YALOVA UNIVERSITY SCHOOL OF FOREIGN LANGUAGES PROFESSIONAL DEVELOPMENT UNIT QUALITY ASSURANCE POLICY

Academic Framework: 2026-2027 Academic Year – Fall & Spring Semester 
Purpose: The purpose of this policy is to establish a systematic, sustainable, reflective, collaborative, and development-oriented framework for the professional development of instructors at Yalova University School of Foreign Languages (YUSFL).
The Professional Development Unit (PDU) supports the continuous development of instructors' pedagogical knowledge, teaching skills, methodological competence, reflective practice, and professional learning.
This purpose is consistent with the official responsibilities of the PDU, which identify the continuous development of instructors' pedagogical knowledge, skills, and methodological competence, the enhancement of quality in language teaching, support for consistency in teaching processes, and instructors' individual and academic development as institutional priorities.
Accordingly, this policy aims to:
•	establish common principles for professional development at YUSFL;
•	identify professional development needs systematically;
•	support instructor agency in selecting meaningful professional development priorities;
•	connect professional learning with classroom practice;
•	establish a structured SMART Goal-based professional development process;
•	provide a developmental framework for classroom observation and reflection;
•	promote reflective and collaborative professional learning;
•	support peer learning and sharing of professional practice;
•	inform institution-wide professional development planning;
•	establish principles for confidentiality, access, and use of PD documentation;
•	support systematic monitoring and review of PD provision; and
•	contribute to the continuous improvement and institutional quality processes of the School.

Scope: This policy applies to professional development processes coordinated by the Professional Development Unit for instructors at Yalova University School of Foreign Languages.
It covers:
•	Professional Development Needs Analysis;
•	Individual Professional Development Profiles;
•	Development Goal selection;
•	SMART Goal setting;
•	professional learning activities;
•	developmental classroom observation;
•	peer observation;
•	pre-observation preparation;
•	post-observation professional dialogue;
•	self-reflection;
•	collaborative professional learning;
•	Sharing Good Practices;
•	professional development resources;
•	external professional development opportunities;
•	confidentiality, access, and use of PD data;
•	documentation and record keeping;
•	institution-wide professional development;
•	monitoring and evaluation of PD provision;
•	Annual PD Feedback and Reflection;
•	annual reporting; and
•	future PD planning.
The PDU also organises orientation and in-service professional development activities for newly appointed instructors in accordance with its official responsibilities.

Professional Development Unit (PDU)
Institutional and Regulatory Basis: The Professional Development Unit operates within the institutional structure of Yalova University School of Foreign Languages.
The official PDU duty description assigns the Unit responsibility for identifying short-, medium-, and long-term professional development needs; organising development activities appropriate to instructors' needs; providing professional learning related to current language-teaching methods, assessment approaches, and digital tools; maintaining records; coordinating structured peer observations and developmental classroom visits; providing feedback based on evidence obtained through these processes; and supporting reflective teaching practices.
The official duty description of the PDU Coordinator assigns responsibility for planning, implementing, monitoring, and evaluating professional development activities systematically and sustainably in alignment with institutional strategic goals.
The Unit operates with reference to:
•	Law No. 2547 on Higher Education;
•	Regulation on Higher Education Quality Assurance and the Higher Education Quality Council;
•	relevant regulations and directives of Yalova University.

