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Purpose
The purpose of the instructional feedback pre-observation conversation is to discuss the process with the leader’s evaluator and gather information about the preparation that the leader has done for the observation activity.  







Preparing for the Conversation
	Evaluator will…
Review any documentation that is submitted by the leader and aligned to the Maine Schools for Excellence (MSFE) LEPG Rubric standard indicators.
Review the pre-observation questions and make note of any clarifying questions to ask the leader.
	Leader[footnoteRef:1] will… [1:  For the purposes of this form, “leader” is defined as a principal.] 

Submit any preparation documentation to the supervisor at least two days prior to the scheduled observation. 
Review and prepare responses to the pre-observation questions. This can include collecting documents that are applicable to the observation activity. 
Review professional goals and identify indicators of focus for the conversation or the observation. 


During the Conversation
	Evaluator will…
Ask questions and take notes on the conversation. 
Collaboratively identify and document specific indicators of focus for the observation. 
	Leader will…
Share responses to the questions and share documents, if any. 
Collaboratively identify and document specific indicators of focus for the observation. 


After completion of the pre-observation conversation, both the leader and evaluator should sign and date the form. 


Pre-observation Conversation
Leader Name: _______Jane Smith_________________________________________________
Evaluator Name: ______Lisa Midland_____________________________________________
	Activity to be observed: Teacher Performance Evaluation for Professional Growth (T-PEPG) Observation Conference 

	Date of pre-observation conference: 10-14-2015
	Time of pre-observation conference: 9:00 a.m.

	Date of observation: 10-16-2015
	Time of observation: 12:20 p.m. to 1:20 p.m.


Leader should review the following questions and prepare responses for the pre-observation conversation. Responses can be submitted electronically or in writing prior to the conference. During the conference, the leader and evaluator will discuss the questions and share any relevant evidence.
With what teacher will I be observing you conduct a post-observation?
	Ms. Loeks, 5th-grade teacher with six years of experience 


What are your goals for the conversation going to be?
	Ms. Loeks did well overall and showed continued improvement on asking higher order questions but still missed opportunities to use them in the lesson observed. Ms. Loeks also did not adequately plan for how to address student misconceptions. By the end of the conference, Ms. Loeks should (1) know and understand the observation scores she received, (2) have identified specific ways she could have used higher-order questioning, and (3) have identified better ways to plan to address student misconceptions in advance.



How are your goals for the conversation connected to the teacher’s T-PEPG goals and your professional goals, if applicable?
	One of Ms. Loeks’s professional goals is to develop in advance a set of higher order questions she plans to ask for at least three of her classroom discussions for each unit. 
My professional goals do not directly connect, although one of my goals focuses on providing more concrete, in-person supports to the fifth grade team around implementing the Common Core State Standards, and this conversation is certainly related to that. 


Are there areas I should be looking for specifically to help you improve your feedback and coaching skills?
	I have found that I tend to do most of the talking during the post-observation conferences, especially with quieter teachers. I am hoping that asking the teachers to reflect on a focused component will help them come with things prepared to share rather than reacting to my feedback; this has not always worked. I would like you to pay particular attention to the kinds of questions I ask the teacher—are they the best ones to get the teachers to talk and share?



Signing below indicates that the pre-observation meeting took place. A signed copy should be provided to the leader. 
Evaluator Signature: ____________________________________ Date: _________________
Leader Signature: ____________________________________	Date: __________________
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Handout 2: Example Evidence Statements 
	Evidence Statement
	Type?
	Rewritten Statement

	1. P—upset with how T handled struggling student. (P should have asked why she moved on.) 
	
	

	2. P—not paying attention to T talking, seems distracted by laptop, not looking at teacher.
	
	. 

	3. P—“I really appreciate how you used pacing, the kids were really keeping one another on task—the 2 minute limit kept them engaged.”
	
	

	4. T disagrees, did this 3 times. P—says he disagrees, why and what T should do differently. (P too loud!)
	
	

	5. Uses evaluation forms well. Filled out and P talks about them during conference. 
	
	

	6. P and T seem tense, P talks too fast, T unable to follow. 
	
	

	7. Observation notes were incomplete and only 1 or 2 sentences of written feedback were given on each standard. 
	
	

	8. P notes low rigor in the lesson, says students were bored, weren’t staying on task. Asks T why she chose that activity.
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Handout 3. Evidence Statements Key
	Evidence Statement
	Type?
	Rewritten Statement

	1. P—upset with how T handled struggling student. (P should have asked why she moved on.) 
	Verbatim
	P asks, “What happened when Leslie didn’t know the answer? What did you do?” 

	2. P—not paying attention to T talking, seems distracted by laptop, not looking at teacher.
	Factual Summary and Numeric
	P—looks at laptop most of time, reading observation notes to himself, eye contact with T during explanation only briefly, 2 or 3 times, never when T is talking. 

	3. P—“I really appreciate how you used pacing, the kids were really keeping one another on task—the 2 minute limit kept them engaged.”
	Verbatim
	

	4. T disagrees, did this 3 times. P—says he disagrees, why and what T should do differently. (P too loud!)
	Verbatim
	T—“I said the rating scale they should use 3 separate times.”
P (raises voice)—“I know you think the kids got it, but you need to also write it down and give it to them on paper.”

