Faculty Bulletin #__: Observations

Dear Colleagues:

             
Professional growth and the responsibility for developing the instructional staff rest with the assistant principals. Close involvement by the assistant principals in the process of improving instruction is one of the major elements of an effective school.

This year, I would like you to observe the following teachers:

List Teachers .... 

Observing the lesson

             The quality and quantity of classroom observations are among the most important supervisory behaviors for promoting school-based staff development among teachers. Yet it may be the least practiced behavior.  
I know you have too much paperwork, too many meetings, and not enough time, but visiting and evaluating teachers must take priority on your to-do list. 

            Observations may be formal or informal, full period or shorter, and focused on the teacher’s instructional skill. No matter how long or for what purpose, the primary aim of observations is to improve the teaching/learning situation. 

Preparation for observation

Teachers are more likely to accept the program for observation that they have helped to plan.

·   The teacher should know the supervisor’s objectives in making the observation, and the supervisor should know what the teacher is planning to do (pre‑observation conference)

· The lesson should be planned with the teacher before the observation. Any of the following may be discussed: aim, motivation, experiences, materials of instruction, standards, outcomes, summary, and evaluation. This provides the teacher with a sense of security and helps them anticipate potential difficulties.

· The teacher should orient the assistant principal to the classroom situation by providing a summary of what has been taught and what the teacher hopes to develop in the lesson.

· The choice between an announced visit and an unannounced visit should depend on the purpose of the visit. The teacher’s preference should be considered in this matter. However, you, the assistant principal, should decide on the visitation policy.

Questions to ask in evaluating a lesson

· What is the teacher’s aim? To what extent is it worthy? Definite? Specific about this class? Attainable?

· To what extent did the students share in proposing the aim? To what extent do they comprehend and adopt the aim proposed by the teacher?

· What is the appropriateness of the type of recitation and/or activity to achieve the aim?

· How suitable is the plan that the teacher manifests for achieving the desired objectives?

· Is the preparation by the teacher adequate or inadequate? How is preparation or lack of preparation evidenced in the lesson?

· What assignment has been made? To what extent does it conform to the criteria for good assignments? How effective is it, as judged by student responses?

· How are pupils’ prior knowledge or experiences used in the lesson? 

· What is the behavior of the students as shown by good manners and respect for every individual and their contribution?

· How suitable are the materials used in the lessons? How well are they managed and used?

· To what extent has the aim of the lesson been carried through the lesson and achieved?

· What are the outcomes in terms of knowledge, concepts, skills, and attitudes? What evidence is there that the lesson was learned?

· What provisions are made for summaries or “fixing the learning?”
· What provisions are made for individual differences in interest, needs, special aptitudes, and ability?

              Whether you use clinical supervision, a checklist, or an evaluation format of your own making, the critical issue in teacher evaluation is providing teachers with specific, positive, and constructive feedback on their instruction that prompts them to examine their teaching.

              Written feedback alone will not suffice; it should be followed by a dialogue between you and the teacher about teaching and learning. Teacher evaluation enables you to connect what research identifies as effective instruction with what is actually happening in the classroom.

              For instance, if the teacher asks probing questions, gives positive reinforcement to students, is task-oriented, and sets a favorable tone for learning, you should recognize these productive teaching behaviors by reinforcing or clarifying them. If these behaviors are not evident, note their absence and help the teacher understand how to use them to enhance students’ learning.

Sample Observation Checklist:

Was the aim/objective of the lesson -----

1. clear-cut, definite, and expressed?


Yes    No

2. Significant, appropriate?


Yes    No

3. Clearly understood and shared by pupils? 


Yes    No


4. Achieved by most of the pupils?



Yes    No

Was the motivation of the lesson ----

5. Suitable for the lesson? 


Yes    No

6. Related to the pupils’ experience? 


Yes    No

7. Successful in arousing initial interest? 


Yes    No

8. Successful in sustaining interest? 


Yes    No

9. Successful in challenging pupil effort? 


Yes    No

Did the lesson development include ----

10. Brief review of the preceding lesson?



Yes    No

11. Smooth transition to the lesson at hand?


Yes    No

12. Chance for pupils to share in planning?


Yes    No

13. Suitable pace of activities?





Yes    No

14. Suitable duration of activities?





Yes    No

15. Suitable variety of appeals (visual, kinetic, etc.)?
                             Yes    No

16. Suitable variety of activities?





Yes    No

17. Appropriate tie-in with other subjects?


Yes    No

18. Intermediate summary?






Yes    No

19. Appropriate pupil interaction?





Yes    No

20. Appropriate individualization?





Yes    No

21. Use of suitable materials?





Yes    No

22. Final summary of learning?





Yes    No

23. Evaluation by pupils?






Yes    No

24. Introduction of follow‑up assignments?



Yes    No

25. Application of skill and/or concept to the real world? 


Yes    No

Were the teacher’s questions ----

26. Well phrased, to the point, easily understood?


Yes    No

27. Developmental, sequential, cumulative?



Yes    No

28. Thought-provoking (not just factual)?



Yes    No

29. Distributed broadly among pupils?




Yes    No

30. Appropriate to the lesson’s aim?




Yes    No

31. Appropriate to the pupil’s abilities?



Yes    No

Were the pupil’s responses ----
32. Handled skillfully, tied to lesson aim? 

