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Foreword

Of paramount importance in the operation of an effective school is the
principal's responsibility to ensure adherence to high academic

standards and the implementation of sound teaching practices.
Consequently, requisites for school leadership include the ability to deliver
appropriate staff development services to pedagogical staff, as well as
knowledge of exemplary pedagogical methodologies. Moreover, principals
must be fully aware of the regulatory parameters subsumed under the rubric
of Evaluation and Rating of Pedagogical Staff.

Although the responsibility for evaluating pedagogical and supervisory
staff may be implemented in accordance with a variety of strategies, the
importance of clear, concise documentation is fundamental to the process.
Due to the serious implications of adverse ratings and the imperative to
provide satisfactory pedagogical services to stUdents, the need to document
the evaluation of an employee's performance is essential.

The admissibility of documents and written criticisms has been defined
by contractual language, grievance/arbitration decisions and rulings
adjudicated by both the legal system and the State Commissioner of
Education. Hence, the principal must be aware of the type and nature of
documents which are germane to the evaluation of staff and the need for
clear, objectively written statements.

The information contained in this Office of Appeals and Reviews'
publication, Rating Pedagogical Staff Members, should be referred to with
regularity and consulted by rating officers for the evaluation of all staff. In
addition, the Office of Appeals and Reviews is prepared to provide technical
assistance to all principals and rating officers upon request.



IRATING PEDAGOGICAL STAFF MEMBERS I
_ Staff Development

Regulations of the Chancellor indicate as one of the duties of a principal that:
. "He/she shall establish and maintain the highest possible standards of

supervision and teaching in the school. Special attention shall be given to the
work of substitute teachers, inexperienced teachers, or teachers whose work has
been recorded as unsatisfactory. He/she shall keep such cumulative records of
assistance rendered as will show what opportunity and assistance such
teachers have had to enable them to succeed. Official records of all
class inspections and examinations, conferences with teachers and of
such other matters as may be deemed necessary shall also be kept.
Assistants to principals shall be required to keep similar records of their
work."

A. Rating Officer as a Trainer

To develop and maintain the maximum potential of each pedagogical employee,
the principal and other rating team members should:

1. Become involved in the observation and training of those who
show a need for more attention than the average.

2. Make formal and informal visits.

3. Make the employees aware of their existing strengths and
deficiencies.

4. Characterize each formal observation of the employee's
performance as Satisfactory or Unsatisfactory and indicate why
this is so.

5. Follow each formal observation with a conference and written
report as soon as practicable.

6. Provide a planned program for improvement with attainable goals.

7. Communicate, on a continuing basis, concerning progress or lack
of progress.

8. Advise the employee in writing of the consequences of failure to
improve.



9. Demonstrate understanding, patience, respect and a professional
attitude at each step of this training.

10. Commit to writing all phases of the above-described program and
see that all material is properly acknowledged and placed in the
official file.

B. Characteristics of Good Teaching

The following has been excerpted from "Teaching for the 21 st Century" which
defines various skills found in effective classroom management. Rating Officers
as well as teachers, parents, superintendents, community school board members
and educational advocate groups have mutually agreed upon the following
characteristics of good teaching:

Demonstrates Classroom Management Skills
Teacher has an organized approach to classroom learning, effective classroom
management skills, and is able to pace the curriculum. Teacher sets appropriate
behavioral standards and enforces them consistently.

Engages Students in Learning
Teacher motivates students to be continually engaged in learning activities.
Teacher has a knowledge of child development and corresponding age
characteristics and needs. Teacher is responsive to individual student
learning styles, knowledgeable about varied instructional strategies and
materials, and makes appropriate decisions about how to use them.
Teacher relates the curriculum to the appropriate learning context.
Teacher strives to meet the needs and abilities of the classroom
student popUlation.

Encourages Parent Involvement
Teacher is sensitive to and respects the diversity of parents' native languages
and cultures. Teacher is pro-active in reaching out to communicate with parents
and involve them in classroom and school-wide activities as well as other forms
of parent involvement. Teacher has awareness of and sensitivity to students'
family circumstances.

Fosters Professional Collegiality
Teacher respects other teachers' styles of teaching and has a collegial approach
to working with school staff and community, sharing effective practices, engaging
in problem- solving, and similar activities.

Maintains an Ongoing Commitment to Leaning
Teacher stays current wah educational research and trends in subject areas.
Teacher is open to learning new approaches and techniques and sharing
information with colleagues. Teacher has enthusiasm for learning and is able to
reflect and grow as a professional. Teacher makes use of community and other
outside resources both for student growth and own professional growth.



Possesses Knowledge ofSubject Matter
Teacher has command of sUbject matter and uses appropriate instructional
materials. Teacher is able to present information in a clear and effective manner.

Promotes Positive Student Learning Outcomes
Teacher has high expectations for all students. Teacher recognizes and
develops instructional strategies appropriate for individual student learning styles,
language proficiency, cultural background, and disabling conditions. Teacher
regularly assesses student learning and adjusts instruction according to evidence
of student growth. Teacher strives to realize educational goals set for students.

Recognizes the Importance of Students' Diverse Cultural Backgrounds
Teacher respects and supports differences among students' languages and
cultural backgrounds, and encourages mutual respect in the classroom. Teacher
integrates curricula, instructional strategies, assessment, and support services
with appropriate language and cultural contexts. Teacher acknowledges the
importance of students' diverse cultural backgrounds in all aspects of classroom
teaching.

Responds to Different Student Learning Behaviors
Teacher shows fleXibility and has the ability to adapt to different modes of
student learning. Teacher facilitates students' progress in acquiring their own
knOWledge and developing their own thinking skills. Teacher shows creativity
and imagination; challenges and encourages students to explore and build on
their knowledge. Teacher is innovative, willing to experiment and take risks.

Supports an Atmosphere ofMutual Respect
Teacher sets a good example for students: punctual, courteous, concerned about
others, and so on. Teacher respects each student as an individual and
encourages mutual respect in the classroom. Teachers listens and pays
attention to what students are saying; respects individual learning styles as well
as cultural diversity, language differences, and disabling conditions.



_ Evaluation and Rating

A. Mandate and Timing

The mandate for the evaluation of employees and the timing thereof is contained
in Section 89, Subdivisions 7 and 7a, of the regulation which states:

"7. Within the last ten school days of each school year and not fewer than four
school days prior to the close thereof, the principal of each school shall give to
each member of his/her staff a signed statement characterizing his/her work as
Satisfactory or Unsatisfactory; or, in the case of a teacher or supervisor on
probation whose probationary period will extend more than one year, the
principal may use the rating of "0," i.e. "Doubtful" during the first year of such
probationary period, if, in his/her judgment, such rating best describes the
teacher's or supervisor's service. A Certification of Unsatisfactory or Doubtful
work shall be accompanied by appropriate supporting data."

"7a. In the case of a teacher or supervisor whose assignment ~~ilii~to a given school has covered at least twenty (20) school
days since the beginning of the school year, and is
terminated at some time other than the last day of the school
year, the principal of such school shall give to such teacher or
supervisor not later than four school days following the last day of
service in such school a signed statement characterizing his/her
work as Satisfactory or Unsatisfactory. If the service is rendered during the first
year of a three-year probationary period, the rating of "Doubtful" may be used.
This statement shall cover the period of service in such school. The certification
of Unsatisfactory or Doubtful work shall be accompanied by appropriate
supporting data."

Note 1: An employee on an officially sanctioned leave of absence is to be
rated as though present in the school, office, bureau or unit.

Note 2: An employee hired for the September-to-January semester is to
be issued a rating within four (4) school days of the termination of
the service.