Definition of Professional Development: At YUSFL, professional development is understood as a continuous, evidence-informed, reflective, collaborative, and context-sensitive process through which instructors identify professional learning priorities, establish meaningful goals, engage in relevant professional learning, experiment with classroom practices, examine evidence from their teaching, learn through observing others, and reflect on their professional learning.
Professional development is therefore broader than participation in workshops, seminars, conferences, or webinars. It may include: individual reflection; SMART Goal-based professional inquiry; professional reading and resource use; developmental classroom observation; observing colleagues as a Peer Observer; post-observation professional dialogue; self-reflection; workshops, seminars, and webinars; collaborative professional learning; sharing good practices; external training and conferences; and other reflective teaching activities.
Guiding Principles of Professional Development Unit:
1. Developmental and Non-Evaluative Orientation : Professional development at YUSFL is designed to support professional learning, experimentation, reflection, and growth. Individual PD processes and developmental observations are non-evaluative in purpose. They are not intended to rank instructors or produce an overall performance score. Developmental observation focuses on the instructor's selected Development Goal and SMART Goal rather than attempting to make a comprehensive judgement about overall teaching performance.
2. Instructor Agency: Instructors are active participants in identifying and shaping their own professional development. Needs Analysis findings and Individual Professional Development Profiles provide evidence to support professional decision-making; however, an instructor's professional development priority is not determined solely by numerical self-assessment results. Development Goals suggested by the PDU are recommendations rather than mandatory assignments. The instructor selects the professional development focus in consideration of their learners, courses, teaching context, professional interests, and available evidence. 
3. Evidence-Informed Professional Development: Professional development decisions may be informed by instructor self-assessment, instructor-selected priorities, classroom evidence, learner responses, reflective notes, professional dialogue, peer observation experiences, aggregated institutional Needs Analysis findings, and feedback from PD activities. The YUSFL approach is therefore characterised as evidence-informed, instructor-selected professional development. 
4. Reflective Practice: Reflection is an integral component of professional learning. The PDU supports instructors in reviewing classroom practices, recognising effective practices, identifying areas for further professional exploration, and determining possible future professional actions.
5. Collaboration and Opennes: Professional learning is strengthened through professional dialogue, peer learning, collaboration, exchange of experience, and openness to feedback.
6. Context Sensitivity: Professional development goals and activities should be meaningful and achievable within instructors' actual teaching contexts, including their learners, courses, responsibilities, available resources, and institutional environment.
7. Learner-Centeredness: Professional development should ultimately contribute to teaching and learning environments that support meaningful learner engagement, participation, interaction, learning, and increasing independence.
8. Ethical Professional Practice: Professional development processes shall be conducted with professional respect, fairness, responsibility, confidentiality, and sensitivity to instructors and learners.
Roles and Responsibilities:

Unit Responsibilities:
•	identifies professional development needs;
•	plans relevant professional development activities;
•	supports individual and collaborative professional learning;
•	organises orientation and in-service training where relevant;
•	provides or facilitates professional development resources;
•	coordinates structured peer observations and developmental classroom visits;
•	supports reflective teaching practices;
•	facilitates professional feedback;
•	informs instructors about relevant external PD opportunities;
•	supports institutional dissemination of professional learning;
•	collects feedback on PD activities;
•	maintains appropriate PD records; and
•	contributes to institutional quality processes through PD monitoring and reporting.
Coordinator: 
•	represents the Unit in relevant academic and administrative meetings;
•	holds regular meetings with PDU Members;
•	coordinates planning and implementation of PD activities;
•	records and reports relevant meeting outcomes;
•	collaborates with other academic units;
•	coordinates invitations for guest speakers, trainers, and consultants;
•	prepares and monitors relevant PD plans;
•	prepares activity reports;
•	monitors the effectiveness of PD provision;
•	supports restructuring of PD activities according to identified needs;
•	contributes to the institutional quality cycle; and
•	controls access to the institutional repository containing individual PD documentation.




Professional Development Framework (PDF)

The YUSFL Professional Development Framework consists of six Professional Development Domains and 29 Development Goals. The framework provides the common structure for Needs Analysis, individual professional development planning, SMART Goal setting, developmental classroom observation, reflection, collaborative learning, and institution-wide PD planning.


	DOMAIN
	FOCUS AREA
	GOAL

	





1. Teaching & Supporting 
Learning
	




Teaching strategies, instructions, scaffolding, and responsiveness to learning.
	1.1 Select and use teaching techniques appropriate to the learning objective and task.
1.2 Vary teaching techniques to maintain learner engagement and respond to different learning needs.
1.3 Give clear, concise, and appropriately staged instructions.
1.4 Use effective scaffolding to support learners during challenging tasks.
1.5 Check students' understanding before and during tasks.

