1. Pre-observation conversation (in person or by email) between instructor and visitor where: 
a. Instructor and visitor determine at least 2 specific details about teaching on which instructor would like feedback. "Specific" means the instructor and visitor come to agreement about observable actions, utterances, and dispositions the visitor is to look at and report back to the instructor on. For example "Let me know if I am engaging students" is too vague; specific and observable aspects of this might be: "What evidence is there that I am making effective eye contact with students? Does it seem to be distributed across the classroom? If not, where is it concentrated?" OR "What evidence is there that students are on task during the class activities? What evidence is there that they are off task more than X% of the time?" 
b. Clearly define visitor's role during the observation (e.g., is visitor a class participant, "fly on the wall observer," something else? Will instructor introduce visitor to the class or not? When should visitor arrive (at start of class, before start) and where will visitor sit?)
2. The classroom visit - visitor arrives at the agreed time, sits as agreed, and observes as agreed. Visitor focuses on the aspects the instructor asked for feedback on and may take notes on these and other aspects. Include information in notes such as room number, time of day, number of students present. 
3. Completing the report: 
a. Visitor generates draft response for teaching observation summary form and meets in person with instructor to discuss these notes. Notes may be handwritten or typed. 
b. Visitor types final version of observation summary - including time and place of observation, number of students present and total enrolled in class (instructor will have this last piece of information). Visitor signs form and instructor, if comfortable with nature of the report, also signs (e.g., visitor may put the typed form in instructor's mailbox to sign). If instructor is not comfortable with the typed report, another meeting between visitor and instructor is in order to resolve report to the satisfaction of both. Instructor makes a copy of the signed final form for own files and returns the original to the visitor. 

