


Masterclass in TESOL Lesson Observation & Feedback
Setting Up an Observation Checklist

Use this checklist to ensure a smooth, professional observation process that supports teacher development. A well-organized observation cycle reduces teacher anxiety, ensures fairness, and maximizes the developmental impact of feedback.
Observation Setup Checklist
	✓
	Task
	Phase

	☐
	Check notes from previous observations
	Planning

	☐
	State the purpose of the observations clearly
	Planning

	☐
	Set up professional development session for lesson planning
	Planning

	☐
	Create observation timetable for teachers
	Planning

	☐
	Allow for negotiation with teachers over preferred class
	Planning

	☐
	Inform teachers of confirmed observation time and location
	Pre-Observation

	☐
	Inform teachers of lesson type required
	Pre-Observation

	☐
	Provide lesson plan format
	Pre-Observation

	☐
	Provide post-lesson reflection document
	Pre-Observation

	☐
	Advertise time for lesson planning support and feedback
	Pre-Observation

	☐
	Collect plans for comment
	Pre-Observation

	☐
	Give feedback/comments on plan
	Pre-Observation

	☐
	Inform learners about observations
	Pre-Observation

	☐
	Observe lesson
	Observation

	☐
	Collect completed post-lesson reflection document
	Observation

	☐
	Return annotated reflection document
	Post-Observation

	☐
	Give oral and written feedback
	Post-Observation

	☐
	Follow up with input or further training
	Post-Observation

	☐
	Advertise a list of the good things you observed
	Post-Observation

	☐
	Send 'Thank You' notes to teachers and learners
	Post-Observation

	☐
	Arrange professional development sessions based on observations
	Post-Observation



Key Principles
Transparency: Teachers should understand the purpose and process from the start
Support: Provide scaffolding through planning sessions and plan feedback
Recognition: Celebrate good practice publicly while keeping developmental feedback private
Follow-through: Use observation insights to inform professional development
Appreciation: Acknowledge that observations require effort from both teachers and students
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