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Formal Observation Procedures
(adapted from Danielson’s Handbook for Professional Practice)

Step 1. Conduct a planning conference using the lesson plan and questions in Form B.  
Teacher:  
· Sends completed Form B to evaluator 24 hours prior to conference.  
· Should bring any written materials/handouts/directions that students will be using.
Evaluator:
· Conducts conference, asking for clarification/elaboration on lesson plan as appropriate.
· Works with teacher to decide on samples of student work to be collected from the lesson, 
	representing a range of abilities in the class, to discuss at the post-conference.

Step 2. Evaluator:  Observes the lesson, taking notes on appearance of classroom, actions and statements of 	students and teacher.  Writes only evidence, not opinions or interpretations.

Step 3. Evaluator:  Gives a copy of the notes to the teacher for any additions within three (3) working days.

Step 4. Evaluator:  Labels notes, indicating the component(s) represented by each item.

Step 5. Evaluator:  Looks at each component in Domain 1 (from planning conference), 2, and 3 on the
 observation rubric, and indicates a few pieces of evidence from the lesson for each one, as 
appropriate.  (If none, leave it blank.)

Step 6. Teacher:  Reflects on the lesson, considering questions on Classroom Observation—Post-Observation
 Reflection (Form D).  Completes a self-assessment of the lesson, highlighting on the observation rubric 
(Form E) the perceived level of performance for each component, with evidence for the choice.  Sends 
to evaluator prior to the post-observation conference.

Step 7. Teacher and Evaluator:  
· Within three (3) school days of the evaluator’s receipt of Form E, evaluator conducts a post-observation reflection conference using the questions on Form D.
· Teacher and evaluator discuss the levels of performance each assigned, paying particular attention to those on which there is disagreement.
· Evaluator and teacher decide on next steps.  
· Teacher and evaluator sign the document, indicating that the conversation regarding the observation has been conducted (does not necessarily indicate agreement).
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