Note 3: A rating Officer may issue an Unsatisfactory rating even if the
employee's services do not extend to "at least twenty (20) school
days."

B. Personnel SUbject to Rating

Section 100.2 (0) of new Part 100 of the Commissioner's RegUlations mandates
that all professional personnel, except evening school teachers of non-academic,
vocational subjects, be reviewed annually beginning September, 1986.



C. Characterizing an Employee's Service

Written statements are issued to employees to characterize their service during
the rating period as Satisfactory, Unsatisfactory or Doubtful depending on the
Rating Officer's judgement.

The characterization of an employee's service as Satisfactory indicates that
he/she has demonstrated sufficient competence or improvement and a
willingness to learn. If such has not been the case, ratings of Unsatisfactory or
Doubtful should be used.

In arriving at the rating, all events, incidents and staff
development activities which occurred during the rating
period should be taken into account. The criteria to be
used for the evaluation should include personal and
professional growth, pupil guidance and instruction, classroom management,
participation in school and community activities and attendance and lateness.
The most efficient procedure with which to accomplish this evaluation would be
careful perusal of the relevant materials contained in the file.

D. Terminating an Employee

It is important to note that employees, including PPT's and CPT's, whose
unsatisfactory performance has been documented, may be rated "Unsatisfactory"
and may be terminated based on this documentation.

All employees may be rated "Unsatisfactory" and terminated for "cause." In the
case of tenured teachers, this is addressed at 3020A proceedings. In the case of
probationers, PPT's and CPT's, it is addressed at "u" rating hearings,
Discontinuance/Denial hearings or termination appeals.

The Rating Officer should incorporate, but is not limited to, the following methods
and activities in the rating process:

1. Classroom observations
2. "Pre" and "Post" observation conferences
3. Buddy teacher system
4. Inter-visitation with colleagues
5. Ladder of discipline
6. Model lesson demonstrations

. 7. College courses
8. In-house workshops
9. A written warning to the employee that failure to improve may result in...

an "Unsatisfactory" rating,
Doubtful rating (for first year probationers),
Termination of Service
Discontinuance of Probationary Service and/or
Denial of Certification of Completion of Probation.



E. Responsibility for Evaluating Non-Supervisory Personnel

Performance Review Model

As per the guidelines for Annual Performance Reviews in the manual
"Teaching for the 21 st Century," teachers and supervisors will be able to decide
upon one of the two options listed below or a combination thereof to evaluate
performance:

Component A: Annual Performance Options

New York State's "A New Compact for Learning" encourages a broad range of
teaching and learning strategies, e.g. performance-based assessments, team
teaching, interdisciplinary courses, and other "atternative" organizational
approaches to meet student needs and ensure that students meet desired
learning outcomes.

To encourage teachers' ongoing professional growth and the use of innovative
instructional approaches, a satisfactory, tenured teacher in conjunction with his
or her supervisor may choose an annual performance option as the basis of the
teacher's yearly performance review.

Annual performance options should both further a teacher's professional growth
and be related to:

• The Characteristics of Good Teaching
• School-based Educational Goals and Objectives
• Outcomes Expected in Terms of Student Performance
• Classroom Instructional Strategies, and/or
• Individual Teacher Needs Assessments

Teachers should prepare a brief written statement describing their annual
performance option in terms of their own goal(s) and objectives for the school
year (see hypothetical examples that follow). At the end of the year, the impact
of these activtties on their teaching and students should also be summarized and
evaluated. Please see Appendix A for "Examples of Goals and Objectives."

Objectives related to specific goals may include such activities as:

• Conference and workshops
• University or in-service courses
• Clinical supervision
• Classroom visits
• Portfolios
• Student and parent feedback
• Voluntary Videotaping of classroom teaching
• Other appropriate activities

Activtties may also include two or more teachers working together to support
each other through menloring, telil.m teaching, .and other collegial effort~t



A teacher's goals and objectives should be achievable within the context of a
school's and lor district's resources. To support teachers in realizing their
objectives through the school year, a school must provide opportunities for
discussion among teachers and supervisors, such as mid-year conferences and
informal classroom visits.

As part of the performance review process, teachers must provide appropriate
brief documentation, e.g. a summary report, describing the activities they have
pursued to realize their objectives.

With the principal's concurrence, teachers at other levels of experience andlor
expertise may also choose annual performance options as part of their
performance review.

Component B: Formal Observation

An observation may be conducted as a sing Ie full-period classroom visit or a
series of short visits by the principal or supervisor. Discussion between a
teacher or supervisor before and after an observation must be built into a
school's formal classroom observation process, along with a post-observation
conference and written report by the principal or
supervisor including prescriptive recommendations for
professional growth, where appropriate.

• Satisfactory, tenured teachers may choose
Component A or B, or both, with the concurrence of
the principal.

• New and probationary teachers, tenured teachers
who received an unsatisfactory rating the prior year
and tenured teachers who are in danger of receiving an
unsatisfactory rating must have formal observations
(Component B) by the principal or designee as part of a
prescriptive plan to improve their teaching. These teachers
may also utilize Component A as part of their performance
review, at their principal's discretion.

• Tenured teachers who are new to a school will have a formal
observation (Component B) by the school principal near the
beginning of the term; after a satisfactory observation, they
may then choose Component A or B, or both, for their
performance review.



.:. Community School District, Chancellor's District and Special Education

For teachers under the jurisdiction of the Community School Districts, the
Chancellor's District and the Division of Special Education the following minimum
number of required classroom observations is recommended:

Tenured Staff-- One full period or composite per year should be made by the
Principal, Assistant Principal or Supervisor of Special Education, where
appropriate.

Probationarv Teachers and New Teachers-- In a school with no Assistant
Principal, two full periods or two composites per year should be made by the
Principal. In a school with an Assistant Principal, one full period or composite per
year should be made by the Assistant Principal and one full period or composite
per year should be made by the Principal. A Supervisor of Special Education will
be substituted where appropriate.

Teachers with Special Needs-- As many additional observations as are needed
Should be made for teachers who have particular needs and for any
teacher whose performance is less than satisfactory.

The Principal should observe any teacher for whom an Assistant
Principal has submitted a report of an Unsatisfactory observation.

All Staff-- Provisions must be made for a post-observation conference
during which the observer is to commend strengths of performance
and discuss the need for improvement, if necessary, with each
staff person being observed.

•:. High School Staff

For teachers under the jurisdiction of the high schools, it is recommended
that the minimum number of classroom observations be as follows:

Tenured Teachers on Maximum Salarv Step-- One full period or one composite
per school year is to be made by the Assistant Principal.

Tenured Teachers not yet on Maximum Salarv Step-- One full period or one
composite per school term is to be made by the Assistant Principal.

Probationarv Teachers and New Teachers-- Two full periods or two composites
per school term by the Assistant Principal, one full period or one composite per
school year by the Principal, and one additional full period or one additional
composite per school year to be made by either the Principal or Assistant
Principal.



.:. Non-Supervisory Staff, other than Classroom Teachers, Serving in
Community School Districts, Special Education, High Schools or the
Chancellor's District.

For non-supervisory staff other than classroom teachers and school
secretaries, the Principal or other Rating Officer, where appropriate, should
formally observe a probationary employee performing his or her duties
for the equivalent of two full periods per school year. For tenured
staff, the formal observation must be made for the equivalent of one
full period per school year. Provision must be made for a follow-up
meeting for the observer to commend strengths of performance and
discuss the need for improvement, if necessary, with each staff person
being observed.

For probationary school secretaries, the Principal or Assistant Principal should
have a conference with the secretary and review his or her records twice each
school year followed by an official report. For tenured school secretaries, a
conference and review of records must be held once each school year followed
by an official report.