	




2. Assessment for Learning & Feedback
	



Formative assessment, monitoring, feedback, self- and peer-assessment.
	2.1 Use formative assessment techniques to check learning during the lesson.
2.2 Monitor learners systematically during classroom activities.
2.3 Provide specific and constructive feedback that supports improvement.
2.4 Create meaningful opportunities for peer feedback.
2.5 Create opportunities for self-assessment and reflection on learning.

	



3. Language, Communication & Culture
	



Target language use, meaningful communication, authentic language use, and intercultural awareness.
	3.1 Model accurate, clear, and level-appropriate use of the target language.
3.2 Use authentic or realistic contexts to make language use meaningful.
3.3 Encourage learners to extend, explain, and justify their responses.
3.4 Encourage spontaneous learner-to-learner communication in the target language.
3.5 Integrate intercultural perspectives when relevant to the lesson content.

	




4. Learner Autonomy & Learning Strategies
	




Learning strategies, learner responsibility, self-regulation, and independent learning.
	4.1 Explicitly teach and model effective language-learning strategies.
4.2 Encourage learners to select appropriate strategies for different learning tasks.
4.3 Encourage learners to identify and correct their own errors before providing teacher correction.
4.4 Gradually reduce teacher support as learners become more capable of completing tasks independently.

	





5. Digital Technology for Learning
	





Purposeful technology use, learner engagement, interaction, practice, and feedback.
	5.1 Select and use digital tools based on a clear pedagogical purpose.
5.2 Use digital tools to increase active learner participation and engagement.
5.3 Use digital tools to facilitate meaningful learner interaction and collaboration.
5.4 Use digital tools to support practice and provide evidence of learning.
5.5 Use digital tools to support timely and meaningful feedback.

	




6. Learning Environment & Interaction
	




Classroom climate, learner participation, inclusivity, and interaction.
	6.1 Create a supportive classroom environment in which learners feel comfortable participating and making mistakes.
6.2 Maintain an appropriate balance between teacher talk and learner talk.
6.3 Promote equitable participation across the class.
6.4 Use strategies to involve quieter or less confident learners.
6.5 Allow sufficient wait time for learners to formulate responses.



References : The YUSFL Professional Development Framework has been developed with reference to established international frameworks relating to language teacher professional development and educators' digital competence.
•	Cambridge English Teaching Framework;
•	British Council Continuing Professional Development (CPD) Framework for Teachers;
•	European Profiling Grid (EPG);
•	European Framework for the Digital Competence of Educators (DigCompEdu).
These frameworks serve as professional reference points and inform the conceptual orientation of the YUSFL framework in relevant areas of professional practice. The YUSFL Professional Development Framework is, however, an institution-specific professional development framework, designed in response to the teaching context, professional development needs, and institutional priorities of Yalova University School of Foreign Languages.
Reference to these external frameworks does not imply that the YUSFL framework is a direct reproduction of, formally validated by, or officially endorsed by the organisations responsible for those frameworks.The six YUSFL Professional Development Domains and 29 Development Goals constitute the operational professional development framework used by the PDU.
Professional Development Needs Analysis: The PDU conducts a structured Professional Development Needs Analysis to support both individual professional reflection and institution-wide PD planning. The Needs Analysis is organised around the YUSFL Professional Development Framework.
It functions primarily as a self-assessment and professional reflection instrument and shall not be interpreted as a measure of overall teaching performance or competence. The process enables instructors to reflect on current teaching practices; recognise areas in which they feel confident; identify areas they would like to explore or develop further; indicate their professional development priorities; and contribute to institution-wide PD planning.
The PDU may analyse Needs Analysis findings in aggregated form to identify recurring professional learning themes and inform annual PD provision.
Individual Professional Development Profile : Following the Needs Analysis, an Individual Professional Development Profile is prepared to support each instructor's reflection and professional decision-making. The suggested Development Goal in the profile is a developmental recommendation rather than a mandatory assignment. Similarly, sample SMART Goals in the forms are intended to provide guidance and are not expected to be adopted automatically. The instructor formulates their individual SMART Goal according to their selected professional priority and teaching context.
SMART Goal Setting:  Individual professional development is organised around SMART Goals.
Specific: clearly identify the professional practice to be explored or developed.
Measurable: identify appropriate evidence through which implementation/progress can be examined
Achievable: be realistic within the instructor's teaching context, workload, and available resources.
Relevant: relate meaningfully to the instructor's professional development priority.
Time-bound: identify a defined period for professional learning, implementation, and reflection.

