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tHe roLe of tHe Laboratory Instructor

Laboratory instructors at Bowdoin College are professional educators who are directly responsible for 

student learning. They work both independently and collaboratively with science faculty members to design 

innovative exercises for the laboratory that foster student understanding of scientific concepts, methodology, 

and principles. The College emphasizes the curricular importance of the laboratory experience by requiring 

all students who major in a scientific discipline to complete laboratory courses.

Laboratory instructors play a range of important roles in the academic program. In their departments and 

programs, laboratory instructors support faculty and student-led research, coordinate and provide logistical 

support for fieldwork, procure and prepare laboratory materials for student use, and prep labs for (and de-prep 

labs following) experiments. Many also maintain sophisticated laboratory equipment, some of which requires 

specialized training. Laboratory instructors work with faculty to ensure proper safety procedures are followed 

both in the laboratory and the field as well as in the use and storage of hazardous chemicals and materials.

Laboratory instructors are instructional staff who have the responsibility and authority to develop and 

assign student work as well as assess it. In the laboratory context, laboratory instructors are responsible for 

presenting abstract ideas and theories clearly, for encouraging students to think independently, for assigning 

academically rigorous coursework, for assessing student work fairly and consistently, and for returning that 

work in a timely manner. They engage students in the process of scientific writing and foster both scientific 

and quantitative reasoning and literacy. They are also responsible for being available to meet with students 

individually and in small groups to support learning. Given the character of their work with students in 

the laboratory setting, laboratory instructors have a unique opportunity to assist students in meeting the 

demands of collegiate-level academic work in the sciences. When requested by students, they also serve as 

informal advisors, writing letters of recommendation, providing curricular guidance, and meeting a variety of 

other student needs.
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ProfessIonaL deveLoPment

Laboratory instructors are encouraged to engage in reflective 

practice and professional development that will contribute 

directly to improving the quality of their instruction and the 

quality of the student learning experience in the laboratory 

context.

A wide range of activities can be characterized as professional 

development. Laboratory instructors are asked to prioritize 

professional development activities that will provide a direct 

and tangible benefit to their teaching. Instructors, for instance, 

might attend professional conferences that highlight effective 

pedagogical practices or illustrate the most up-to-date research 

practices in their field, and then experiment with those 

practices in their teaching during the following semester. In 

particular, laboratory instructors are encouraged to participate 

in professional development that expands their capacity and 

skills to support students who struggle with the transition to 

collegiate-level academic work.

Professional development may take place off campus (such 

as attending a professional conference) or on campus. On-

campus activities may involve academic seminars, inviting 

an expert to campus to conduct a workshop or drawing on 

the knowledge of members of the college community, such 

as staff in the Center for Learning and Teaching. Through an 

associate dean responsible for providing support for all college 

instructors, the Office for Academic Affairs provides on-

campus professional development opportunities for laboratory 

instructors.

Through their departments, all laboratory instructors 

have access to financial resources to support off-campus 

professional development activities. Although each department 

has a somewhat different process for accessing those funds, 

the departments provide approximately $400 annually per lab 

instructor to engage in professional development.
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ProfessIonaL revIew

Laboratory instructors undergo review annually. The primary purpose of the review process is to provide 

laboratory instructors substantive feedback on their performance with the goal of improving the quality 

of their work and, consequently, student learning. Four documents are included in the review process: the 

Laboratory Instructor Form, the Faculty Form, the Laboratory Instructor Bowdoin Course Questionnaire, 

and the Laboratory Instructor Professional Activities Form (the latter two documents were revised in 

2018). Completed forms for fall are due to the Office of the Dean for Academic Affairs by January 21. By this 

date, laboratory instructors also submit a copy of their Professional Activities Form and current C.V. to the 

Academic Affairs Office. The Office compiles and organizes the documents for each laboratory instructor and 

sends them to the appropriate chair/director and laboratory instructor for review.

The chair/director reviews the materials for each laboratory instructor along with the Bowdoin Course 

Questionnaires from the previous two semesters. The department chair/program director may contribute 

to the review materials a written summary assessment of the laboratory instructor’s performance during the 

period under review. The chair/director’s written summary assessment will be shared with the laboratory 

instructor at this time. The chair/director and laboratory instructor will meet to discuss review materials at 

either’s discretion.