F. Responsibility for Evaluating Supervisory Personnel

Supervisorv Performance Planning Reports must be initiated no later than the
beginning of the school year. Either late in the spring term of the preceding
school year or early in the current school year, usually in the month of
September, a conference must be scheduled to establish mutually agreed upon
performance goals and specific objectives for the year. The evaluating
supervisor and the supervisor to be evaluated must meet at regular intervals
during the year to review the objectives, modify them where required and discuss
progress toward their achievement. A minimum of two follow-up conferences in
addition to the initial goal-setting conference is required. The evaluating
supervisor is required to complete an End-of-Year Summary
which includes a summary of the employee's strengths, areas
for future concentration, and an indication as to whether or not
the employee's performance exceeded expectations, met
expectations or was below expectations. Descriptive
evaluations are made on the objectives established at the
beginning of the school year and during the rating period. See
the Office of Appeals and Reviews' publication Principal Performance Review.

G. Implications of an Adverse Rating

1. Receipt of an Unsatisfactory rating has serious implications. Unsatisfactory
performance is a compelling reason for recommending the Discontinuance of
Probationary Service or the Denial of Certification of Completion of Probation
and for filing charges against tenured employees. It may also impact on an
employee's ability to obtain additional licenses.



2. Employees who have not reached their maximum salary also suffer the loss
of annual salary increments. However, upon completion of the next year of
service with a Satisfactory rating, and upon completion of the prescribed
course work (where applicable), the employee shall advance to the increment
level that would have been appropriate had there been no rating of
Unsatisfactory.

3. Substitute teachers (regular or per-diem) are additionally affected because
their receipt of an Unsatisfactory rating is considered sufficient grounds for
removal from a position. This removal does not preclude the right to seek
employment in different work sites using the same or other Iicense(s) which
they possess. It is to be noted that substitutes may receive only a
Satisfactory or an Unsatisfactory, never a Doubtful rating.

Note: None of the above consequences applies to employees who receive a
Doubtful rating.

H. Evaluation Forms

1. Use appropriate Evaluation Forms (See Appendices I & J)
2. Complete forms supplying all required information
3. Adhere to prescribed time schedules for issuance of forms

Note: Forms may be obtained from the Office of Purchase Management
(OPM).

I. Analyzing Documents and Records

The overall evaluation of the employee's performance requires a careful review
of the documents in the file. This thorough analysis is essential since the
reasons given for an adverse rating should be reflective of and supported by the
written criticisms noted in the file documents.

The admissibility of documents has been clearly delineated by contractual
language, grievance and arbitration decisions and rulings handed down by the
State Commissioner of Education and the Courts.

1. Items Contained in Files
Properly maintained files include, but are not limited to, such items as:

a) Reports of significant, positive or negative actions and activities.

b) Descriptions of untoward incidents which have been investigated,
including statements from witnesses and the employee with a conclusion
by the Supervisor.

c) Reports of observations.

d) Records of conferences to which the employee was invited or was
required to attend



e) Communications from parents, teachers or others dealing with incidents
or matters relating to the employee's service which are attached to a
letter from the Supervisor stating his/her conclusions after an
investigation was conducted.

f) Evidence of assistance or training offered.

g) Relevant and significant records which chronicle
an employee's performance or service.

h) The employee's written comments to documents
in the file, each observation report and any evaluation reports.

2. Cautions About the Files

a) Material to be placed in a staff member's file must note that it is being
placed in the official file and a signature line must be provided for the
recipient of the letter; a date line should also be provided.

b) The employee may append a letter or note of explanation or rebuttal to
documents placed in the file. This appended material is considered part
of the original document and should be attached permanently thereto.

c) If the employee refuses to sign a document for the file, a witness should
sign a dated statement on the document attesting to this refusal.

d) Where incidents or particular events have not been witnessed personally
by either the Rating Officer or a member of the supervisory or
administrative staff, the written record should contain evidence that an
investigation was conducted and that the versions of the involved persons
concerning the incident or event were taken into account before the
Rating Officer drew a final conclusion as to the validity of the alleged
facts.

e) Employees have the right, under contract and within prescribed time
limits, to grieve any document which they believe should be removed
from their files.

f) The Rating Officer should remove, replace or amend documents or parts
of documents which have successfully been demonstrated to be either
unfair or inaccurate through the grievance procedure.

3. Letter-in-the-File

- Please see Appendix H

4. Formal Written Observations

- Please see Appendices B,C,E,F & G

5. Materials to be Issued After the Appeal



Note: When duplicating documents, be sure that all dates and
signatures are clearly reproduced. Upon Appeal, employees
should be issued those documents which the Rating Officer is
using to support the reasons for the adverse rating and any
relevant departmental, school, district, bureau or unit records
issued.

6. Inadmissible Items

Some items are not considered to be admissible at Reviews. Therefore,
Rating Officers generally should not use them in response to an Appeal.
These include, but are not limited to, such items as:

a) Unsigned documents

b) Signed documents never intended for inclusion in the file

c) Documents or parts of documents which have been removed from the file
either voluntarily or as a result of a grievance decision

d) Illegible or anonymous material

e) Documents describing events which pre
or post-date the period of evaluation

f) Material not addressed directly to the
Appellant, unless it is attached and
described, related to, and part of another
document appropriate for the file

g) Documents dealing wtth grievance matters filed by
the employee

h) The employee's medical records

i) Official records from former work sites which refer to the quality of the
employee's previous service. Records from more than one work site
covering probationary service may, in certain circumstances, be
admissible.

j) Personal records maintained by the present administration for its own use
and convenience, i.e. logs, diaries, calendars of events, etc.

Note: These records may be used by the authors to refresh their
memory before responding to specific questions during cross­
examination at the Review.



J. Constructing a Key

After all the relevant and admissible items have been pulled from the file, the
Rating Officer should, in the space provided on the Evaluation Form, key the
documentation to those areas characterized as "Unsatisfactory" on that form.

K. Distribution and Transmittal of the Evaluation Form

1. When the Rating is Satisfactory

The Evaluation Form is to be signed by both the Rating Officer and the
employee. The original copy is given to the employee, a duplicate is placed
in the file and a third copy is sent to the appropriate Superintendent.

2. When the Rating is Doubtful or Unsatisfactory

The Evaluation Form is to be signed by the Rating Officer and the employee.
Copies are then distributed as follows:

a) The original to the employee
b) A duplicate to the employee's file
c) A duplicate to the appropriate Superintendent
d) A duplicate to the Division of Human Resources

Bureau of Teacher Records,
65 Court Street, 8th Floor,
Brooklyn, NY11201

t_1



EXAMPLES OF GOALS AND OBJECTIVES

Example 1
Goal: Objectives:

To develop students' language skills \. Attend approved whole language
using whole language as a classroom conference.
teaching strategy. 2. Present report at facnlty conference.

3. IdentifY materials (e.g. books,
magazines) for ten whole language
lessons.

4. Videotape one or more lessons for
review and feedback.

Example 2
Goal: Objectives:

As determined by the school-wide PDB \. Develop cadre of special edncation
Leadership team, to use a school based and general education mathematics
professional development grant to teachers to review Sequential
develop enriched mainstream models in Mathematics I curricnlum.
the mathematics department to provide 2. By the end ofthe school year, team
greater access for special education develops recommendations for
students. appropriate instructional modifications

for Semester I Sequential Mathematics
curricnlum.

3. Team completes implementation plan
to initiate full mainstreaming into
Sequential Mathematics I classes for
the following fall teno.

Example 3
Goal: Objectives:

To integrate more ESL strategies into \. Review current literature.
monolingual classroom lessons. 2. Observe bilingual and ESL teachers'

classrooms
3. Have bilingual and ESL teachers visit

each others' classrooms for
observation and feedback on teaching
strategies.

