Faculty Bulletin #__: Formal Observation Conference
Dear Colleagues:

            Please see me regarding a pre-observation conference. I want to discuss previous lessons and the continuity of your planning for a formal observation. Some of the areas I evaluate during formal and informal observations include:

· Written lesson plans (recent and previous)

· Aim/Objective(s) clearly expressed, understood, and achieved by students

· Motivation stimulates students’ interest

Lesson Development includes:

· A brief review of the preceding lesson

· Smooth transition to the lesson at hand

· Modeling a strategy, skill, or technique for students

· A logical, organized flow with smooth transitions from one activity to the next

· A suitable pace 

· Classroom management/environment 

· A variety of appeals to suit the needs of all types of learners

· A variety of activities 

· A variety of materials

· Multiple approaches with a blend of whole-class, group, and individual instruction/conferencing

· The lesson adheres to the curriculum map and is consistent with standards

· Scaffolding/support systems 

· Questioning techniques that foster critical thinking skills, especially how and why

· Students’ responses

· Assessment to evaluate objectives

· Summation of learning 

· Teacher/Student Evaluation of the lesson

· Follow-up lessons

                                                                                           Very truly yours,
