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What’s InsIde

In this Evaluation Training Workbook you will find all of the tools, guides, rubrics, templates, 
and materials necessary to begin your understanding of the evaluation process.  

The workbook is divided into sections based on the materials you will need for each 
day of training. Included in the workbook are multiple copies of the rubrics that you 
will use to evaluate instruction throughout this training and pertinent lesson plans for 
the videos you will view. In addition to the rubrics, the workbook includes scoring and 
evidence templates that you will use to practice categorizing evidence observed and 
scoring lesson videos. Also, templates outlining the post-conference are included as 
part of the pre- and post-conferencing session of the training.

The last section contains lesson plans that accompany some of the lesson videos 
included in the training, directions for the online certification test, observer report 
forms, as well as reinforcement and refinement forms for practice.  

This workbook is meant to be used to enhance your training experience in the 
evaluation process.

©2011, 2010 National Institute for Excellence in Teaching. Do not duplicate without permission.
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teachIng skIlls, knoWledge, and professIonalIsm 
performance standards overvIeW

InstructIon envIronment

1. Standards and Objectives 
2. Motivating Students
3. Presenting Instructional Content
4. Lesson Structure and Pacing
5. Activities and Materials
6. Questioning
7. Academic Feedback
8. Grouping Students
9. Teacher Content Knowledge
10. Teacher Knowledge of Students 
11. Thinking
12. Problem Solving

1. Expectations 
2. Managing Student Behavior 
3. Environment
4. Respectful Culture

plannIng professIonalIsm

1. Instructional Plans
2. Student Work
3. Assessment

1. Community Involvement
2. School Responsibilities
3. Growing and Developing Professionally
4. Reflecting on Teaching

The Instruction, Planning, Environment, and Professionalism rubrics are on the following pages. 
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Performance Standard
Significantly
Above
Expectations (5)

At 
Expectations (3)

Significantly
Below
Expectations (1)

G
ro

w
in

g 
an

d 
D

ev
el

op
in

g 
Pr

of
es

si
on

al
ly

1. The educator is prompt, prepared, and participates  
in professional development opportunities.

Regularly Sometimes Rarely

2. The educator appropriately attempts to 
implement new strategies.

Regularly Sometimes Rarely

3. The educator develops and works on a personal 
learning plan based on analyses of school im-
provement plans and goals, self-assessment, and 
feedback from observations.

Regularly Sometimes Rarely

Re
fle

ct
in

g 
on

 T
ea

ch
in

g

4. The educator makes thoughtful and accurate as-
sessments of his/her effectiveness as evidenced 
by the self-reflection after each observation.

Regularly Sometimes Rarely

5. The educator takes action to improve his/her 
performance. Regularly Sometimes Rarely

6. The educator utilizes student achievement data 
to address strengths and weaknesses of students 
and guide instructional or support decisions.

Regularly Sometimes Rarely

Co
m

m
un

it
y 

In
vo

lv
em

en
t

7. The educator actively supports school activities 
and events. Regularly Sometimes Rarely

Sc
ho

ol
 R

es
po

ns
ib

ili
ti

es

8. The educator adheres to school and district poli-
cies for personnel. Regularly Sometimes Rarely

9. The educator works with peers in contributing to 
a safe and orderly learning environment. Regularly Sometimes Rarely

10. The educator contributes to the school commu-
nity by assisting/mentoring others, including col-
laborative planning, coaching, or mentoring other 
educators, or supervising clinical experiences for 
aspiring teachers.

Regularly Sometimes Rarely

professIonalIsm
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hInts for capturIng evIdence

During the lesson:

When capturing evidence, these strategies will help you collect accurate and defensible notes.

1. Time: Capture the length of different segments of the lesson.

2. Abbreviate: It’s tough to get down everything the teacher says or does, so, when 
possible, abbreviate. After the lesson, review your notes and write out what you 
abbreviated.

3. Verbatim: Capture verbatim dialogue when possible. Nothing is better than direct 
quotes of what the teacher and/or students say. Use a T for teacher and S for student.

4. Paraphrase: Use parentheses to indicate that you are paraphrasing, so when you go 
back through your notes you know what is paraphrased and what is verbatim.