Observations

Developmental Classroom Observation: Developmental classroom observation is an integral component of the YUSFL professional development system. Classroom observation within the PDU process is developmental and non-evaluative in purpose. Its primary function is to provide focused classroom evidence supporting reflection and professional learning in relation to the instructor's selected Development Goal and SMART Goal. Each instructor participates in two developmental classroom observation cycles per academic year: one in each semester. An instructor is therefore not required to be observed in every quarter. The PDU coordinates observation schedules in consideration of the academic calendar and operational requirements of the School.
	Each developmental classroom observation is conducted simultaneously by two observers: one Peer Observer and one PDU Member. Both observers attend the same lesson at the same time and observe the same instructor-selected Development Goal and SMART Goal. The presence of two observers constitutes one developmental observation event rather than two separate observations. The dual-observer model provides two professional perspectives on the same classroom event while maintaining the developmental and non-evaluative nature of the process.

Observation Cycle :
1. Pre-observation : Before observation, the developmental focus is clarified in relation to:
•	the selected Development Goal;
•	the individual SMART Goal;
•	the classroom and learner context;
•	the planned lesson or activity;
•	the intended classroom practice; and
•	the specific observation focus.
Both the Peer Observer and the PDU Member are informed of the agreed developmental focus. The relevant goal-specific Pre-Observation Form is used where applicable. Then, both observers use the same goal-specific Classroom Observation Form corresponding to the instructor's selected Development Goal. The Peer Observer and PDU Member complete their forms independently, based on evidence observed during the same lesson.
Both observers therefore work from the same Development Goal, SMART Goal, classroom context, lesson, observation focus, and goal-specific observation instrument. However, each observer records their own classroom evidence rather than producing a single jointly completed observation form. The resulting forms constitute two independent evidence records from one developmental observation event. They shall not be combined to generate a performance score.
2. Classroom Observation : During the lesson, both observers independently collect descriptive evidence directly relevant to the agreed developmental focus.
•	instructor actions;
•	learner actions and responses;
•	learner participation;
•	interaction;
•	task implementation; and
•	other observable classroom events relevant to the selected Development Goal.
* Observation records should prioritise description over judgement.
3. Post-Observation Professional Dialogue: Following the observation, evidence from both observers informs the post-observation professional dialogue. The purpose of bringing together two professional perspectives is to support the instructor's reflection rather than determine which observer's interpretation is correct or generate a combined judgement.
NOTICE – What was observed?
MAINTAIN – What appears useful and worth maintaining?
EXPLORE – What could be explored further?
ACT – What might be tried next?
Differences between the evidence recorded by the Peer Observer and PDU Member may provide additional opportunities for professional reflection and discussion.
4. Self-Reflection: Following the post-observation professional dialogue, the instructor completes the relevant Self-Reflection Form. It is mainly about what occurred; what was learned; how learners responded; what appeared to support the selected goal; what should be maintained; what might be adapted; what could be explored further; and possible subsequent professional actions.
Peer Observation as Professional Learning: Peer observation is regarded as a two-way professional learning process. Its developmental value is not limited to the instructor whose lesson is being observed. Acting as a Peer Observer provides an opportunity for instructors to learn through observing another classroom and reflecting on their own practice. The Peer Observer may, for example: encounter different teaching practices; observe alternative approaches to familiar classroom situations; notice learner responses from an observer perspective; identify ideas potentially transferable to their own context; reconsider aspects of their own classroom practice; develop greater awareness of a Development Goal; and learn through professional dialogue with the observed instructor and PDU Member. The purpose of this learning is not to evaluate the colleague being observed, but to support the Peer Observer's own professional reflection and learning. 
Institutuion-Wide Professional Development
The PDU uses relevant aggregated evidence, instructor feedback, institutional priorities, and emerging developments in language education to inform institution-wide professional development. These include workshops, seminars, webinars, invited-speaker sessions, practical training; Sharing Good Practices, and other relevant professional learning opportunities. The specific themes, frequency, and timing of such activities are determined through the Annual Professional Development Plan, rather than permanently prescribed by this policy.
Sharing Good Practices: The PDU facilitates opportunities for Sharing Good Practices as part of collaborative professional learning. Instructors who identify particular practices as areas of confidence or who wish to share relevant classroom experience may be invited to contribute voluntarily. Needs Analysis findings may help identify potential areas and voluntary contributors for professional sharing; however, such information shall not be used to establish rankings or institutional labels of teaching expertise. Possible events consist of:
•	short presentations;
•	classroom examples;
•	demonstrations;
•	teaching materials;
•	practical teaching tips;
•	peer discussions; and
•	mini-workshops.
External Professional Development: The PDU supports awareness of relevant external professional development opportunities, including national and international conferences, symposia, professional workshops, webinars, training programmes, guest trainers and consultants, and relevant professional organisations and networks. Where appropriate, instructors may be encouraged to share relevant learning from external PD with colleagues.

