Montgomery County Public Schools

OBSERVATION REPORT GUIDELINES
CENTRAL SERVICES
Administrator_________________________
Office________________________

Observer_____________________________
Position_______________________

Date of Observation____________________
Conference Date________________

Background
In this section the observer identifies information about the individual being observed.  Such information may include the number of years of experience as an administrator, the number of years in the position, the role the individual performs in the office or department, and any other information that the observer considers pertinent to the observation.  

Context
In this section the observer gives information about the setting of the specific observation.  It could be a leadership team meeting, a meeting with a stakeholder, a presentation by the administrator or any other situation the observer chooses.  A formal observation requires that the administrator is aware that an observation is taking place.  It is not a requirement that the administrator is notified in advance.  The observer should describe other people who are in attendance, the circumstances of the setting, and any rationale that prompted the observer to choose this setting.
Analysis of Literal Notes
In this section the observer should write factual data that is observable and was recorded during the observation.  This includes, but is not limited to, the verbatim statements of the individual being observed and the verbatim statements made by other people.  
Observers are encouraged to use the CEIJ (Claims-Evidence-Interpretation-Judgment) format that is taught in the Observation and Analysis of Teaching (OAT) course.  This format has served the observation of principals well and should serve the observation of assistant principals, student support specialists, and coordinators of school-based programs.  If the observer has not taken OAT, the observer must understand the importance of taking literal notes.  As explained above, literal notes are evidence, the verbatim statements made by people during the observation.  
The observer is to analyze the notes to make claims about the performance of the person being observed.  The observer is to draw interpretations about the impact of the person’s behavior on others.  From these interpretations, the observer then makes judgments about the person’s behavior in relation to meeting or not meeting the standards.
Post Observation Conference
It is a requirement of a formal observation that there is a post observation conference between the observer and the administrator being observed.  In this conference the observer shares the literal notes.  The observer is to offer feedback and is to listen to the input from the administrator who was observed.  The observer is to take notes during the conference and reflect insights from those notes in this section.

Summary
In the summary the observer poses questions for reflection, suggestions for consideration, and/or recommendations for explicit follow-up by the administrator who was observed.  The following definitions are presented as a method for providing clarity to the type of feedback that is being given.  

· Questions for reflection are used to stimulate the administrator to think about his/her performance and to consider strengths and changes voluntarily.  
· Suggestions for consideration are specific ideas from the observer about how to deal with a certain situation.  These suggestions are for the administrator to use or not as he/she sees fit.  

· Recommendations are intended to be implemented by the administrator being observed.  Recommendations are explicit items that address a specific need that relates to meeting the standards.
The observer does not need to provide a rating for the observation.  The observer may choose to comment on the administrator’s performance in relation to meeting or not meeting the standards, if the observer believes such comments will make clear the observer’s judgment about the performance of the administrator being observed.