4. Discuss new strategies at monthly
facnlty meetings.

Example 4
Goal: Objectives:

To provide students with an I. With supervisors' support, schednle
interdisciplinary math and science time to develop curricnlum and
program through team teaching. prepare materials.

2. Desigo and implement model six-
week portfolio projects for students to
complete.

3. Review and assess student portfolios.

EXAMPLES OF GOALSAND OBJECTJYES ApPENDIXA



SUGGESTED APPROACH TO A WRITTEN OBSERVATION
(Excerpt from "A Guide for Principals ofIntermediate and Junior High Schools" p. 143)

Exanwle

1. Introduction: This includes post-observation,
pre-observation objectives agreed upon, date,
type oflesson and implied request.

2. Brieffactual description of the lesson which
would include aim, motivation, developmental
procedures, summary, homework and any
major points ofthe lesson worth mentioning.

3. Analysis ofthe points to be stressed as a result
ofthe pre-observation.

4. Some Good Points

5. Areas to Improve

6. Summary Statement: A positive note (if
possible). An evaluation ofthe lesson must be
included.

This will surmnarize our critique ofthe reading
lesson you asked me to observe on . In
our pre~observation conference, we agreed that you
wished help in (objective) and
(objective) _

The lesson began with your writing the aim, "Can a
poet create a point ofview?" on the board.

Now, as to the areas you were specifically
concerned with: "My ability to motivate an interest
in poetry" and, "The techniques ofteaching poetry,"
I found that _

The children demonstrated great interest, as shown
by their eager response to your questions. There
were always twenty (20) or more hands up.

I would suggest that you avoid repeating student
answers, as this tends to create the attitude that
children need not listen to each other.

I know that you will incorporate the suggestions we
agreed upon into your future lessons as you have in
the past.

This was a satisfactory/unsatisfactory lesson.

SUGGESTED APPROACHTO,4 WR11TEN QBSERVA110N. APPENDIX B



GUIDE FOR WRITTEN FORMAL OBSERVATION REPORT OF A LESSON
(Excerpt from "A Guide for Principals ofIntennediate and Jnuior High Schools" p. 145)

• State objective or aim
• Objectively state lesson development and activities
• List materials used
• Record follow-up activities
• Describe evaluation methods
• Include comments Cin the order and degree of importance in this situation) that discuss:

* individualization

*

*

*

*
*

*
*

*
*

appropriateness oflesson:

Ca) to class
(b) to curriculum

development oflesson:

Ca) motivation
(b) sequential development
Cc) medial sunnnary
Cd) final sununary

Ca) provision for differences
(b) adaptation of material

classroom environment

Ca) special interest or learning centers
Cb) furniture arrangement
Cc) cleanliness/attractiveness
Cd) evidence ofpupil work
(e) use of chalkboard

questioning techniques
relationships

Ca) teacher-pupil
(b) pupil-pupil

routines ofbehavior management
activities

Ca) variety
(b) multi-sensory approaches

ability to perceive and adjust to immediate needs
teacher manner

• Recommended improvements as discussed in post-observation conference

• Indicate ""ether lesson was satisfactory or unsatisfactory

GUIDE FOR FORMAL OBSERVA110NllEPoRT OFALESSON ApPENDIX 1)



SAMPLE WORKSHEET FOR OBSERVATION REPORT

Teacher Name

Assignment

License

Inexperienced
Substitute
Unsatisfactory Record
Tenured

Assistance RenderedlDate:

Class Inspection:

Student Achievement Data:

Conferences:

SAMPLE WORKSHEETFOR OBSERVAll0NREPORT·

Date _

Class _

Period~ __

APPENDIXE



SAMPLE OBSERVATION REPORT #1

Observation Report
Teacher

Dear

Class
Date: _

Subject

On, 1999, I observed you teach class __. I was accompanied on my visit by Mr.

______~, principal ofyour school. The following is a report of my observations,

recommendations, and evaluations ofyour lesson.

When the period began.there were twenty-two (22) students present. On the board you had
indicated the aim of the lesson.

Aim: What is probability without replacement?

Under the aim, you listed example 2:
An urn contains ten red marbles and six yellow marbles. One marble is drawn at random.

Directly under that example you listed the Do Naw:
Evaluate A. 1/115

B. 2. x 1.- To the right ofthat you indicated Homework -page 150, 12-14:
52 51

You took attendance as students worked at their seats on the Do Naw . You then asked, "Who
would like to do the Do Now on the board," as the problems to be done during the class would involve
fractions? No student volunteered and so you worked out the problem at the board.
A student was then called on to read aloud from the board, example #2. You wrote on the board
various probabilities stemming from the example.

You asked students to raise their hands in order to give an answer. Students called out answers
and despite the fact that you had reprimanded them to raise their hands and wait to be called on by
name, you accepted answers as students called them out. You then placed additional probability
problems on the board. Once again, you called upon students to give their answers to this problem
Four (4) additional probability problems were completed in the same fashion.

You asked what has to happen in order to reduce fractions to the lowest common denominator.
Students indicated that you must divide in order to get to the lowest common denominator. The
worksheet of similar problems was then distributed.

Students were assigned to work on one of eight (8) particular problems by row. You indicated
that you would be coming around to see how well the students were working on their problems. You
told students to work in their respective groups, to work with their peers and that you would collect the
papers for grading. You said that the students should select someone to come to the board. Students
did not work in groups or with peers. Instead, they worked on their own at their seats.

You then asked the students to stop working and you asked a person from the first row to come to
the board in order to work out the question. No one volunteered, and instead you accepted the answer
from students from their seats. The same was done for the second problem. As the bell was ringing,
the third answer was just being addressed and you said, "Can someone tell us the answer, quickly?"
You collected the papers and the worksheets and the students left.

SAMPLE OBSERVATIONREPoRT #1 APPENPJX F



SAMPLE OBSERVATION REPORT #1 (Cont'd.)

Observation Report

Name: _ Date: _

Page 2

I held a post-observation conference with you. Mr. was also present at the
conference. At the conference I informed you that your lesson was unsatisfactory. The reasons for my
evaluation are given below.

1. The lesson had no motivation, nor was the purpose made clearto the students. The aim was
written on the board but you did not explain it or refer to it. No definition was ever given for
probability without replacement.

2. The lesson did not achieve its aim. Throughout the period students were given probability
problems, which you placed on the board and yon allowed students to callout the correct answers.

3. Few students were actively participating in the lesson. You attempted to encourage student
participation yet never waited for students to respond nor did you ask the students to explain how
they arrived at their answers. You simply accepted called out answers if they were correct and
wrote them on the blackboard yourself No student was ever called to come to the board or to
place answers on the blackboard. The sideboard was never utilized at all for any purpose.

4. The students were not helped to understand the work. You simply put a problem on the board and
told students to hegin to work. When you assigned the exercises to the different rows, you walked
around the room making comments but you did not redirect the students to work in their
respective groups or to work with their peers. Students never did come up to the board to share
their work with one another or to "talk-through" the problems.

5. Mathematical concepts and critical thinking was never encouraged by you as the teacher since you
did not have students respond to questions, which would lead them from the basic problem to an
understanding and an explanation ofprobability.

6. This was a teacher-dominated lesson. You placed the questions and the answers on the board.
You did not encourage students to explain their answers or to share with one another.

7. Homework assigned for this day and for the following day was in no way explained or made
reference to in terms ofsupporting and reinforcing the lesson and the learning in the area of
probability.