Confidentiality, Access and Data Use
Professional development at YUSFL is based on trust, professional reflection, and developmental support. Individual professional development documentation shall therefore be handled with appropriate confidentiality and used primarily for professional development purposes.
Collection of Individual PD Documentation: Individual professional development forms and records generated through the PDU process may be collected only by members of the Professional Development Unit. Such documentation may include Professional Development Needs Analysis records, Individual Professional Development Profiles, individual SMART Goals, Pre-Observation Forms, Classroom Observation Forms, Post-Observation Forms, Self-Reflection Forms, and other individual reflective or goal-related documentation generated through the PD process. Observation forms completed by Peer Observers shall be submitted to the designated PDU Member following the observation. Peer Observers shall not independently archive, upload, or maintain institutional copies of individual observation documentation.
Storage and Access: Individual professional development documentation collected by the PDU shall be stored in the designated institutional digital storage environment (institutional Drive). Access to the institutional repository containing individual professional development documentation shall be restricted to the PDU Coordinator. Other PDU Members may collect documentation as part of their assigned responsibilities but shall not have general access to the institutional repository containing individual PD records.
Use of Individual PD Data: Individual PD data shall be used primarily to support the instructor's professional development, facilitate SMART Goal development and follow-up, support developmental observation and reflection, identify relevant professional learning opportunities, and enable coordination of the professional development process. Within the PDU professional development process, individual PD records shall not be used to rank instructors or generate comparative performance scores.
Aggregated and Anonymised Institutional Use: Information obtained through professional development processes may be used for institution-wide professional development planning, review of PD provision, quality improvement, and reporting. Where individual identification is not necessary, information shall be reported in aggregated and/or anonymised form.
Sharing Individual PD Evidence: An instructor's SMART Goal, observation evidence, self-reflection, or other individual PD documentation shall not be used in workshops, presentations, Sharing Good Practices activities, peer-development activities, or similar professional learning events without the instructor's knowledge and consent. Voluntary professional sharing remains distinct from access to confidential individual PD documentation.
Responsibility for Confidentiality: All PDU Members involved in collecting or handling professional development documentation are responsible for respecting the confidentiality and developmental purpose of the process. The PDU Coordinator is responsible for controlling access to the institutional repository containing individual PD documentation and ensuring that individual data are handled in accordance with this policy.