5. Q & F: After you finish, go through your evidence and label all questions and feedback.

6. Upfront Summary: After you finish, go through your evidence and write a brief 
summary of the lesson.

7. Label: Begin to categorize your notes by labeling evidence for various indicators  
on the rubric. 

8. Lesson Analysis: Identify the lesson’s primary objective and its sub-objectives.

9. Circulate: Circulate as necessary to collect evidence from teacher, students, and  
student work.
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Scoring and Evidence Template for 7th Grade Science Lesson: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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Scoring and Evidence Template for 4th Grade Math Lesson: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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Scoring and Evidence Template for 4th Grade Math Lesson: Environment

Evidence Notes Environment Score

Expectations

Managing 
Student Behavior

Environment

Respectful Culture
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fIfth grade math lesson plan (traInIng example only)
 
UNIT: 3 PROPERTIES IN GEOMETRy
LESSON / CONCEPT: CONCEPT 2: CIRCLES AND POLyGONS / LESSON 21.2: QUADRILATERALS

GLE #  / OBJECTIVE:  Today, I will be able to classify quadrilaterals based on its sides and angles AND  
solve its missing angle.  GLE 24.

Higher-Order Thinking Questions:
1.  What are some similarities and difference between triangles and quadrilaterals?
2.  Can a square be called a rectangle?
3.  Is it possible for a quadrilateral to have 4 obtuse angles?

METHODS / ACTIVITIES:
 

Opening Dialogue: Today, we are going to learn about classifying quadrilaterals based on their sides and angles.  We 
are also going to solve the missing angle.  We are learning this because quadrilaterals are used in our everyday life: 
floor tiles, home designs, etc.

 Hook / Review (5-10 min) Teacher will show students an extravagant home with quadrilaterals in the design.

 Lesson Procedures (Direct Instruction, Guided Practice, Independent Study) (30-45 min)  

 1. Think about it… – students will decide on answers to questions on an index card that is taped to their desks.

 2. Review of vocabulary that is necessary in classifying quadrilaterals. Students will complete a “cheat sheet” during  
     the vocabulary discussion.

 3. Sorting Activity – students will work with a partner to sort characteristics of quadrilaterals. Students will go back  
     to think about it to revise their answers periodically.

 4. Angle Investigation – students will use calculators to discover the total of the angles inside of a quadrilateral.

 5. Rotation Stations – students will rotate with a partner to answer various questions about quadrilaterals.

 Real World Connection (5-10 min)  See Hook

 Closure / Reflection (3-5 min)  Summarize accomplishment of objective.
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Scoring and Evidence Template for 5th Grade Math Lesson: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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reInforcement plan form

Refinement Objective: 

 
 
 
 
 
Self-reflection question(s): 
 
 
 
 
 
 
Evidence: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Model: 
 

Reinforcement Area (Indicator): 

Self-Analysis Question: 

Evidence: 
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refInement plan form

Re�nement Area (Indicator): 

Self-Analysis Question: 

Evidence: 

Recommendations: 
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day 3
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Scoring and Evidence Template for 4th Grade ELA Lesson: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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reInforcement plan form

Refinement Objective: 

 
 
 
 
 
Self-reflection question(s): 
 
 
 
 
 
 
Evidence: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Model: 
 

Reinforcement Area (Indicator): 

Self-Analysis Question: 

Evidence: 
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refInement plan form

Re�nement Area (Indicator): 

Self-Analysis Question: 

Evidence: 

Recommendations: 
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day 4
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Scoring and Evidence Template for 6th/7th Grade Reading Lesson: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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reInforcement plan form

Refinement Objective: 

 
 
 
 
 
Self-reflection question(s): 
 
 
 
 
 
 
Evidence: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Model: 
 

Reinforcement Area (Indicator): 

Self-Analysis Question: 

Evidence: 
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refInement plan form

Re�nement Area (Indicator): 

Self-Analysis Question: 

Evidence: 

Recommendations: 
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additional 
resources
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teacher observatIon report template

Announced  Unannounced  

Date ____________   Time _______

License Number __________________________________

Observer _____________________________________

Teacher Observed _________________________________

School Name _____________________________________

Observation Number ___________

'Planning Observer
Score

Instructional Plans (IP)
Student Work (SW)
Assessment (AS)

Environment

Expectations (EX)
Managing Student
Behavior (MSB)
Environment (ENV)
Respectful Culture (RC)

Instruction

Standards and
Objectives (SO)
Motivating Students
(MS)
Presenting Instructional
Content (PIC)
Lesson Structure and
Pacing (LS)
Activities and Materials
(ACT)
Questioning (QU)
Academic Feedback
(FEED)
Grouping Students
(GRP)
Teacher Content
Knowledge (TCK)
Teacher Knowledge of
Students (TKS)
Thinking (TH)
Problem Solving (PS)

Reinforcement Objective:

Re�nement Objective:

Self
Score

Observer
Score

Self
Score

Observer
Score

Self
Score
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Adapted	  from	  the	  National	  Institute	  for	  Excellence	  in	  Teaching.	  Do	  not	  duplicate	  without	  permission.	  