Your performance during this school year has not met expectations and several ofyour lessons
have heen rated unsatisfactory by your supervisors. The lesson I observed was unsatisfactory as well.
Your rating for the school year will be unsatisfactory. Therefore, I indicate to you that I am supporting
your principal's recommendation for discontinuance ofyour probationary service as a teacher of
mathematics.

Deputy Superintendent

c:
I have read and received a copy ofthe above and understand that a copy will be placed in my file.

Signature

$AMPLEOB$ERVAI10NREpoRT #1

Date
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SAMPLE OBSERVATION REPORT #2

Observation Report

Teacher: -------------------------------------­
Class: --------------------------------------­
Subject: ----------------------------------

Date, _

Topic: To Teach the Conjunction ofRegular JR Verbs in the Present Tense,

Development:

You began with an oral warm-up and the students responded as a class in Spanish. As a
motivation, you invited the class to sing (review) a song to the tune ofthe "Mexican Hat Dance" which
focused on AR & ER verbs and their endings.

You reviewed the two verbs "to be" in Spanish and recorded them at the board. Then you
explained the aim of the lesson.

You reviewed the definition ofa regular verb. AR verbs were recorded at the board and class
recited them; ER verbs followed.

A teacher-made chart was used to illustrate the similarities and the one difference between ER and
JR verbs.

You then handed out an activity sheet for completion by students. Students were also given magic
markers.

You reviewed positive, negative and question forms ofverbs in Spanish.

You guided the first conjugation at the board and then instructed students to complete the sheet

You asked students to read their answers aloud individually. Then you instructed the class to turn
to page I I I in their textbooks; individual readings followed. The class recited JR verbs after you
provided a model of pronunciation.

You assigned the homework.

Commendable Features:

You had an excellent rapport with the class; complimented students frequently. The teacher­
prepared chart was both appropriate to the lesson and appealing in its design and use of colors.

You gave the students the opportunity to determine the one significant difference between the ER
and JR verb endings.

You checked carefully to ensure that everyone in the class had the tools necessary to complete the
tasks on the activity sheet.

You circulated among the students providing individualized instruction.

SAMPLE QBSERVA110NREPORT#2 APPENDIX G



SAMPLE OBSERVATION REPORT #2 (Cont'd.)

Observation Report

Name: _

Commendable Features (continued):

Date: __~ _

Page 2

You made a special effort to calion students who were not raising their hands as well as those
who were.

You involved other students by asking them to help a student who was having difficnlty in
answering.

Suggestions:

You shonld write the aim ofthe lesson on the board and/or try to elicit it from the students at the
end.

You shonld not always repeat a student's response.

You should have explained the use of the magic markers to indicate endings ouly; some students
used them to write the entire conjugation.

You might plan in the future to provide some student-to student oral expression and thereby
decrease the teacher-dominance ofthe classroom.

You should review the new material in a medical summary before the assignment ofhomework.

This lesson was Satisfactory.

Principal

c:

I have read and received a copy ofthe above observation report and understand that a
copy will be placed in my official file.

Signature Date
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SAMPLE LETTER-IN-FILE

:7,,< .,., .'. , Date:
1·.lJ 'y .' Teacher's Name
F/~",- :'"i Address

l"'/~
City, State zip Code

Dear ,

On ,Mrs, , mother ofyour seventh grade student,

, complained to me that

occurred on

at

,ilJescribe ' /'yoUr We met in my office with your Union Representative,
·,·,fu1dlngs. ....

~
and with , Assistant Principal to discuss this matter. After reviewing

the complaint and affording you an opportunity to state your version ofthis event, I conclude that

you acted in an tmprofessional manner when you

Should a similar situation arise, you are to , Please

review our school/district policy in the Handbook you received at the Faculty Conference on

, specifically pages _ and_,

-4

. '. ~, Your Any repetition of this type ofbehavior may result in further disciplinary action,
.snggestions, .

Yours truly,

Principal

c: Teacher's File

I have read and received a copy of the above and understand that a copy will be placed in

my official file,

Signature Date

SAMPLELEITER-IN-FILE ApPENDIX.H
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BOARD OF EDUCATION ~F I,E CIT' of MEW YORK
OF,let OF ,HE CH.ORCELLOR

,0,· C~WlUNITl' SCHOOL BOMa PRESIOE~rs. AU SlIPill~r£lIDEHrs. EXECUT1V,
OIREcrrn<s. ~~A&S OF OFFICES AH~ PRINCIPALS OF ALL DAY SCHOOlS

FRO~:

'-
Ri<h'T~ R¥,iZ"'!1-.,\ u"<"
Char-eel I 1}.;'/; -. ' -
A~~ual PrQf~ssion~l ~~fQrmance Re~l~

_ ~ ~ • _ _ _ _ w _ _ _ _ ~ • - - - ~

,\bstrict

SectiQrt !OQ.2 (0) ot ~~rt 100 ~f th~ COMmi$~fo~~rl$ R~ulatlo~s
ma rtdiUS tMt .a 11 pr(JfE!5S iOil4l1 pfr50nne1, e»eel)t e:nni ng s:diCQ 1
teaeherrs of 1"I0n·aca.dern~cl aw~catfol'l ..l $ufl.jec::ts, be "eYiewed Vllluill1y
oesinnlns Sept.-be, 1981. As ,,~ufrod by ~he R09UI.tl... for.. !
proutfu.iifi!S fur en@! rl!:~iew of profess;o:na1 pU'f<lM,'II'~ han b~!r'l
dey. toped }n con~ultat1on w;t~ t~acher9~ !~inistratCts and other
.schc~l se~vice prof~ional$~

Thts.e forUJal (".view pJ'Oc,a.d\Jl'e~ ~!50t be p !i.~iiI on fi1s- in the dlst~ic.t
ofHce and l:J~ aVililable: for review b,y jfl:J indiyldlJ'l. Thfs circular
dtlst dl~o be posted ~rominently in ~y@ry 5chDol.

A~oua1 Pr~fessiDnBl Perfarmante ~@Yiew Procedures &"d G~id@';ne5

I. REVlE, AnD RAT;NG PRCtEOUR£S

A. Yh~ pro~edure5 utl11:ed rOi the ~atin9 01 peda9GgiGil staff ~m~r5
are detailEd in the newly rt"Iist<i h,lnd'booJ. i$$l,Il!!d lJ.y ~tl!' Divislon
of Pef:$l)rU\f!-l e-nt.I tlE:'Cl "P'nll:ad.un:s rot"" Rating M Ped.agogfcal
?!fsannel-App~a's an4 Reyi!W~.·

The han(lfwck t;onUfn$ fTlfofl!lltiOfl relating to the- e~all,1n:ion of 21:11
~~ff in~Tudrng:

1.• TlUl rUlndate for I.Mua.l raU,,'9S And ttu~ ttli1lng of ~th r~tin9s.
i. fne ident1ffcitiOfl of p$'t"sonne-l wM are 5-FJbject to f'iltillg. ,
3. The- cho:r-a.cted::tHion of a.n ~lD.Y'it'S; $(!r\l'iC-E":· i.e.,

sa.t1sfa(:t(]ry.. ....nsati s.1ectorj Qr ~Qubtful (f-or flr~t .rear
prOb.t;Qn~rs afttyl.