The chair/director e-mails the Academic Affairs Office to confirm that the laboratory instructor review process 

has been completed. If the chair/director prepares a written summary assessment of the laboratory instructor’s 

performance, this document is submitted to the Academic Affairs office as well. Laboratory instructors then 

have the opportunity to write a letter of response to be submitted to the Dean for Academic Affairs.

A detailed description of the Laboratory Instructor Review Process and accompanying forms are located in 

Appendices A.1, A.2, and A.3.
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the Laboratory Instructor and faculty forms
These two forms provide laboratory instructors and the faculty they work with the opportunity to offer 

feedback on particular lab courses. The Laboratory Instructor Form asks laboratory instructors to provide 

feedback concerning their experience with teaching the lab portion of the course, enrolled students, and 

the quality of collaboration with the relevant faculty member. The Faculty Form asks faculty to provide 

feedback concerning their level of involvement with the relevant lab, laboratory instruction, and the quality of 

collaboration with the laboratory instructor.

Laboratory Instructor bowdoin course Questionnaire (LIbcQ)
As with faculty, laboratory instructors are strongly encouraged to read and reflect on the feedback students 

provide on course questionnaires in order to improve the quality of their instruction.

Students enrolled in lab courses are asked to complete two BCQs each semester—a faculty member BCQ 

and an LIBCQ. The quality of feedback students provide on both questionnaires is often aligned with the 

conditions under which they complete the form. Faculty and laboratory instructors should arrange the time 

and conditions necessary for students to provide the most constructive feedback possible. A copy of the 

LIBCQ is located in Appendix B.

Laboratory Instructor Professional activities form
The Laboratory Instructor Professional Activities form provides laboratory instructors an opportunity to 

document the teaching, service, and professional development in which they have engaged over the course 

of the year. The completed forms are reviewed in the Office of the Dean for Academic Affairs and merit pay 

increases are assigned accordingly. A copy of the Laboratory Instructor Professional Activities form is located 

in Appendix C.
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GeneraL GuIdeLInes for Laboratory Instructors

The following guidelines are provided for Laboratory Instructors across departments and programs:

1. Laboratory instructors work both independently and collaboratively with science faculty members to 

design innovative exercises for the laboratory that foster student understanding of scientific concepts, 

methodology, and principles.

2. Laboratory instructors work both independently and collaboratively with science faculty members to 

construct labs that are current with the fields of study in which lab courses are grounded.

3. Laboratory instructors complement and supplement faculty instruction.

4. Laboratory instructors develop all lab-related curricular materials and coordinate semester-long syllabi 

and schedules of laboratory exercises with faculty.

5. Laboratory instructors acquire and prepare equipment, including chemicals, solutions, instrumentation, 

etc., as needed for each lab exercise.

6. Laboratory instructors coordinate and provide logistical support for fieldwork, including equipment and 

vehicles.

7. Laboratory instructors facilitate student scheduling, registration, and maintenance of waitlists for all lab 

sections of the courses (sometimes in coordination with faculty).

8. Laboratory instructors develop and deliver suitable pre-instruction for each lab period they teach.

9. Laboratory instructors actively oversee students’ work in the laboratory and/or field to answer questions, 

assist students, evaluate student performance and maintain student safety.

10. For laboratories that employ laboratory assistants, laboratory instructors hire, train, and supervise the 

assistants in their lab section.

11. Laboratory instructors and faculty manage all laboratory wastes generated in their labs and oversee 

student management of the waste.

12. Laboratory instructors support faculty and student-led research as appropriate.

13. Laboratory instructors engage students in the process of scientific writing and foster both scientific and 

quantitative reasoning and literacy.

14. Laboratory instructors meet with students individually and in small groups to support their learning.

15. Laboratory instructors grade student lab assignments and return the graded assignments to students in a 

timely fashion.