	  

Observer	  Signature	  _________________________________	   Date	  ___________________	  

Teacher	  Signature	  __________________________________	   Date	  ___________________	  

	  

	  

	  Observer	  Reflection	  on	  Observation	  (Optional):	  

Teacher	  Reflection	  on	  Observation	  (Optional):	  
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educator professIonalIsm ratIng report

Teacher Name _________________________________  Date ____________     

License Number _________________________________    

Evaluator Name _________________________________  

School Name ___________________________________  
 

 

Evaluator Signature _________________________________ Date ___________________ 

Teacher Signature __________________________________ Date ___________________ 

Performance Standard Score 

1. The educator is prompt, prepared, and participates in professional 
development opportunities. 

 

2. The educator appropriately attempts to implement new 
strategies. 

 

G
ro

w
in

g 
an

d 
D

ev
el

op
in

g 
Pr

of
es

si
on

al
ly

 

3. The educator develops and works on a personal learning plan 
based on analyses of school improvement plans and goals, self-
assessment, and feedback from observations. 

 

4. The educator makes thoughtful and accurate assessments of 
his/her e�ectiveness as evidenced by the self-re�ection after each 
observation. 

 

5. The educator takes action to improve his/her performance.  

Re
�e

ct
in

g 
on

 
Te

ac
hi

ng
 

6. The educator utilizes student achievement data to address 
strengths and weaknesses of students and guide instructional or 
support decisions. 

 

Co
m

m
un

it
y 

In
vo

lv
em

en
t

 

7. The educator actively supports school activities and events.  

8. The educator adheres to school and district policies for personnel.  

9. The educator works with peers in contributing to a safe and 
orderly learning environment. 

 

Sc
ho

ol
 

Re
sp

on
si

bi
lit

ie
s 

10. The educator contributes to the school community by 
assisting/mentoring others, including collaborative planning, 
coaching, or mentoring other educators, or supervising clinical 
experiences for aspiring teachers. 
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InstructIons and process for onlIne  
certIfIcatIon assessment

To become a certified observer, you will complete a two-step process online.

1. view and evaluate a teacher lesson. 
2. Answer eight questions regarding the post-conference process.

DIRECTIONS  
you will need to log in to the training portal 
with the username and password provided. 
From the menu of choices listed, please 
select “Certification.”

  

STEP 1a. OBSERVE A LESSON 
First you will be asked to watch an entire 
video recorded lesson. Please note that you 
may pause the video momentarily, but must 
view the entire video in order to evaluate it. 

STEP 1b. EVALUATE THE LESSON 
Having completed watching the video, you are now ready to evaluate it. When you click the NEXT button, you will be 
presented with the Instruction Rubric. Select the best score for each indicator. 

When you click NEXT, your scores are compared to the National Raters’ scores and when you receive a passing score, you 
are prompted to continue to Step 2.

STEP 2. POST-CONFERENCE 
In this portion of the Observer Certification, you will be presented a series of questions regarding the post-conference. 
Upon successful completion of this step, you will be presented an opportunity to print your certificate! 

IF YOU DO NOT PASS 
If you do not successfully complete either portion of the process, you can retake the test in three days. you are 
encouraged to take advantage of your online and printed resources to prepare for the next opportunity.

IF YOU HAVE TECHNICAL DIFFICULTY 
Please review the Job Aide PDF available to download. If your issue continues, click CONTACT US at the bottom of the screen.
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post-conference WrIte-up scorIng rubrIc

significantly above 
expectations (5)

at expectations (3)
significantly below 

expectations (1)

Reinforcement 
Area

•			Identifies	the	standard	
where the teacher is most 
accomplished

•			Utilizes	language	from	the	
Instruction standard

•			Identifies	a	standard	
where the teacher is At 
Expectations

•			Utilizes	some	language	in	
the Instruction standard

•			Identifies	a	standard	
where the teacher is not At 
Expectations

•			Reinforcement	area	is	
ambiguous

Refinement 
Area

•			Identifies	the	major	area	of	
weakness

•			Refinement	area	is	
unambiguous, explicit, and 
utilizes the language in the 
Instruction standard