4. Tne fdf~tlfitatiDn of p.~sDnn~l re~ponSible for e~illu&t1~g.
5. The pr~~dures fo~ .ppeal fr~ an ~~~erse rBtfng.
6. Thil! use of approllriat-e riilttl'19 fQTII5. fot ~11 oon-s,uper1Jis.ory

pers~n!l and for supervisory per$~n~e'. •

e.. Th-e fa-ll(N'lAg I'le'" rating farms (copfes heorElto iIIttacht~' h,J.ve b@en
de-s.igned ror ltil'a.1lJatittg perforlll!nce (}r ~11 ped0i90g1C4.1 p~r~ortl"ll!!~
be~~ the rant Gf s~ervi$~r~

1. BEI~OP 99S5~ Irepl..<, OPlsl on" on37BI-A,,,,,ol Prof.., i "",,1
Pe-rf~"'/li.n<:e R~\Oii!!W a.nd ~!'p'O't"t on ProlJ..itiDnary S@1"'yic-e of 5:ch«ll
Secn~t!.t'y

Z. BEIDO~ 99SSS «<?lace. OPIS1 and 'O~lISI-A"nu.1 Prof..,;•••1
Pp;rforOJalice Rf:'tttw an.:! ~epQre 'On Pt'oG.tfomlry -sen-ft:e- of
Pedagogfcal Emplo~ee liedchtrs~ Lab Assf~t.~t$~ etC.)

3. BE/DDP 19S5C IrepJaco. DP1Sl ond DP1SB)-A,,,,,,,1 Pr.f... ionaf
Performance RillY j elJil Md: RE'Po-rt M PYob..tio"~ry Serv1cl!!' of
Guid.~~ Coun~l~r

1. The-s.e new f0TJ'll5 have eOr.lbinl;d e-leiiltnu .of ~ fr;u"!li!'r r;s.ting:
fol'l"ls, i.IL~ tile Individual ~al:.inq Report .. lP151 with the
~rQp.riate ~~P!J'i"'t ;In PI"t>bo!lt Itlnarl 'Servlc-.l (OP115,. OPlS3.
OP237Bl.



or 'GOflIpg:Sd c.t J)«I' YS:4T' by th,=
or Supe...... lso.,.. of '5pil;ciaT

'$?6,::AI. C:R.CuLAA 110. 45. 194i...e8

rh~ top of the. fom and 'S.£oCt;<ln 2 ll'IJst De c"¢I':l~'eted f0:3'r" oIlli
!1on·su.p~rvi$Qry pedoli9<l9'i-C'1 pf.'r"!Oonnet. Sectloll' lIl11:>t be eQl'llplet~d
far- all ;lr'obltfoOnary e~luyee'S. fOr tC!'r'llJreli @np:laye@s being rlted
"lInsat.1sractary" and f(ll" all substitute _loyees ."hose sptrvil;@ 1n
01- given !.I;:h<lol is Zo. d.l,ys-o,.. <lll»'e.. The. )"'o!ve;r-u. s.lde !1f the i'.:jrJII h
t~ be ~o~let~d for pr~hationlrj ~ployees o~ly.

2. Iolit~ tile ,~Jl{ailab;:ity '}; t.heu .. (:ow ell.!lluation forl:l'S. t1'1~

fo:i1o... ing sh~ll become- obs.oJ.ete i:lnd Ifill nOt. bill! a.ccl!pted as
offici41 rdtin; TO~:

OP1S~ a~d QP1Slclu - :~dl~1dual Ratin9 Reports
O?tlB R'i!'port 'JJl Probilltionar1 Ser~ic-e of Pedoilgogit:i11 Per$oljnel
uP15B ~e:PIJ,.t or; P"ObU;~nary 'S1l.ryic.e of GuidMe(! Couns;Har
DP2378 Re~Qr1.::In PrOllat1c.nary ServiciI! of SChOlll Sel;re-Ury

3.. r'"1C new forms. can be- obta.'il'H!!d throogh the Surei11J of 'SuPplieS.

C~ Thl!!OE na· ... iud r'flY'fW prQl;ed\l'~~ lIII!@t thl! mandateS. of tM Rege"ts
lu:tl(!n PUn 1nCllJc:l1ng th-.. proYision that -f:oicll indhidlUil T'eviewe<l
Pe- affor"de:d th~ OPF~rtl)~ity to pravid'lli wl"1tttn cement 01'1 his IH'
her PEtI"(onrllti.ee r'evfew. "111 $tilff rN:Illb@r, therefol"e., m.!y Sul:.lll11ft
liT'itten COIInIn.ts com~E!'tt'llrtg :~) ea.cPl C1bser....&tiM rep<lr"t on his or
her pl!!rfcrman~~ ~~d (b~ rating r~po~ts.

E. The Regulatfons requiTi! that ~1l p-erSfJ'nnel De ;JcqUillnti'd ....ith the
revfCii procedure5. P'T'i"cipills. and other Rattng -affie~t<. ihall ~I!P
re:spofl:!.1ble: for ~rovlding thei!" s.taff r.'t(:ftIDefS \lith aU pertinEnt
1nfo~tion contaIned i~ this c'f~cyl~r.

II. :.ION SUPERVTSORY PERSOtltlEL

A, ~~~i~ Activfties

1. COIm1l.1nit School LHstril;;t and S ec::ia.T £duclIUon Steff': Fell"
t-ailC: ~t$ UI1 ... t e Jill" S lC Hln 0 t: e Ol!lllllnl y School
Distdcts "nil the oi ... i5.1()1'l (If Special E-ducatll>fl. the folto:wing
nini'lllum nlJ~ber of r;1ils:Sl"oOlil obUHl!Itfocns is rtquh'ed:

Hl'lUr-ed Sta.ff: One full p~rialf

P,.ulIcdpa'.. Auiltant Print;i;lill1
£dJ,Jt:aticn., Iodlen!: aWt"opl"iat<@.

P.rollltton.s.Y'~ Staff and F"l1·Time SubltitlJtl!!i: In a. ~hool witlJ
no IiIssisfin Prlm:J pa i. t1IiO hd I poenods or two elllllpc:s it~s p.e.r
yeir by t~e ~1~ci~~1. In« ~~ol ~ith ~~ Assi$tant ~1~lp.l,

on~ ful1 p~riqd or compO$1t~ per yea.f by thE Assistant PriRc;p~l
lM- cne f.ull per;~ Of:" COIlt;tosite per 'year by tt1.:- Jldl1i;:lpal. A.
S.UII~r'lisQ'" {If S"l!cia1 Educn1'On 101111 be sut!$t;t\lud whll!re
,)ppro~ ...fau.

Trae~t.... With s~scial ~eed~: ~ many ~dd'tfo~al ob5&rv~tI0n$ f$
j!l~. nee:aeod s.Ficl.l 11 cO! iiiitde hr teach'l!~ wll0 n.o.'toe pilrticuTir nt~ds.
inc fo~ any t~aeher ~o~e p~rfQr~nee 1s less th~n sat1s(~etD~Y,

F;;)l' All Staff; PtOIJfs1on :s:Muld be lI.i1de fcrr oi rol1o","'~ r.ll!!~tin9

f<lr ttlol ,"ell 1",et" to COflWl'tettd strengths QI ptrlOr'1Uinl:iI: .and dhC:lJ$~

':.h~ ne-ed 101' 1n1provt!1IM!nt. ff 'ltc4ll.$iiU·Y• ....ith .ea.ch suH perst>n
betnq f"@viwcd.

2. Mig" 5,(;0001 'Sta.ff~ FO't' t~ctM! ...s u:nder the jurl:iidfctiorl; Qf the
1'11gii ~hOQis, tile oI;urrellt flIfl]illlJl1l n_f!'" of r~u1r'ed classt"4Cm
abs.erlliltll}nS, 1~ u fQllows:

ten~red T...cne,.. on I16xi'INI SiIIloOry St~r One full pl!Tio-d or ~n!!
CQr.lCD$,c.e. £U!r' year bJ' chi A!iS1sta.nt 'r l'Icipal~
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SPECIAL ~jRCUL.AA 'ID. 45. 198/·88 ::tage J:

Tenured Te:act'Jer BilOl;l :'\a.XllTllJll1 Sal'fY $tte.: an-e fu~ 1 period .li

one QOmpos,te pE~ scfioOl t~rq by th~ A~~)~tant Principal.