16. Laboratory instructors send comment cards to students when appropriate.

17. Laboratory instructors hold scheduled office hours and/or open lab time and schedule student meetings 

on an as-needed basis.
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18. Laboratory instructors grade assignments and compile student final lab grades. In some cases, this is a 

grade summary provided to the lab instructor responsible for the course who compiles all grades and 

forwards them to the faculty member teaching the associated lecture course at the end of each semester. 

In other cases, laboratory instructors communicate grades directly to faculty throughout the semester. 

Still others meet with faculty at the end of the semester to review grades. This process is unique to each 

course taught.

19. Laboratory instructors keep laboratory spaces in good order, supplies stocked, and support department 

use of equipment.

20. Laboratory instructors participate in department/program meetings and are involved in department/

program activities as appropriate.

21. Laboratory instructors communicate with faculty members about student performance in lab, as 

warranted. This often includes participation in the Comment Card process.

22. Laboratory instructors write student recommendations.

23. Laboratory instructors are held to the same level of privacy and confidentiality as faculty.

24. Laboratory instructors maintain current training as required by federal and state agencies.
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emPLoyee benefIts and suPPort

Bowdoin College’s Human Resources Staff provide a knowledgeable resource for you and every member of 

our faculty and staff. They are committed to providing you with the services and support you need to thrive 

in your career. Whether administering policies, solving problems, or rolling out new benefit plans, Human 

Resources works thoughtfully, respectfully, and with confidentiality and care.

new employee orientations
Orientation sessions for new employees are held at least once a month and new faculty orientations are 

scheduled at the beginning of each semester. Human Resources staff introduce you to important safety, 

security, and facility information as well as many campus policies and procedures and the Employee 

Handbook. You will receive an invitation to attend orientation. Attendance is mandatory, but if you have 

a scheduling conflict, you can attend a later session. As part of your orientation to the campus, you are 

encouraged you to attend one of the Admissions walking tours of the campus offered several times daily.

For further information on Human Resources, go to: https://www.bowdoin.edu/hr/index.html



Bowdoin College  9

Laboratory Instructor annuaL ProfessIonaL revIew Process 
aPendIx a.1

July 1, 2019

Laboratory instructors undergo an annual review. All reviews are performed on a calendar year basis; for 2019, 

for example, the annual review includes input and feedback on the Spring 2019 and Fall 2019 semesters.

1. may 1: The Office of the Dean for Academic Affairs initiates the review process by disseminating Faculty 

Forms to appropriate faculty (i.e., those faculty teaching with laboratory instructors) and Laboratory 

Instructor Forms to appropriate laboratory instructors for the spring course review process.

 June 7: Completed forms for spring are due to the dean’s office, where they will be compiled and 

returned to laboratory instructors and department chairs/program directors for review.

2. december 3: The dean’s office disseminates Faculty Forms to appropriate faculty and Laboratory 

Instructor Forms to appropriate laboratory instructors for the fall course review process.

3. January 21: Completed forms for fall are due to the dean’s office. By this date, laboratory instructors also 

submit a copy of their Professional Activities Form and current c.v. to the dean’s office. All documents are 

compiled and organized for each laboratory instructor and sent to the appropriate chair/director and 

laboratory instructor for review.

4. January 22 – february 22: The chair/director reviews the materials for each laboratory instructor along 

with the Bowdoin Course Questionnaires from the previous two semesters. The department chair/

program director may contribute to the review materials a written summary assessment of the laboratory 

instructor’s performance during the period under review. The chair/director’s written summary 

assessment will be shared with the laboratory instructor at this time. The chair/director and laboratory 

instructor will meet to discuss review materials at either’s discretion.

5. march 8: An e-mail from the chair/director confirming the names of the laboratory instructors who have 

completed the annual review process is sent to the dean’s office by this date. If the chair/director prepares 

a written summary assessment of the laboratory instructor’s performance, this document is submitted to 

the dean’s office as well.