	5. Uses evaluation forms well. Filled out and P talks about them during conference. 
	Factual Summary
	P—points to section of observation notes where T used questioning to re-engage a student and explains how it fits under “Effective” in Core Proposition 2.1.

	6. P and T seem tense, P talks too fast, T unable to follow. 
	Numeric
	P—(covered 3 standards in 2 minutes) teacher nods and says “OK,” asks, “I’m not sure about…” but P moves on to next standard. 

	7. Observation notes were incomplete and only 1 or 2 sentences of written feedback were given on each standard. 
	Observed and Numeric
	

	8. P notes low rigor in the lesson, says students were bored, weren’t staying on task. Asks T why she chose that activity.
	Factual Summary
	






Handout 4: Sample Post-observation 
Instructional Feedback Post-observation Conversation
Purpose
The purpose of the instructional feedback postobservation meeting is for the leader and evaluator to review observation evidence and share feedback.  






Preparing for the Conversation
	Evaluator will…
Review notes and score the instructional feedback practice by citing evidence in the notes.
Identify areas where information may be incomplete or missing.
Identify areas of strength and opportunities for growth by citing evidence from observation. 
Prepare specific questions about the school leader’s feedback practices to fill in gaps in understanding.
Review the post-observation questions and make note of any additional questions or alignment with professional goals (Part 1).
Check to ensure the post-observation meeting fits with school leader’s current schedule.
File observation forms for reference during the summative scoring and professional growth planning process.
	Leader will…
Use the MSFE LEPG Rubric to self-assess his or her performance during the observation.
Review and prepare answers to the post-observation questions (Part 1).  
Collect and analyze documents related to the observation.
Identify areas of strength and opportunities for growth from the observation and analysis of evidence. 
Check to assure the post-observation conference is scheduled at a time when you and your supervisor are currently available.


During the Conversation
	Evaluator will…
Ask questions and take notes on the conversation. 
Share evidence, strengths, and opportunities for growth.
	Leader will…
Share responses to the questions and documents from the observation. 
Use evidence to identify strengths and opportunities for growth.


At the end of the conference, the evaluator and leader will receive a signed copy of the completed documents, which includes planning for growth.  



Post-observation Conversation
Leader Name: ___________Jane Smith_______________________________ ___________	
Evaluator Name: _________Lisa Midland_________________________________________	
	Activity observed: T-PEPG Post-observation Conference

	Date of observation: 10-16-2015
	Length of observation: 20 minutes

	Date of conference: 10-17-2015
	Time of conference: 12 to 1 p.m.


Instructions: Leader should review the following questions and prepare responses for the post-observation conversation. Responses can be submitted electronically or in writing prior to the conference. During the conference, the leader and supervisor will discuss the questions and share any relevant evidence. 
Were action steps identified for the teacher to improve his or her performance? Please explain why these action steps were chosen.
	During the classroom observation, Ms. Loeks did well asking her pre-selected higher order questions during the observation; however, she missed opportunities to ask higher-order questions that built off students’ responses during the lesson. The action step for this area we identified is for Ms. Jones, another teacher in 5th grade, to conduct a peer observation for Ms. Loeks looking explicitly at this issue. Ms. Jones is very skilled at incorporating higher order questioning in classroom discussions and can offer Ms. Loeks additional strategies or ideas. Ms. Loeks may also consider visiting Ms. Jones’s classroom to observe her in practice as well. 
The other area I wanted to focus on was anticipating and preparing for student misconceptions. It seemed like students got lost when the lesson shifted from the lecture/discussion to group work. A handful of students found it difficult to start the task because they did not understand the background geometric concepts needed. Ms. Loeks and I discussed examples of what students didn’t seem to get and brainstormed 2 or 3 ways she might alter the lesson in the future to anticipate those misconceptions. 


What was the tone of the post-observation conference? Please explain.
	The tone was polite and collaborative for the most part. Ms. Loeks offered ideas and readily answered my questions. She had already completed a self-reflection on the lesson and came with several of her own questions to discuss. 


How representative of your normal practice was the session that I observed? Did you feel that you adjusted what you said because I was in the room observing you? If so, how?
	It was largely representative of my normal practice, although I think I was a bit more formal in my approach than I normally take because of the observation. I did not adjust the substantive feedback or the manner in which I gave it. 





What steps did you take to establish trust and collaboration with this teacher prior to, during, and after the post-observation meeting that I observed? Did the leader help develop trust and a collaborative relationship with the teacher?
	I provided all the written feedback in advance so she could review and encouraged her to bring additional evidence or explanations as needed to the meeting. She brought some of the student work from the lesson I observed so we could discuss what seemed to have worked well and where the students were still struggling. During the conversation, I tried to use high-level questions as a way to both provide her an opportunity to reflect but also to share her interpretations of the observation evidence. After the meeting, I followed up with Ms. Jones and Ms. Loeks to make sure they had connected and were working on finding time for sitting in to observe one another.
Evaluator: Ms. Loeks’s readiness to bring additional evidence, to push back during the conversation or ask for clarification, and her willingness to collaborate in coming up with alternative strategies during the conversation all suggest she trusted Ms. Smith and was ready to collaborate with her.  



Signing below indicates that the post-observation meeting took place. A signed copy should be provided to the leader. 
Evaluator Signature: ____________________________________ Date: _________________
Leader Signature: ____________________________________	Date: __________________
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