Frabatfonary Teacners and Full Tima SUb5titut~$~ 7~ full
perladS 'lr £....0 CllllPOSl hi pe'" schoo I hnn by Ehe As,s. ht.aflt
P'riocl'P.al. one f~ll f1erio,rl ilr one- ~~o$ite- p.er ytltlr l>y \h~
P.-incipal. anct QM addltfo.".l f!,lll plirfod or on.a adl1itional
cCn1pO~itJ: f1er ye&r b)' e-ithe~' the ;orincipa) ::Ir "'hls.tant
Princip~l.

i~a~hers ~ith Special Needs~ A$ nany additional o~~e~Yatfon~ iZ
~r@ nee~ed should be na~e f~r tt.ch~~~ who hav~ perticular nee-d&
and for an~ t~at~e~ whO$B ~erforma~ce Is le~s than ~Ati~fatto~l.
The Pril1t;ip~l S'hOlIld .1bserve ifny t@.J'Gher fur whO!! an A-3S11i:allt
Pdl'J:(fpa1 t'l3-$ ~I,lbr.litt!:d , report of an unsnllilfaetory
observation.

For .1\.11 S.t.i\ff~ Pr!lvhi.;,n should ~ made for iI follow-up meeting
NT' £hI! oODnrver to cDlIJOOnd $t...e-r"J~ths :If perfoTJ'lei'lee itf'ld discuss
thE ll(letJ for illlpro'l'~Mt.f ff neceS$er,Y. IfIlth @ach. staff pers.on
bein.g o~$erll~d ..

3_ N~n~Su erv1sor ~t.ff~ Other Th~~ Cl~ssroarn TEmc~er5~ ~trYi~ In
Qi:mlUn (Qn ,~ t" c', ecn ::. uCI 10n or- 1 C 00 So:
~r ~on-superv $or~ 5 B ~t er t ~~ c a5~room tea~ er$ and

s.cnool :s;et::t-ttillries, ttle Pl"ir't¢1pal or ot:t,er Rllting OffitQr. ",here
appTopTiDt~~ $hould for~lly observ~ a pro~.tionary emptoyee
pedQr(lll1ng his {lr her duties for th-e t.q1.l1val.e-nt of two flull
perioo$ per .}'I!:IU"'. f~r tem.ll"ili:! sta.ff. tne formal a'la-erv.a.ti(lti
SIlOlJld be for 't~'.ri!: oil'luhal.ent ~ one fun period per- ,Year ..
PrDII;SlCm $hOl.Jld be ~tJ:e TOl'" a follQ\ll"'up G'leetin9 for the
re'Jote-wel" 'Co cor.II'end stTe'ngth-s of pel"'fDr~i1"CE ,alnr;f discuss the
Ileed for tlnIH'Ul{e~rrt, if l'Pt'Ceua.ry. ~it.,. 'to1l:cn sta.ff pe't'son being
observed.

'F'~ pr'Ob~t;(]nary schQOl '$I!"cretaries. thE- Principi11 Qr Aui$unt
Prillc1~1 ~hould ha'l'. ~ conference with th~ ~!trBt4ry and ~evf~w
his. oQP'" hiT' r-ecords. t ....i(! pe-r year, leedinog to ioll official
repOrt. For tenu~ $cn(]ol secr~t!ries. a cgnftrence and r!view
of rlc<lrds shOfllld be held <It'l'C1!' per ydr foll<l'wled by an olfkial
T~ort+

!I:. S\lPEIlV1SilllY PEllSONlrEL

'Suj:ler-vi:;ory Pet"for'manU PlannIng RepQrU mI,l!';t D@ inithUd no lat-er
thAr'l the lJ.eginr'!1I'lg or the 5cnool yl!.ll1'. Eith.... h.te hI tne s.pring
te:rll'l Q-f tl'.e preceding SCkoQl )'I!-ilr or iilrly if} the CUl''l''!r.l s.chaol
yel". u$\Ially in the lOOnth 'Of S.-ptnber, e <:onfl!r~!nce must 'be
~chedyled tfJ t!5.tll.!lis:h l'lutJ,Jl,l b d9Teed upon perrOr"fIIltJCe gna1s 1nd
specfof;c ilbje-c;tive$ fQ. the :re~"T The: evaluati", 5IJptr¥iS-oY" lind
t'tJe 5ilp-Grvis(lr 'CD be l!'\lallJatli!:d :should m!et lit rtgl.lioil" intery~ls
~~l"in9 tne l~er to re~tew the abjetti~e$, modif~ them wherQ
requir~d~ and <ii$euss p~U e~wilr-ds th.eir ..KhfuI51Eflt. A
nini'l:lulii of two fl)nolJ~Up confl!re-nces In iodditTQ.ll to the fnith.l
gOa,1-5ittin!il confe-renee g reQ1,If't''!d. Tna t""'.f,lua.t1rt9 SUpoeI"VlS';]r' is
reqlJfr-ed to [;oot'ltte an end uf y...r Sa.IliU'jl lAuch 'inclwii .a
summary of the ~loyte'J $trcAgest ~$~tSI I~Qa$ for futurf
conc~ntratfon_ ~nd an indicatiQn as to ~e~h~ t~ e~ployee'~

pE!tfOl"tta1U~e- uceedeo::l npectatilJ"'. l\'Itt 6Xpf'Ctition~ Qr was b.;:lDw
e~De(t!t1Gn~~ oes~r1pti~e evalultionS ~nt ~~de On the b~s,s of the
mtually alJr~ed upoo 'Sp~r;;11' fc !='erlorllillnl:e ubJect ins e-'Statllt sl1ed at
the b-eginnin; of t.he ye.ar and tt«lir ac.nievement <Iutil'll] the tOuI"S@
af t~ r.ti~ p.rfcd.



WRITING FORMAL OBSERVATION REPORTS
(Excerpt from "A Guide for Principals ofIntermediate and Junior High Schools" p.144)

• A major objective of a written report is that it be effective in improving
teaching without reducing morale.

• A supervising principal should have flexibility in the use ofwritten reports.
The type and nature of the report depends upon the particular situation.

• The written report should follow the post-observation conference in which
there is agreement by supervising principal and teacher on crucial points.

• The primary goal of supervision is to improve classroom instruction.

• Supervisory visits focus on the lessons being taught.

WRITING FOBMALOBSERVA.TIONREPoRTS ApPENDIX C



S~ECIAL CIRCULAA .'0, .~ 1~lll7·88

B. Crlterto

ilu! "Pedi:l9{19 ie SLJPiI'ty I:sOr".)I' Peno:n:ne1 R1ar-t ~ (OP 3.52.) wtlich is ta­
b!!' lJtflf:W fol"' all SU.l1eTOJ1sory sh" fnchldes three 'Sections:
Section A - P"i!'rfc.r~I'lC. P"T"'l'rI'lfng~ Sectillrl B .. Supllrf/ttory Ratil19
l~~ Sect1~n C - Super~isory Service prior to T~n~r~~ Th@ crite~f~

for e\'0111 ',Jat i n!3 ,) s·Jl:!f"r'V1Sa-T I So perf llrtilan..:;e o!Ire t'O !Nt f!ld 1O::attld by
uti 11,zfng Section A - Pe-rfor'!'ll4nc.e pla.,nl~g. Pe-rf'Or-lRi)nr;@ gl}dl~ are
det.erllined ~ased Dl'l the rna.joT ar!!!as 'Of r&Sptirls.ibf1i:ty Df
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To:

From:

Subject;

OFFICE OF L~OR RELATIONS

February 5, 1998

All Staff Members:

Harvey Nagler
Stanley Fogel

Forma] and Informal ObservatiollS

Both Maria Guasp* (head of committee for 'Teaching for the 21" Century") and
Teresa Mehrer', UFT representative to the committee, agreed on the follov.'ing
definitions for "FO&\IAL' and "fNFOIUvlAL" observations.