6. march 29: Lab instructors have the opportunity to write a letter of response, to be submitted to the Office 

of the Dean for Academic Affairs (a copy will be shared with the chair/director) no later than March 29.
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Laboratory Instructor ProfessIonaL revIew  
aPPendIx a.2

Laboratory Instructor form

Your Name: 

Faculty Member(s) with whom you taught: 

Course:

Semester:

Please answer the following questions (offering specific examples when possible):

1. What is your assessment of the quality of instruction you offered this semester?

2. What unusual circumstances, if any, might have influenced the quality of your work or students’ learning 
experiences (e.g., unusually high enrollments, significant redesign of the course/lab, etc.)?

3. What suggestions do you have for improving collaborative interactions between you and the professor?

4. Do you have any additional comments?
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Laboratory Instructor ProfessIonaL revIew 
aPPendIx a.3

faculty form

Your Name:

Laboratory Instructor with whom you taught: 

Course:

Semester:

Please answer the following questions (offering specific examples when possible):

1. What was your level of involvement in this course’s lab?

2. What is your assessment of the quality of instruction offered by the laboratory instructor?

3. Did the laboratory instructor return graded work in a timely manner?

4. What unusual circumstances, if any, might have influenced the quality of the laboratory instructor’s work or 
students’ learning experiences (e.g., unusually high enrollments, significant redesign of the course/lab, etc.)?

5. What suggestions do you have for improving collaborative interactions between you and the laboratory 
instructor?

6. Do you have any additional comments?
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Laboratory Instructor—bowdoIn course QuestIonnaIre 
aPPendIx b

Bowdoin places great emphasis on teaching excellence and values student feedback on all courses. We view 

this process as an opportunity for you to reflect not only on the laboratory instructor’s teaching and your 

learning, but also on your role in advancing your learning.

Please keep in mind that you are completing this questionnaire in relation to laboratory instruction (your 

faculty member[s] will ask you to complete a second, different questionnaire relating to their instruction).

Your responses are completely confidential and will be available to the instructor only after final grades have 

been submitted to the Registrar.

Please click “NEXT” to begin your Laboratory Instructor-Bowdoin Course Questionnaire (LI- BCQ). If you are 

unable to complete the questionnaire in one session, make sure to save your work by clicking the “SAVE” 

button so you can return through Blackboard and complete your LI- BCQ at another time.

Please note that your LI-BCQ is not complete until you have clicked the “SUBMIT” button. If you have 

questions, please contact Jennifer Snow (jsnow@bowdoin.edu, x. 3707).

Thank you.
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1. student seLf-refLectIon

Please rate the level of effort you put into your 
learning in this laboratory section.

m 5  Very high
m 4
m 3
m 2
m 1  Very low

1) Please comment on your level of effort (including 
accessing resources the laboratory instructor 
provided such as laboratory manual, Blackboard 
materials, etc.).

2) What motivated you to take the course affiliated 
with this laboratory section (to fulfill major, 
minor, distribution requirement, or time slot; 
because of your interest in the topic; because 
of your previous experience with courses in the 
department)?

2. Laboratory InstructIon

Please keep in mind that you are completing this 
questionnaire in relation to laboratory instruction 
(your faculty member[s] will ask you to complete 
a second, different questionnaire relating to their 
instruction).

a. teaching effectiveness

The laboratory instructor was prepared for class. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory instructor was able to communicate 
ideas, theories, skills, and/or concepts effectively, 
which facilitated my learning.

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory instructor encouraged critical and 
independent thinking. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

Please comment on the teaching effectiveness of the 
laboratory instructor.

Revised 2/1/2018 

Laboratory Instructor—bowdoIn course QuestIonnaIre 
aPPendIx b
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b. communication

During scheduled lab time, the laboratory instructor 
was available and helpful. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory instructor’s oral feedback during lab 
time was helpful to me. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

Did you communicate with the laboratory instructor 
outside of lab time about your learning? (Scheduled 
office hours/meetings by appointment/email/other)

m	Yes
m	No

If yes, these communications were helpful to my 
learning. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

Please comment on the laboratory instructor’s 
availability, helpfulness, and communication.

Revised 2/1/2018

c. assignments

The laboratory’s assignments contributed to my 
learning. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory instructor’s feedback on assignments 
was helpful to me. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory instructor returned assignments with 
enough time to benefit my learning. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

d. evaluation

The laboratory instructor’s standards for evaluation 
were clearly communicated (verbally and/or through 
the use of rubrics, and/or on the syllabus, etc.)?

