level 2 evaluation

-Level 3 evaluation

-Level 4 evaluation
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INSTRUCTAOBEVELOPMENT

Evaluations and Feedback

The LDC Evaluati@ectionevaluatesghe success of our training coursés.
mission is to colle¢ianalyzeand evaluate feedback, primarily through
electronic surveys using a software program call€VICIThe surveys can
be broken down into two basic typelgvel 1 andevel 3 surveys. All
processes for data collection and evaluation are identified in the USCG
Training System SOP, Volutié@nce datare collected via the Surveys
the EvaluatiorSectionproduces Survey Reports that are distributed to the
School Chiefs.

LEVEL 1

Alevell survey assesses studeflimely reaction and satisfaction with the
course, instructional materials, instructors, teaching environment, and
support services. Since most students tend to learn better when the
learning environment maintains their interest, attention, and motivatiin,
Is essential that we measure their reactions during or immediately after
each class is completefiemplates are used for level 1 surveys that are
based on the course content and student roster. You may be involved in
submitting these to the Evaluatid®ection prior tahe class start dateYou
can discuss these procedunegh your School Chie¥Ve consider the
feedback as indication of whether we are meetthg needs of the
students. As an instructor you can assist in this by reminding and
encouraging/our students tacompletethe surveys prior to class
graduation.

LEVEL 3

Alevel 3 survey assesses the change in your stu@atformance This

survey is typically conducted by the LDC Evalu&iectionsix months

following course completion in order to give students an opportunity to

LI & oKIFIG 0KSeQoS fSENYSR Ay GKSANI 6
the students, their supervisors, or in the absence of a supervisor, an
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individual who is familiag A G K G KS & ( dzR $§owishdourkdS NJF 2 NI |
completion. Thdevel 3 survey analysis is used as part of a systematic
curriculum review and does not require direct instructor involvement.

The LDQypically administersver 14,000 surveys each year. Tasponse
rate to our surveys is higtlepending upon the&ourse and the type of
survey A lot of that success is attributed to the support you provide. The
EvaluationSectionrelies on you and yourckool for timely and accurate
submssionof course mateal, student rosters with correct-mail
addresses, and most importantly, your verbal support for the survey
process while you are instructing. You should distussurvey process
more detail with your School Chief.

¢tKS 9@ f dzI goal2syoprdvideyduiwihylsalile feedback in a
format that will help you better yourself, the student, and the Coast Guard.
Each school has a designated survey liaison that can check instructor
progress on the evaluations at any tinkeavel 1Survey Reports are

prepared after the class graduation date amdde availabl¢o the

respective School Chsfor distribution to their staff.

Getting Feedback from Students

It is the responsibility of each school to send the survey to students for
each course sessiortvery course has a slightly different procedure, but in
general the evaluation branch asks:

Resident courses

Send students an email to the evaluation (link below) at the start of the
course. Include in that email the session number and dates of theogessi
covered as students must select the course/session they attended to gain
access to the survey.

https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C

At minimum of oncea week remind students to enter the survey and
complete the DAILY portion of the survey to provide specific feedback on
instructors andl'POs. Prior to graduation, students need to complete the
END OF CLASS section of the evaluation to provide ovenaedeadback.
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Nonresident courses

Send students an email to the evaluation (link below) preferably at the start
of the course, but definitely immediately after graduation as soon as you
have access to a computer. Consider using your nonresident POC who
helped you organize the course to send the link at graduation, particularly if
you will be away from a computer for a significant time. Include in that
email the session number and dates of the session covered as students
must select the course/sessioneay attended to gain access to the survey.

https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C

Retrieving Student Feedback/Reports

Every course has an assigrsenivey/evaluation POC. To receive feedback
on your instructor performance from the student perspective, contact the
POC. Your branch chief can direct you to the POC.

If YOU are th&urvey/EvaluatioOC

If you are the survey/evaluation POC, you hawesa responsibilities:
1. Send results of the survey to the school/branch chief and instructors
2. Notify the Evaluation section if there are changes to TPOs,
instructors, or require additional questions added to the level 1
evaluation.You are the liaison between the school and eval section.

Gaining Access tgOVICI

You will need access to VOVICI (the evaluation software) to review and

disseminate Level 1 evaluation results to guhoolbranch chief and other

instructors To gain amess first contact theBEvaluation section. Once done,
you shouldperformthe followingsteps

1. Establish your own accouand password
2. Use your password to access survey data
3. Filter theresultsto get specifior custom data

The followingscreen shotmageswill lead you through the process.
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