•			Identifies	an	area	of	
weakness

•			Refinement	area	utilizes	the	
language in the standard

•			Does	not	address	a	needed	
area of improvement

•			Refinement	area	is	
ambiguous

Reinforcement 
Self-Analysis 

Questions

•			Open-ended	questions	that	
focus on the reinforcement 
area

•			Questions	use	language	
explicitly tied to the 
Instruction standard to be 
reinforced

•			Questions	focus	on	the	
reinforcement area

•			Questions	use	some	
language from the 
Instruction standard to be 
reinforced

•			Questions	are	not	well 
focused on the 
reinforcement area

•			Questions	are	not	well	
connected to Instruction 
standards language

Refinement 
Self-Analysis 

Questions

•			Open-ended	questions	that	
focus on the refinement area

•			Questions	use	language	
explicitly tied to the 
Instruction standard to be 
refined

•			Questions	focus	on	the	
refinement area

•			Questions	use	some	
language from the  
Instruction standard to be 
refined

•			Questions	are	not	well	
focused on the refinement 
area

•			Questions	do	not	provide	
language from the 
Instruction standards
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significantly above 
expectations (5)

at expectations (3)
significantly below 

expectations (1)

Reinforcement 
Evidence

•		 Evidence	clearly	exhibits	the	
teacher’s major strength by 
explicitly integrating specific 
examples from the teacher’s 
observed practice

•		 Evidence	identifies	the	
teacher’s strength by 
providing some examples 
from the teacher’s observed 
practice

•		 Evidence	identifies	an	
incorrect area of strength

Refinement 
Evidence

•		 Evidence	clearly	exhibits	
the teacher’s major area for 
improvement by explicitly 
integrating specific examples 
from the teacher’s observed 
practice

•		 Evidence	identifies	the	
teacher’s major area for 
improvement by providing 
some examples from the 
teacher’s observed practice

•		 Evidence	identifies	an	
incorrect area of  
improvement

Recommend- 
ations

•		 Recommendations	are	
clear, appropriate, aimed at 
identified area of refinement, 
logically sequenced, and 
presented in a concise 
manner that will result in 
improved instruction in the 
identified area of refinement.

•		 Recommendations	are	
clearly connected to 
identified area of refinement, 
are appropriate and if carried 
out will result in improved 
instruction in refined area

•		 Recommendations	absent,	
vague, inappropriate, 
unrelated to identified 
refinement or not aimed at  
improved instruction in area 
refined 
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Additional Scoring and Evidence Template: Instruction

Evidence Notes Instruction Score

Standards and 
Objectives

Motivating 
Students

Presenting 
Instructional 

Content

Lesson Structure 
and Pacing
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Activities and 
Materials

Questioning

Academic 
Feedback

Grouping 
Students
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Teacher Content 
Knowledge

Teacher 
Knowledge of 

Students

Thinking

Problem Solving
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coachIng QuestIons for post-conferences

Standards and Objectives:
 » How do you decide on the standards/objectives you will teach?

 » How do you identify the sub-objectives for a lesson?

 » How do you decide on the method you will use to communicate the standards/objectives to students?

 » How do you utilize a visual of the standards/objectives during a lesson?

 » How do you communicate your expectations to the students?

 » How will you obtain evidence that most students have demonstrated mastery of the objective? 

Motivating Students:
 » How do you organize the content of a lesson so that it is meaningful and relevant to the students?

 » How do you develop learning experiences that provide opportunities for students to ask questions and explore?

 » How do you reinforce and reward the efforts of all students?

 » Why is it important for students to have opportunities to develop their own questions and explore for the answers?

 » How does motivation impact student achievement? 

Presenting Instructional Content:
 » How do you decide on the types of visuals you will use during a lesson?

 » Why is it important for the teacher to model his/her expectations for students?

 » How do you plan for effective modeling during a lesson?

 » How do students clearly know your expectations for their assignments and for what they are to learn?

 » When planning a lesson, how do you decide on the sequencing of the instruction within the lesson?

 » When planning a lesson, how do you decide on the manner in which the different elements of the lesson will  

be segmented?

 » How do you maintain focus in a lesson on the learning objectives?

Lesson Structure and Pacing:
 » How do you decide on the manner in which you will segment the different parts of a lesson?

 » How do you plan for effective closure within a lesson?

