Procedure 2-16
CHILD & FAMILY DEVELOPMENT PROGRAMS

Observation Procedure for Classroom, Home Visits and Lesson Plan Review
1. Center Manager will conduct a Creative Curriculum Implementation observation in each classroom once a year.

a. Observations will be conducted using the Creative Curriculum Implementation Checklist (CCIC) and documented using the Creative Curriculum Classroom Profile.

b. Center Manager will plan to observe a full class period for the CCIC observation and include time to interview teachers, time to review related documentation, and time for the post-conference with teachers.  More than one day may be needed to complete the process.

c. A post-conference will be held with the classroom teacher(s).  Each conference will be documented using the Creative Curriculum Progress & Planning Form.

d. Classroom Profiles will be reviewed to determine training and technical assistance plans.

e. A minimum of two follow-up classroom observations to support growth and monitor progress will be completed referencing the CCIC Progress & Planning Form with growth and new goals noted on staffing Form 5-11.  Additional observations will be completed as needed.  
f. The CCIC will be submitted to the Admin Office for the annual program self-assessment according to the time line established at the beginning of the year.

g. Teachers can use the CCIC to self-evaluate their work.

2. The Classroom Assessment Scoring System TM (CLASSTM) will be completed    twice a year.   
a. All CLASS TM observers must have current certification as a reliable CLASS TM observer to conduct an observation.  It is expected that all center managers and area supervisors maintain current certification as a reliable CLASS TM observer.  
b. Center managers will email a copy of the classroom schedules to the classroom observer prior to the observation.
c. Observers will reschedule if the classroom attendance is extremely low.   
d. The CLASS TM observation will be scheduled so there are no other adults in the classroom observing on that day (e.g. MHC observations and ECSE consults). 
e. Children should not be pulled out for screenings during the CLASS TM  observation 
f.  The CLASS TM observer will debrief with the center manager after the observation before departing.
g. The center manager will schedule a meeting with the classroom staff reviewing CLASS TM strengths and areas needing improvements using conference form 5-11.  Professional development, training supports, and strategies will be identified with a plan for monitoring and follow up.
3. The Preschool-Wide Evaluation Tool TM (Pre-SET) TM will be completed once a year. 
a. The Area supervisor contacts the center manager and schedules the PreSET TM classroom observation and prior to the visit requests the classroom schedule which includes the times of classroom transitions from unstructured to more structured activities for each classroom observed.

b. No field trips, special events, or other visitors should be scheduled during that time.
c. The Area supervisor distributes Pre-SET TM interview and classroom observation forms prior to the site visit.  The PreSET TM Administrator Interview Form must be completed prior to the site visit by the center manager and the center manager will collect lesson plans that include specific strategies of how rules were taught to children, more than once in each classroom; the center’s last PBIS Action Plan; written communication (newsletters, memos) to families that inform them of PBIS strategies used in the classroom.
d. The area supervisor reviews the PreSET TM Administrator Interview Form prior to the classroom observation to ascertain whether teacher interview responses match center manager responses. It is best to do teacher interv iew before children arrive or after children depart.  
e. It is not necessary for classroom staff to leave the classroom for the interview regarding classroom routines. Areas supervisor will ask a classroom staff person to informally interview three children and ask them in their language brief and simple questions about their classroom.
f. Classroom observation time will include at least one play period (e.g., free play, discovery time, centers and a least one transition from play to a more structured activity (e.g., circle time, a snack or meal). 
g. The area supervisor will leave Pre-SET TM Classroom Summary Form, PreSET TM Scoring Guide (completed by CM), and PreSET TM Action Plan completed by center PBIS Team.  Steps in the action plan are prioritized and reviewed monthly for follow up and completion by the center PBIS Team.  Center managers monitor the center’s Action Plan for implementation of PBIS features identified for improvement and for staff development.
h. The Center Manager will submit page four of the center’s PBIS Action Plan, (number off skills and supports achieved) to the  area supervisor at the end of the year.  The scores will be entered into an Excel worksheet by area supervisor and submitted to the disabilities specialist and included in annual program self assessment.
i. The PreSET from each center will be submitted to the area supervisor, according to the time line established at the beginning of the year.  An Excel worksheet with county-wide scores will be submitted by the area supervisor to the disabilities specialist and included in annual program self assessment.
4. The Mental Health Consultant (MHC) will complete classroom observations and consultations with Center Manager and Teacher.  
a. The MHC will observe and support the classroom and staff as requested by Center Manager.
b. Pre- or post-conference time will be scheduled with the MHC to support the classroom staff and provide technical assistance.
c. Form 5-11 will be used to record the conference with follow up needed and a timeline established for completion.
5. A home visitor observation will be conducted a minimum of one time per year.

a. Center Manager will observe each teacher using Form 2-25.  Teachers will observe Assistant Teacher.

b. Center Manager will observe the Family Advocate using Form 4-10.  Family Advocates will observe the Family Worker.

c. Center Manager may observe assistant teachers or family workers on home visits as needed.

d. Form 2-25 and Form 4-10 will be submitted to Admin to be used as part of the annual program self-assessment.

6. Home Visit Procedure and Review

a. Home Visit Policy 2-14 will be reviewed at start-up by home visitors and center managers.

b. Home visit plans will include integration of classroom activities with the child and family’s interests and strengths.

c. Education home visits and individual child goals will link to Teaching Strategies GOLD (TSG).  The home visitor will support parents in the goal setting process for the child using Teaching Strategies GOLD to guide goal development.  

d. Write initial goals on Form 2-7 and follow up goals on Teaching Strategies GOLD. 
e. The teacher will supervise and support the assistant teacher in home visit planning.

f. Teachers will request assistance in home visit planning from the Center Manager as needed.

g. Social Service request by the family will be addressed at each home visit and recorded on the home visit form, documented on CP 5 and in the SOAP.

h. Center Manager will review home visit Forms 2-6 periodically and provide written feedback to all home visitors on Form 2-21 or Form 5-11.  
i. Home visitors will complete the monthly summary sheet Form 2-21a by the 3rd of each month and send to the Admin Office.
7. Lesson Plan Procedure and Review

a. Center Manager will attend weekly planning as requested by the teaching staff.

b. Lesson plans will be available in the classroom for staff to review and posted for parents and volunteers.

c. Teachers will complete lesson plans on a weekly basis and submit lesson plans to Center Manager on the center’s established date.

d. Center Manager will review lesson plans weekly and/or monthly and provide written input as needed.  Area Supervisor will review lesson plans periodically and provide written feedback to Center Manager as needed.  
e. Center Manager will assist teaching staff with lesson planning if requested or when identified as a training need.  
f. The Creative Curriculum for Preschool, the School Readiness Curriculum Guide, the Integrated Work Plan, and Performance Standards will be reviewed by teachers and center managers to provide understanding of planning requirements.  

8. Observation and Review Follow-up:

a. Strengths and concerns are to be discussed and resolved at a post-conference.

b. If concerns are not resolved at the post-conference, a timeline for noted improvement will be established by the Center Manager and recorded on the Classroom Profile or Form 5-11.

c. Subsequent observations will be used, as necessary, to document progress or determine the need for additional training or technical assistance.

d. If concerns are not addressed according to the timeline established, a meeting will be held with the Center Manager and the direct service staff to address these concerns and develop a plan of action.  

e. If concerns cannot be resolved to the satisfaction of Center Manager and staff, a meeting with the Area Supervisor, Associate Director or Director may be requested by any party.  

f. Documentation of conferences will be completed on Form 5-11 to track progress and completion of plans.
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