Annual PD Feedback and Reflection
At the end of each academic year, normally in June, the PDU conducts an Annual PD Feedback and Reflection process. Its purpose is to review instructors' professional learning experiences, evaluate the operation of the PD and observation processes, identify areas worth maintaining or improving, and inform future PD planning. It is not an end-of-year evaluation of individual teaching performance.
Annual PD Feedback Survey: Before the year-end feedback session, the PDU conducts an Annual PD Feedback Survey. The survey is designed to collect structured feedback on instructors' professional learning experiences and the operation of the PD system. Where appropriate, feedback on the overall PD system may be collected anonymously to encourage open and constructive responses. Findings used for institutional discussion and reporting shall be presented in aggregated and/or anonymised form.
Annual PD Feedback and Reflection Session: Following the collection of year-end feedback, the PDU conducts an Annual PD Feedback and Reflection Session with all the instructors individually in June. In this session, the instructor and the PD coordinator:
•	reflect on the year's professional development experience of the instructor;
•	discuss the developmental observation process;
•	consider learning arising from both being observed and observing colleagues;
•	identify aspects of the PD system worth maintaining;
•	identify aspects that could be improved;
•	discuss emerging professional learning needs; and
•	contribute ideas for the following academic year's PD provision.
The session focuses on professional-learning and system-level themes. Individual instructors' confidential Needs Analysis results, SMART Goals, observation records, or self-reflections shall not be disclosed during the session without their knowledge and consent.
Annual Professional Development Planning: The Annual Professional Development Plan establishes the specific professional development priorities and activities for a particular academic year. Annual professional development planning is informed by relevant evidence, including Professional Development Needs, Aggregated Needs Analysis Findings, Instructor Feedback, Annual PD Feedback Survey and Reflection Session, Evaluation of Previous PD Activities, Institutional Priorities, and Emerging Developments in Language Education.
Annual PD Report and Institutional Review: At the end of the academic year, the PDU reviews relevant aggregated evidence from the professional development process and the PDU coordinator writes the Annual PD Report.The review informs the Annual PD Report and recommendations for the following academic year's professional development provision.

Annual Professional Development Structure:

	Period
	Main PD Process

	Beginning of Academic Year
	Needs Analysis and Individual Professional Development Profile

	Semester 1 – Quarter 1 or 2
	SMART Goal Cycle + First Developmental Observation

	Semester 2 – Quarter 3 or 4
	SMART Goal Cycle + Second Developmental Observation

	Throughout the Year
	Professional learning, peer learning, workshops, resources, collaboration and Sharing Good Practices

	June
	Annual PD Feedback Survey

	June
	Annual PD Feedback and Reflection Session

	End of Academic Year
	Annual PD Review and Annual PD Report

	Following Planning Cycle
	Priorities for the next Annual Professional Development Plan




Professional Development Quality Cyle: 
NEEDS ANALYSIS
↓
INDIVIDUAL PROFESSIONAL DEVELOPMENT PROFILE
↓
INSTRUCTOR-SELECTED DEVELOPMENT PRIORITY
↓
DEVELOPMENT GOAL / SMART GOAL
↓
PROFESSIONAL LEARNING & CLASSROOM IMPLEMENTATION
↓
DEVELOPMENTAL OBSERVATION
↓
POST-OBSERVATION PROFESSIONAL DIALOGUE
↓
SELF-REFLECTION & FURTHER PROFESSIONAL ACTION
↓
SECOND SEMESTER DEVELOPMENT CYCLE
↓
ANNUAL PD FEEDBACK SURVEY
↓
ANNUAL PD FEEDBACK & REFLECTION SESSION
↓
ANNUAL PD REVIEW & REPORT
↓
FUTURE PD PLANNING
↓
NEXT NEEDS ANALYSIS CYCLE

Policy Review: This policy shall be reviewed periodically by the Professional Development Unit in response to:
•	experience gained through implementation;
•	instructor feedback;
•	Annual PD Feedback findings;
•	changing institutional needs;
•	revisions to the YUSFL Professional Development Framework;
•	relevant institutional or regulatory developments; and
•	developments in language teaching and professional learning.
Substantial revisions shall be documented and submitted through the appropriate institutional procedures.
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Professional Development Process Flowchart
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