 » How do you plan for the pacing of a lesson that provides opportunities for students who progress at different rates?

 » How do you ensure that instructional time is used efficiently throughout a lesson so that all students remain actively 

engaged in learning?

Activities and Materials:
 » How do you decide on the types of materials you will use during a lesson?

 » How do you decide on the types of activities you will use during a lesson?

 » How do you develop activities that are aligned to the learning objective? 
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Questioning:
 » How do you decide on the types and frequency of questions you ask during a lesson?

 » Why is it important for teachers to ask higher-order questions during a lesson?

 » How do you provide opportunities for all students to respond to your questions?

 » How do you provide for wait time during a lesson?

 » What is the purpose for a teacher to provide wait time? 

Academic Feedback:
 » How do you decide on the type of feedback you provide to students?

 » How do you use student feedback to make adjustments to your instruction?

 » How do you engage students in providing quality feedback to one another? 

Grouping:
 » How do you decide on the instructional grouping of students during a lesson?

 » How do you hold groups and individuals accountable for work completed within a group?

 » How do you decide on the roles individuals will have when working in groups?

 » How do you communicate your expectations to students for their own work and that of the group?

 » How do you assess the performance of groups and individuals when it is completed in a group setting?

Teacher Content Knowledge:
 » How do you prepare yourself to teach (insert a topic taught)?

 » How do you develop or select instructional strategies to teach (insert the specific topic being taught)?

 » How do you decide on the ways in which you will connect the content being taught to more powerful ideas?

 » What are some other ideas to which you could have connected during the lesson?

Teacher Knowledge of Students:
 » How do you identify the learning styles of your students and incorporate these into your lessons?

 » How do you identify the interests of your students and incorporate these into your lessons?

 » How do you provide differentiated instructional methods within your lessons?

Thinking and Problem Solving:
 » How do you plan for activities and/or assignments that teach students different types of thinking or problem solving?

 » Ask teachers to reflect on the specific activities and/or assignments utilized within the lesson and then identify the 

type of thinking and/or problem solving each taught.  This type of reflection will provide a means for assessing 

a teacher’s understanding of analytical, practical, and research-based thinking and the types of problem solving 

referenced under this indicator.
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fourth grade englIsh language arts lesson plan 
(traInIng example only)
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sIxth and seventh grade readIng lesson plan 
(traInIng example only)
 
Lesson Plan Title: Sixth and Seventh grade Reading Lesson
 
Concept / Topic to Teach: Story Themes
 
Standards Addressed: 
General Goal(s): Communicate the essential understanding by stating that by the end of the lesson, students should understand 
that: 1.) “theme” is the message or truth about life revealed in a story that helps us make personal connections, and 2.) by 
understanding the theme of the story, it helps us to comprehend and enjoy what we read.

Specific Objectives: Students should be able to identify and analyze theme as evidenced via group activities and exit slips. 
Communicate the purpose of the learning objective for students by stating, “Understanding theme will help you, the reader, better 
understand what the author is trying to communicate to you and you will be able to gather a deeper understanding of that story’s 
message.”

Required Materials: 
 » post-it notes
 » timers
 » Document reader: Elmo 
 » Chart with written objectives/purpose of the lesson
 » Chart paper for reflection notes at the end of lesson
 » List of questions for students to ask each other in groups
 » Book: Money Hungry by Sharon Flake

 
Step-By-Step Procedures: 
 

 Anticipatory Set (Lead-In):  
 » Connect theme to song lyrics
 » Connect song lyrics to personal connections
 » Connect personal connections to themes in stories and tie this back to the objective  

Connection to previous learning: 

 » The four tips (title, characters, big moments and resolution)
 » Encourage students to implement Cornell Notes, restate questions and to use inferencing skills

Plan For Independent Practice: 
 » Students will work in groups, ask previously prepared questions, restate questions, use Cornell Notes and display student 

work on the Elmo
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Closure (Reflect Anticipatory Set): 
At the end of the lesson ask individual students to reflect on how they used the four tips (title, characters, big moments 
and resolution) to answer the essential question and write their reflection on post-its

Assessment Based On Objectives: Student reflections, exit slips/determine if their answers to the essential question 
ensure that they understood theme

Adaptations (For students at varying learning rates): 
 » Students at a variety of ability levels will be included in each group in order for them to provide peer support to 

each other if necessary  
 » Teacher will also circulate during the group discussions to ensure that students at varying learning rates are able 

to identify themes
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