Yes    No

33. Evaluated by class (not solely by teacher)?


Yes    No

34. Accepted only if correct and complete?


Yes    No

35. Accepted only in adequate language?


Yes    No

36. Summarized, when necessary, by the teacher?


Yes    No

Did pupil participation indicate ----


37. Respect for each other’s opinions?



Yes    No


38. Genuine interest in the lesson?



Yes    No


39. Desirable rapport with the teacher?



Yes    No

40. commendable work habits and attitudes? 


Yes    No
41. Efficiency in using supplies and materials? 


Yes    No

42. Comprehension of the lesson structure? 


Yes    No

The post‑observation conference

A conference with the teacher should follow an observation. This gives the teacher:  

· the opportunity for self-evaluation 

· an awareness of the possible need for change 

· Help in clarifying teaching style and procedures.

Some supervisory questions to ask in the post‑observation individual conference are these:

· Was the material pertinent to the needs of the pupils? Were the pupils learning?

· How involved were the pupils? Were there significant lapses during extended intervals of time? Were they concerned, working, thinking, and answering questions during most of the period? Were there effective efforts to design activities that reached all students, including those who are slow, bright, or uninterested?

· Was there an emphasis on humanization and socialization, as well as on recognizing social obligations? Was it nurtured by judicious praise, by consideration? 

· Was the classroom atmosphere one that assured emotional security? Was the teacher alert and sensitive? Did they recognize when pupils were unsure, needed assistance or review, or had a significant contribution to make?

· Were provisions made for suitable applications to previous learning and other areas of study so that the learning will be retained? 

· Was enough time allotted for various types of summaries and reviews?

· Was the teacher organized? Was the lesson planned in a logical, sequential fashion? Was the organization of time good? Was class management good, or did the teacher waste time distributing papers, erasing the board, setting up problems, and the like?

· Did any aspect of the lesson reveal something creative, innovative, or unusual?

· Did the teacher show mastery of the subject matter? Read and speak well? Know enough to provide or suggest incidental enrichment on many planes? Use the amenities favorably as a model for pupils?

             Remember that the prime objective is to cover the major points: it is highly desirable to do so as democratically and cooperatively as possible. No matter what the provocation, keep the discussion on a professional rather than personal level, with emphasis on the needs of the pupils. Indicate that you will visit the class later to see how the suggestions work out. Keep in mind that, ideally, or at least to a considerable extent, the written report should reflect agreements or understandings reached in the post-observation conference.

When you write the observation:

1. Select major strengths and weaknesses and document with one or two illustrations from the lesson. If the lesson is fairly good, mention more strengths than weaknesses, usually not more than two weaknesses. If the lesson is poor, include a few strengths and concentrate on a limited number of gross deficiencies. Combine weaknesses, if possible, to limit the number.

2. Stress the common concern for pupil learning and progress rather than indict the teacher. When a lesson is good, poor, or indifferent, be prepared to discuss both strengths and weaknesses. Have suggestions for capitalizing on and extending strong features in future lessons and activities.

3. Keep a focus on what can be done to help the pupils.

Suggested approach to a written observation

Introduction: This includes post‑observation, pre-objectives agreed on, date, type of lesson, and implied request

1. Give a brief factual description of the lesson, including aim, motivation, developmental procedure, summary, homework, and any major points worth mentioning.

2. Analyze the points to be stressed based on the pre-observation.

3. Mention some of the lesson’s good points.

4. Name the areas that need to be improved. 

5. Prepare a summary statement on a positive note (if possible). Evaluate the lesson.

Observation Example:

· This will summarize our critique of the reading lesson you asked me to observe. 

· In our pre‑observation conference, we agreed that you wished help in (objective)

· The lesson began with you writing the aim, “Can a poet create a point of view?” on the board.

· Now, about the areas you were specifically concerned with: “My ability to motivate an interest in poetry” and “the techniques of teaching poetry,” 

· I found that the children demonstrated great interest, as shown by their eager response to your question. There were always two or more hands up. 

· I would suggest avoiding repeating students’ answers, as this tends to foster the attitude that children need not listen to one another.

· I know you will incorporate the suggestions we agreed on into your future lessons, as you have in the past. 

· This was a satisfactory/unsatisfactory lesson.

Writing a formal observation

             A major objective of the written report is to improve teaching without reducing morale. The purpose of your observation is to improve classroom instruction.

· State the objective or aim. 

· State lesson development and list activities. 

· List materials used and record follow‑up activities. 

· Describe evaluation methods. 

· Include comments (in the order and degree of importance in this situation) that discuss the following:

· Appropriateness of the lesson

· To class

· To the curriculum 

· Development of lessons 

· Motivation

· Sequential development

· Medial summary

· Final summary

· Individualization

· Provision for differences 

· Adaptation of material 

· Classroom environment

· learning centers

· furniture arrangement

· evidence of pupil work

· use of chalkboard

· cleanliness/attractiveness 

· Questioning techniques

· Relationships

· teacher‑pupil

· pupil‑pupil 

· Routines in behavior management

· variety

· multi‑sensory approaches

· ability to perceive and adjust to immediate needs

· teacher manner 

· List recommended improvements as discussed in the post‑observation conference. 

· Indicate whether the lesson was satisfactory or unsatisfactory.

                                                                                               Very truly yours,

