DRAFT SAMPLE FORM- Not for distribution-  just “concept discussion”

OBSERVATION CYCLE ANNUAL PLANNING CONFERENCE FORM

TEACHER NAME:

 SCHOOL:

TEACHING ASSIGNMENT

DATE SUBMITTED:




SCHOOL YEAR:

Teacher Focus:  Which section(s) of the Professional Qualities and Responsibilities have you selected as your focus for this observation cycle?   Please provide a short narrative about why you have selected it and what you hope to accomplish.

Principal’s Focus:  Are there additional sections of the PQR you want the teacher to focus on for this observation cycle?  If so, please list and provide a short narrative about why you have selected it and what you would like to see accomplished.

Principal Signature:

Teacher Signature (Teacher signature indicates understanding of the principal’s expectation for the area(s) of focus.

Date of planning conference:

DRAFT SAMPLE FORM AND DIRECTIONS- Not for distribution-  just “concept discussion”
OBSERVATION CYCLE ANNUAL PRE-OBSERVATION CONFERENCE FORM DIRECTIONS:

Directions for teachers-

1. Review and sign the Professional Qualities and Responsibilities (PQR) form- Give signed copy to your school principal

2. Select the specific PQR section you wish to focus throughout your clinical cycle for the year.

3. List the PQR section you wish to be the focus and write a short description of why chose it and what you hope to accomplish through this focused work and feedback.

4. Submit the Pre-conference form to your principal (by specific date). You should be prepared to conference with your principal about your focus (by specific data)

Directions for principals-

1. Verify that the PQR has been reviewed, signed and submitted to you.

2. Review the pre-observation conference form to determine if you agree with the PQR section of focus selected by the teacher.

3. Determine if there are additional areas you would like to see be the focus.  Be sure to keep this to a reasonable number.

4. Add any additional areas to the principal section

5. Prepare to hold the pre-observation conference prior to (date)

6. Be certain to get teacher’s signature on the form.