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

Please comment on assignments and evaluation.

Laboratory Instructor—bowdoIn course QuestIonnaIre 
aPPendIx b
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3. Laboratory content

I found the laboratory content intellectually 
challenging. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory content fostered my intellectual 
growth. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

The laboratory learning goals/objectives were clear. 

m 5  Strongly agree
m 4
m 3
m 2
m 1  Strongly disagree

Thinking about the answers you provided above, 
and other factors, what is your overall assessment of 
the laboratory content?

m 5  Excellent
m 4
m 3
m 2
m 1  Poor

Please comment on your overall assessment of the 
laboratory content.

e. overall assessment of the instruction

Overall, how would you rate the quality of the 
laboratory instruction in this course? 

m 5  Excellent
m 4
m 3
m 2
m 1  Poor

Please comment on your overall assessment.

4. recaP

What worked best about the laboratory?

Were there particular modules or labs that you 
found more or less informative and engaging?

What suggestions, if any, would you offer?

Revised 2/1/2018

Laboratory Instructor—bowdoIn course QuestIonnaIre 
aPPendIx b
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ProfessIonaL actIvItIes form for Laboratory Instructors 2019 
aPPendIx c

Please return completed form and c.v. to the Office of the Dean for Academic Affairs by January 21, 2020.

Name:         Date:

Department(s):

I. teaching 
a. Labs 

Please list the labs you directed this year (spring and fall semesters 2019).

Please return completed form and CV to the Office of the Dean for Academic Affairs (cjaquesb@bowdoin.edu)

* Please indicate the number of hours per week for each lab. If the lab was jointly taught, note other instructor(s).

b. additional time with students 
Please describe time outside of the lab spent with students enrolled in your laboratory course.

c. Laboratory-related curriculum development 
Please describe any lab-related curricular development you pursued this year.

d. teaching assistant supervision 
Please describe any responsibilities you may have for supervising student teaching assistants.

 Semester Course Lab section Enrollment Remarks*
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II. student support

Please list the work you conducted in support of students outside of formal laboratory instruction. Examples 
include but are not limited to: informal advising, writing letters of recommendation, contributing to 
independent studies and honors projects, and student club advising.

III. service to department/Program
With the understanding that opportunities for service vary across departments/programs (as well as 

within depending on chairs/directors), please list all activities conducted in service to your department(s)/

program(s). Examples include but are not limited to: meeting with/interviewing job candidates, mentoring 

newly-hired lab instructors, maintaining equipment, ordering supplies, and supervising student employees.

Iv. Professional development
Please list participation in all professional development activities. Examples include but are not limited to: 

Center for Learning and Teaching programs, on-line training activities, off-campus research collaborations, 

professional association meetings, workshops sponsored by non-Bowdoin affiliated organizations, and guest 

speaker events.

v. collaboration
Please list activities of a collaborative nature in which you have participated with departments, programs, and 

offices other than your own. Examples include but are not limited to: service trips with the McKeen Center 

and workshops with the Student Fellowships Office.

Please return completed form and CV to the Office of the Dean for Academic Affairs (cjaquesb@bowdoin.edu)

ProfessIonaL actIvItIes form for Laboratory Instructors 2019 
aPPendIx c
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vI. diversity and Inclusion
Please describe how your work, including teaching and mentorship, may support Bowdoin’s commitment to 

diversity and inclusion.

vII. other activities
Please list participation in other work-related activities not identified above. Examples include but are not 

limited to: service on college-wide working groups and writing for professional publication.

vII. the future
1) What specific needs currently exist in order to improve your teaching over the next year? 

2) What longer-term needs exist for laboratory instruction at Bowdoin?

3) What professional goals would you like to achieve in the coming year?

Please return completed form and CV to the Office of the Dean for Academic Affairs (cjaquesb@bowdoin.edu)

ProfessIonaL actIvItIes form for Laboratory Instructors 2019 
aPPendIx c


