OBSERVATION VISIT
THE FINAL REPORT
SECTION I: Questions Teachers May Have

What is an observation report and what does it involve?
The Report is prepared by inspector following his or her observation visit. It follows an official format which is provided by the ministry and includes sections about the teacher, including details such as name, marital status, spouse's employment, academic qualifications and the employment contract ) the school and teaching environment, the class group that you are observing and the observed lesson. The report is submitted to the Ministry and to the school; and to you, the teacher, also see a copy. 

In the section in the report dealing specifically with the lesson the Inspector makes comments about the lesson and then sets out some conclusions before awarding a grade which is based both on your teaching during the observed lesson and also on your seniority as a teacher. The longer you have been teaching the higher your grade can be. This means that even if a younger teacher is better than a more experienced teacher the grade will not necessarily show this.
How can the observation report help me in my job?
The report has limited use on its own because the report form doesn't allow much room for detailed inspector comments on your work or on how you might want to begin to change or improve your lesson planning and teaching. In addition some inspectors do not always provide a lot of feedback through their comments on the form. This is understandable as it is not specifically designed to be useful for you, given that the main target audience is the ministry.

However, depending on what suggestions and advice the inspector decides to put in the report it can, of course, be made useful for the teacher. To enable the inspector to provide a range of helpful detailed comments and suggestions the form would need to give much more space for this purpose.

When taken in conjunction with the post- teaching feedback session the report can be quite helpful as it can serve as an aide-mémoire about the key points which were discussed during feedback. 

How could I start to use the observation report in my classes?
The observation report on its own is likely to be of some use to you in reflecting on how you do what you do in the classroom or in considering which areas of your teaching need some improvement. However when taken in conjunction with the feedback session and with any additional feedback notes or other advice given by the inspector it will be very useful to you as a guide to planning for future teaching and learning.

There are several ways in which you could consider using some of the guidance from the report form to improve your classes. For example the inspector might make a simple comment that as a teacher you spend a lot of class time giving grammar explanations and only give a short amount of time to pair work or group work. This comment enables you to consider how you might change a future lesson. You might start by actually timing the various opportunities you give your students to work together and by timing your own talk time. You could then plan for your next lesson to reduce your talk time by three or four minutes and add one extra short pair activity. In other words you can use the report as a starting point for a process of reflection and change:

· Reflect on the comment

· observe your own behavior in relation to the comment

· plan a small change in behavior 

· make the small change

· reflect on the impact of the change (in this way the cycle begins again).
You can use the same approach in relation to any comments the report makes – 

Remember:
1: Whether you agree with the inspector's comments or not see it as an opportunity to re-consider your own classroom approach and your reflection may help you to begin to make valuable changes.

2: Do not try to make too many changes at once. Making one change well is already a big enough challenge. When you have made a change and you are comfortable with it, then you can think about changing something else

What are some resources and materials I can find to help me benefit from the observation report? 

Attend trainings and become familiar with the form and with how to interpret it.

Discuss the grade with the inspector in advance, at the feedback session or later if you get an opportunity to meet him/ her. It is important to understand the reasons for the number so that you can be happy with the grade and so that you can develop strategies to improve your teaching and also get a higher grade at the next visit.

SECTION II: Questions Inspectors May Have

What role does the observation report play in my observation visits to my teachers?
You are required to complete the report and to submit it to the relevant authorities. You will also give a copy to the teacher. To this extent the report plays quite an important role in your observation visit process. Teachers will certainly be anxious to know what you say about them and what grade you assign them. 

However the extent to which it is important part of the observation visit cycle depends on the extent to which you rely on it, and the relative significance you give it. Some inspectors will see the report as being the only possible record of what happened during the visit and will rely entirely on this report as a means of communicating their views to the teacher. Others will see that the report format is not particularly well adapted to providing formative feedback and that while it can be a useful record for the administration and a helpful summary for the teacher, almost certainly further, far more detailed feedback on his/ her teaching will be needed if the teacher is to learn from the observation visit and be given support in his/ her efforts to improve lesson planning and teaching.

What should I keep in mind when I am planning workshops to support teachers in relation to the observation report?
Agree with teachers on what type of information you will give in the report and what you will give in feedback. Ensure that they are clear that the final report is a summary report. Arrange to give the teacher a copy of your observation notes together with the official observation report, with some action points and a more informal summary (see the document Taking Observation Notes in this section of the manual).  The notes are a detailed record of the lesson, to serve in professional development, and you and the teacher are the sole audience. 
Show the teachers the official form also and explain to them how it works.

Tell teachers that you will base your feedback session comments on this form to some extent.

Give the teachers an opportunity to use the two forms themselves in role-play as observers of lessons during the training session.

