

INSTRUCTIONS FOR COMPLETION 
OF THE
CLASSROOM OBSERVATION FORM 

The Classroom Observation instrument will be used for all faculty members. In addition, it will be used to evaluate Department Chairs on their instructional delivery and effectiveness. The form will be completed once every three years as part of the Faculty Evaluation Cycle. 

Each of the five items rated on the instrument corresponds to an item on the Self/Supervisor Evaluation Form, and can be referred to when completing that document. The faculty member and supervisor must agree that a particular course the faculty member is teaching will be the focus of the evaluation. They should then agree on a date when the observation will take place. The observation should not take place when the period is being used to give a major exam. In general, the supervisor should sit in on the class, or the faculty member should arrange to have the class videotaped and the videotape presented to the supervisor. Then the faculty member and supervisor should meet and complete the form together. The faculty member should bring to the meeting any supporting documentation (lesson plans, handouts, etc.) that the supervisor might need in order to complete the evaluation. The supervisor records whether the faculty member is in compliance for each criterion by circling the appropriate response: Yes or No. 
After the evaluation is complete for each item, the supervisor makes any necessary comments that might supplement the evaluation or benefit the faculty member. The faculty member is given up to 48 hours (two working days) to review and comment. Both parties sign the front page in the appropriate signature block, and the original is forwarded to Human Resources. 
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C O N F I D E N T I A L
CLASSROOM OBSERVATION FORM

FOR
Faculty
Instructions: 
This checklist will assist in completion of the Self/Supervisor Evaluation of Faculty. Item numbers on this checklist correspond to item numbers in the Self/Supervisor Evaluation of Faculty. This completed form will be forwarded to Human Resources and placed in the evaluated faculty member’s personnel file. 
	Faculty member’s Name 
	
	Today’s Date 
	

	Evaluator’s Name 
	
	

	Course Number and Section 
	
	Date Observed 
	

	
	
	
	

	Method of Observation 
	Video Tape 
	
	Classroom Visit 
	
	


	I have been given the opportunity to review the performance appraisal (up to 48 hours). I have discussed this evaluation with my supervisor. I have received a copy of this appraisal. 


	

	Faculty member’s Signature 

	
	Date 

	Supervisor’s Signature 

	
	Date 


	ITEM 3
Instructional Delivery 
	1. States objectives at the beginning of class. 
2. Shows evidence of advance planning. 
3. Relates lesson topic to previous learning. 
4. Teaches to stated lesson objectives. 
5. Clearly defines new terminology, concepts, and principles. 
6. Uses relevant examples and illustrations for explanations of abstract ideas and theories. 
7. Uses a variety of teaching methods supporting different learning styles. 
8. Involves students in discussion related to stated objectives. 
9. Involves students in other active learning strategies related to stated objectives. 
10. Identifies and summarizes key points of the lesson. 
11. Presents instruction in a logical, organized sequence. 
	Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 

	ITEM 4 
Instructional Materials 
	1. Lesson plan gives facts, information, and examples for each objective. 
2. Classroom aids illustrate objectives. 
3. Innovative learning materials used to illustrate objectives. 
4. Visual handouts are readable. 
	Yes No NA 
Yes No NA 
Yes No NA 
Yes No NA 

	ITEM 7 
Assists Students 
	1. Re-explains and reteaches as needed. 
2. Recommends tutorial or remediation materials as needed. 
3. Recommends study skill methods as needed. 
	
Yes No NA Yes No NA Yes No NA 

	ITEM 8 
Student Safety 
	1. Keeps a student from using unsafe equipment or exposure to dangerous situations. 
2. Instructs students concerning safe operation of equipment. 
3. Models safety in class, shop, or lab. 
	Yes No NA 
Yes No NA 
Yes No NA 

	ITEM 9
Professional Behavior Towards Students 
	1. Respects student opinions and suggestions 
2. Does not criticize students in front of other students. 
	
Yes No NA 
Yes No NA 


	Comments, Areas of Strength, Areas Needing Improvement, Prescribed Activities to Facilitate Improvement  
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