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9 Simple Steps for a Helpful Peer Observation: A Practical Guide for TCNJ Faculty
[bookmark: _heading=h.1vsny9h8rux1]Peer observations of teaching are meant to support professional development and help us learn from one another. This guide outlines a simple process for doing an observation that is thoughtful, respectful, and useful for both the instructor and the observer.
1. Choose the Course and Observer
Early in the semester—by week 3—the faculty member being observed (the "instructor") meets with their Peer Review Committee (PRC) chair or another designated colleague (the “organizer”) to figure out which class should be observed and who will serve as the observer.
2. Pick a Date for the Observation and Associated Meetings
The instructor and observer agree on when the class observation, pre- and post-meetings will happen, or the organizer arranges this. 
· The observation should take place by week 12 of the semester to allow enough time for follow-up. 
· Before the class visit—at least a week in advance—the instructor and observer need to meet (in person or virtually) to talk about the class and what kind of feedback will be most helpful.
· Schedule the post-observation visit for within a week after the class.

3. Let the Department Know
The instructor should tell the organizer (and/or department chair, staff person) the date of the observation. This helps with tracking and reminders.
4. Share Class Materials
Once the observation is scheduled, the instructor should share the course syllabus and a brief summary of the class session to be observed. This summary might include the topic, goals, planned activities, and any relevant learning outcomes. These materials should be shared before the pre-observation meeting so the observer has time to review them in advance.
5. Meet to Talk Before the Class
The pre-observation meeting is a chance for the instructor to share context and for the observer to ask questions. This conversation helps focus the observation and ensures the process is supportive and constructive. Helpful questions to ask include:
· Course context: “What’s the overall goal of this course, and how does this session fit?”
· [bookmark: _heading=h.6ox4nn1y006d]Student dynamics: “How many students are enrolled, and what’s the vibe this semester?”
· Activities: “What will students be doing during this class? What should I expect to see?”
6. [bookmark: _heading=h.ejdsvukz97cs]Observe the Class
The observer attends at least one hour of class, taking notes on how the class is structured, how students engage, and how the lesson connects to course goals. The observer should not participate in the class, but should observe, unless the instructor specifically requests some form of participation (e.g. a quick self-introduction).
7. Write a Draft of the Feedback Report
After the class, the observer writes a draft report that reflects what was discussed in the pre-observation meeting. The report should:
· Point out strengths in the teaching
· Offer specific, constructive suggestions for improvement
· Focus on what actually happened in class, in context
Observers may want to consider these areas (as per the official guidelines which appear on the next page):
· Course materials (Are the syllabus and assignments clear and aligned with course goals?)
· Class organization (Was time used well? Were objectives clear?)
· Content knowledge (Did the instructor explain ideas clearly and at the right level?)
· Clarity (Were examples used? Did the instructor check for understanding?)
· Teaching strategies (Were discussions, activities, or media used effectively?)
· Presentation (Was the instructor engaging and clear?)
Student rapport (Were students encouraged to participate? Were multiple perspectives welcomed?)

8. [bookmark: _heading=h.d1xx59yrs1j7]Meet after the Class
Within a week after the class, the instructor and observer meet again to talk about the experience in the post-observation meeting. The instructor shares their thoughts on how the class went, and the observer shares their feedback based on the draft report.
9. Finalize the Report
The observer finalizes the report within a week of the follow-up meeting. A signed copy should go to the instructor and the PRC chair.
[bookmark: _heading=h.7tdbdcyi1lsp][bookmark: _heading=h.ywcq6g703qth][bookmark: _heading=h.1i7zrvvxmq0j]This process is meant to be collegial and developmental. Done well, peer observations are a great opportunity for reflection, conversation, and growth—for both the person teaching and the person observing.
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