FORlvfAL: A formal observation is one where the teacher knows the supervisor is
coming and that the observation will be part of the file record. A pre and post
obsen-ation conference should be held.

INFOR..\lL4.L: In an informal observation, the super.... isor may drop in at any time of a
period and stay for aJl or part of the lesson The teacher is not expecting the supervisor.
The supervisor may give oral ror v.Tilten recommendations; however, if a written
observation is made part of the teacher file a post-observation conference should be hdd.

Judy Chin·< Director of the Office of Instruction, agrees with these definitions.

* All were spoken to directly.



: CIDEE EXECUTJYES' MEMORANDUM # 80

March31 ,1998

TO: ALL SUPERINTENDENTS
ALL PRINCIPALS

FROM: William P. Casey~
ChiefEncutive for
Program Development
& Dissemination

Margaret R Harrington, Ed.D.~ /Iii . ,1,
Chief Executive for School Pro,f'{l!t'7 .
& Support Services

SUBJECT:
.

'PERFO"&"fANCE REVIEW AND PROFESSIONAL DEVELOPMENT
PLAt"/" FOR TEACHERS

.. '-.

The Board ofEducation of the City ofNew York and the United Federation ofTeachers are
committed to supporting teachers to insure the highest levels ofprofessionalism and quality
in the teaching process. To this end, the Board and the UFT established a Teacher
Evaluation/Observation Committee, which undertook a two-year study ofinnovative
teacher evaluation/observation practices in the New York City public schools and
throughout the United States. As a result, committee members recommended significant
changes in annual performance review procedures. These recommendations are embodied
in "Teaching for the 21 U Cenrwy", a comprehensive guide that provides a framework for
performance review and school-based professional development. They were reviewed by'
the Chancellor's Performance Review Committee representing school-based staff and
parents. Focus group discussions facilitated the development of broad·based consensus on
the characteristics ofgood teaching. Following the study, the UFT and the Board agreed, as
indicated in the most recent teachers' contract, upon an alternative Teacher Performance
Review model which gives tenured teachers, in collaboration with supervisors, a choice
between Itsing the traditional formal observation or designing and implementing alternative
techniques, known as annual performance review options, for teacher evaluation.

Principals should review "Teaching for the 2 l" Century" in its entirety. A summary of the
salient features of the evaluation/observation process is here provided.
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SUMMARY OF PROCESS OPTIONS FOE EVAI.UAIlOOZOBSERYATION OF
TEACHERS

Recognizing the importance ofeffective professional development and teacher evaluation
practices to promote quality classroom instruction, the Board and the UniOl;1 ha.Ye.de~eloped

a model for teacher performance reviews designed to: (I) encourage ongoing professional
growth, and (2) take into account varied levels ofexperience and/or expertise that teachers
bring to their classrooms. Where appropriate, the performance review must include clear
and specific recommendations for professional growth,

CQMPONENT A [An..rlUal Performance Options] offers a tenured teacher a
broad range of annual performance options and an oppommity to set h,is or
her own goals and objectives in conjunction with the supervisor, in order to
demonstrate the teacher's professional growth. Both the teacher and the
supervisor have to agree to the performance option selected by the teacher.

Component A can be used to encourage teacher's ongoing professional
growth and th~use of innovative instructional approaches. The annual
perl"onnan!=e review should be related to:

A. agreed upon characteristics ofgood teaching,
B. school-based educational goal and objectives,
C. outcomes expected in terms ofstudent performance,
D. classroom instructional stl'ategies andlor individual teacher

needs assessment.

Teachers, in collaboration with their supervisor, will prepare a brief written statement
describing their annual performance option in terms of their own goal(s) and objectives for
the school year. At the end of the year, the impact of these teaching activities On their
smdents should also be summarized and evaluated jointly by teacher and supervisor.

'.'

A satisfactory tenured teacher, in consultation with his or her principal or supervisQr, may
choose either Component A or B, or both, as the basis for an annual performance review.
This choice should be made in the Spring on the preference sheet; the principal or
supervisor must be in agreement with the teacher's choice. If they are not in agreement,
"Teaching for the 21" Century" sets forth a process that facilitates differences.

COMPONENT B [Fonnal Observations] is the traditional classroom
obserVation by a principal or supervisor with written feedback and!
or comments.
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Pre-confercnces for all fonnal teacher observations are required. Each pre-conference
should faU into one of the following categories:

For "If' rated Teachers
or those in danger of a

'V'rating

For all "satisfactory" teachers

For all untenured teachers

.
a one-to-one conference bccwcen supervisor
and teacher-length ofmeeting is open
ended - discussion focuses on the content of
the lesson and areas to be evaluated. The
supervisor's evaluation may go beyond the
areas noted above dependent upon what is
observed. .

a) small group meetings (department, house
academy meetings) - focus ofmeetings to be
areas to be evaluated, e.g., questioning,
techniques, participatory strategies, etc.

or
b} . written notificationoutIining a menu of
possible iustroctional areas to be evaluated
during the formal evaluation - teacher gives
input on the areals to be addressed

or
if teacher requests:
c) based on teacher interest, a one-on-one
pre-conference may be requested in writing
by the teacher and it must be granted.

depending on the needs of the teacher,
administrator and teacher could agree to
Component A pIus Componel:).t B.

The fonnal observation including both a pre- and post-observation conference and written
feedback is required for new and probationary teachers, tenured teachers in danger of
receiving an unsatisfactory rating and tenured teachers who were rated unsatisfactory the
prior year. In collaboration with their principal, these teachers may also utilize Component
A as part of their performance review. This does not replace Component B. Tenured
teachers who are new to a school will have a formal observation by their principal near the
beginning of the term; after a satisfactory observation, they may then choose, in
collaboration with the principal, either Component A or B, or both.

For purpose of review by the Superintendent or designee, a pre·observation conference is
not required.
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At the high school level and at other secondary schools within districts 85 and,89 and in..:
district 75, new and probatiolllUj' teachers must have a minimum offotir(4ffoi:tna(~"\
classroom observations a year (two per term). New and probationary teacb.ers in elementary
schools must have a minimum oftwo (2) formal observations a year. The school principal
wi!! conduct at least one observation ayear;.the, .! 'lllpr:incipahnay-condtlet~'Other

three. These are minimums. This does not limit the observation/visit assistance from an
assistant principal or principal to any teacher.

CHOOSING COMPQNEm A OR B - A RECAPmU.ATTQN

Satisfactory, tenured teachers may choose Component A or B or both, with
the concurrence of the supervisor.

New and probationary teachers new to.a school and tenured teachers who
received an unsatisfactory rating the prior year and tenured teachers who are
in danger ofreceiving an unsatisfactory rating must have formal ObServatiOllS
including a pre-cbservation and post-cbservation conference by the principal
or designee as part ofa prcscripti~e plan to improve their teaching. These
teachers J:XliCL.also utilize Component A at their principal's discretion.

Tenured teachers who are new to a school will have a formal observation
(Component B) by the school principal near the beginning ofthe term. After
a satisfactory observation, they may choose, in collaboration with the
principal, Component A or B, for their performance review.

None of this negates the supervisor's role and responsibility in the
observation ofal! aspects of the school in relation to instructional, co­
curricular and extra-curricular activities.

MRH:rf


