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	Overall Strengths


	Overall Areas to Improve

	1.  Presenting grammar in context.

2. Giving clear instructions.

3. Rapport with students: using names, using humor, etc.


	1. Giving more fluency and communicative practice activities

2. Give students time to think about the language.

3. Help students correct their own errors.




Observation Notes Page
	What happened
	Comments

	Here the Inspector writes 

· what the teacher does and says

· what the students say and do: individually and as groups

· description of the classroom – the board, the desks, posters, etc.
	Here the teacher writes 

· Affirmations – what is going well and why

· Questions – to help the teacher think of other options

· Considerations  and suggestions


Advice on Note Taking and Summarizing
General
Be genuine; be honest; be yourself, while communicating positive regard for the participant and working to develop “rapport.”

Be balanced in the type of comments that you write. If you notice that you are being primarily critical or affirming, add more of the other style.  (It is usually easy to notice what is not going well; challenge yourself to find specific, significant aspects of the lesson that are going well.)
Be mindful of the feelings of teachers when they read the comments.  If they feel defensive or overwhelmed, it will be hard for them to learn from you, and your observation will be in vain.  Choose to comment on what is most appropriate to their level of understanding and skill, and disregard judgment you may feel.

Look for themes, and avoid addressing too many unrelated issues.  Consider how much the teacher can process and learn from at this time. In other words, do not comment on everything that you see.

Look for a few significant issues to focus on that are related to the development of Teacher Competencies. Try to limit your comments to these issues.

Affirmations
Be specific as opposed to simply stating that something was “good.” Add the reason why something was effective.
· Useful to elicit the review. Shows you and the students what they learned, recycles and tells you where to start.
· Great concept checking questions.  They address the challenging aspects of the grammar form and use. 
Share points of improvement if you have seen the teacher before.
· Your talking time has decreased – you are allowing for questions.
Highlight instances when the teacher does something well that teachers often have trouble with, e.g. concept-checking questions (CCQs) or another technique for checking/guiding learner comprehension.
Again, if you notice that you have a lot of concerns and questions, look more for what is going well so that you are not being overwhelmingly critical. 
Questions
Some Inspectors and other teacher supervisors use questions as a way to provide guidance and aid teachers in developing the necessary thinking skills that underlie effective teaching. This style of comment supports a primarily facilitative role that can aid learning. However, the skill is not merely in the use of questions, but also in choosing what to question and how to phrase the question.
Be mindful of your intent behind a question when you ask it.  Are you actually making a suggestion but disguising it as a question? IMPORTANT: If the only real answer to the question is “yes”, you should either go ahead and give the suggestion, or rephrase the question so that it provides an opportunity for the teacher to come up with their own ideas. Some examples of questions that are really suggestions (and should therefore be rephrased) follow:
· Do you think you could give the students more details about what they are expected to do?

· Would another practice activity be useful here?

· Could you have the students do this instead of you?
Some questions can offer suggestions and be generative at the same time. These cannot be answered with a Yes or No.

· What ways of sharing information have you seen that involve more students speaking? 
· Why might it be useful to introduce this grammar structure within a context, like a conversation or a description?  How could you see doing it? 
Align questions with the teacher’s level of experience and/or knowledge.  Consider whether he or she is likely to attempt to answer the question, and whether they may have some success at coming up with options (indicating a “generative” question).  For example, imagine that a teacher has written a lesson plan presenting the first conditional, but it is not clear.  You know that the teacher researched the first conditional and tried to make it clear.
· If you write, “What are clearer ways to present the first conditional?” you are correctly identifying that there is a problem with the presentation, but the question is not all that helpful because the teacher already tried.  The teacher would probably find it more useful to hear concrete observations, for example “There is a lot of terminology and description of the 1st conditional – showing you know it - but also making it seem complicated for students.  The structure follows a simple pattern that the students could probably identify themselves if you gave them examples. And you might possibly add a consideration: How would it change things to give the examples first and let them come up with the rules?” (Yes, that question looks like a suggestion, but it asks the teacher to think about the results and that is generative.)
· Another example of a question that may not be as generative as others would be, What are ways to include fluency work in your lesson? Some participants might be able to generate ways to include fluency work, but they didn’t do it in the lesson, so perhaps the real question should address why it is not there – and guide them in generating reasons for including it: I notice that there isn’t time in this lesson for students to work on fluency.  What was your thinking when you made that choice?  What are some reasons to include fluency practice in each lesson? 
Be mindful of HOW MANY questions you are writing.  Remember to mix affirmation, options or considerations and questions.  Write questions that you think teachers are likely to spend time thinking about.  If there are too many, or they are too easy or too hard, the likelihood is diminished.
If you notice that you are writing primarily affirmations in your notes, you can use “higher-thinking questions” to challenge the teacher and learn more from their strengths.  
Concerns/Considerations/Options
The principles of the Competency Based Approach support techniques and Inspector roles that are generally more facilitative than directive.  This does not mean that an Inspector must always avoid giving advice, information or answers.  There are times when this may serve a teacher, for example:
· if the teacher’s affective state is blocking a more question-oriented style;
· if the Inspector’s information requires the teacher to follow up with ideas and thoughts, rather than simply accept the Inspector’s input;
· if the Inspector’s knowledge or experience is of particular use and it is unlikely that the teacher could independently come up with what the Inspector has to offer.  Be cautious, however, because advice can overwhelm the teacher if it is too advanced compared to their own experience.
There are a number of ways to mention considerations, concerns and/or provide options. Here are a few examples:
· I’m wondering about the amount of vocabulary that’s been introduced.  (A general rule you could use is +/- 7 new words at a time.) 
· How can students show you that they understand the concept? For example, you could ask an A or B question (CCQ): Does she live there now or in Utah? What are other ways?
· Providing some context for this would help clarify meaning.
· Gap activities are often challenging for students the first time around and they often need a model. Have you modeled activities with students before? If so, what has worked well?
Final Summary 
It is useful to offer a summary when you have finished taking notes on the lesson.  Many teacher supervisors use a separate page and put it on top of the notes.  This way, the teacher is able to get an overview of the supervisor’s ideas before reading the details of the observation.  It can help the teacher prepare for and get more from reading the notes.

The summary is a place to highlight themes, issues and key points.

A standard format for the summary is to write two columns.
· A summary can include 2 – 4 themes or issues for each side (strengths and areas to improve);

· Each side should have roughly equal bullets. They may not all be of equal “weight,” but do offer a balanced summary.  
