CLASSROOM OBSERVATION CHECKLIST
HAVE I...?
· Had my Felony Conviction Statement notarized, and turned into the GA by January 28, 2011?
· Filled out my Plan 1 form completely (including schedule), and turned into the GA by January 28, 2011?  IF YOU DECIDE TO PICK PLAN 1 AND DO NOT HAVE YOUR FORM TURNED IN BY January 28, 2011, THEN YOU MUST DO A PLAN 2.  IF YOU PICK PLAN 1, THEN ONCE YOU ARE PLACED IN A SCHOOL YOU MAY NOT CHANGE SCHOOLS.  NO EXCEPTIONS!!!
OR

· Set up an observation with the school of my own choosing (Plan 2). Filled out the form completely, and turned in to the GA by January 28, 2011?
· Picked up my:

- Timesheet and Conduct reports (a.k.a. Observation Timesheet), you must fill out the top half yourself – the rest is for your Cooperating Teacher(s) to evaluate you.  Make sure you have one per teacher you observe.  (Due April 22, 2011)
-Prepaid postage CSC Department of Education envelope(s) for the timesheet and conduct report returns (give to the teacher you observe).
· Have I read the: Do’s and Don’t’ Tip List- Just a few helpful hints. (Located on the back of this page.)
· Contacted the school the day before my scheduled observation to check in with the teacher, making sure I am aware of any last minute changes that may occur. 
· After two weeks, checked with the GA to see if any of my Timesheets and Conduct Reports have been returned to the office (This is important – they must by returned in order to verify my observation experience and clear my grade for the semester.)
· Contacted the principal of my observation site IF I failed to keep my observation date appointment.

· Rescheduled another appointment with the school if I missed my previously scheduled appointment.
· Sent a Thank-You letter to the teacher and/or observation site.
DO’S AND DON’TS
FOR OBSERVATION EXPERIENCE

DO:

· Check in with your school’s administrator when you arrive – let someone know you are there to observe.

· Be polite to everyone.  You only have one chance to make a good first impression.

· Dress professionally – in other words..NO JEANS!!  You want to distinguish yourself from the students.

· Be clean and well-groomed.

· Be helpful.  Ask the teacher if there is anything you could do to help.

· Observe the teacher’s style of teaching.  Be cautious of the comments you make to the teacher on the way they handle things.  Some teachers may take offense easily.  Remember too, that they will be filling out an evaluation report on you.

· Sit in a place where all eyes are turned away from you, or ask the teacher you are observing if she/he has a place for you to sit.

· Represent yourself well.  Remember, you are also representing Chadron State College.

· Think if you want to do this as a profession.  

· Send a follow-up letter to the teacher and/or school thanking them for their assistance.

DON’T:
· Become pals with the students.  Talking to them is both instructional and helpful, but getting too friendly is NOT appropriate.

· Evaluate the teacher.  You are there to observe his/her style of teaching.

· Don’t be rude by using your cell phone- this includes texting!

· Don’t chew gum in the school.  Most of the students are not allowed to chew gum and it doesn’t look good if you are.  

