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As a part of the Department of Asian Languages & Literature’s Peer Teaching Review 
process, instructors to be observed may request pre- and/or post-observation meetings. If 
requested, the observer and instructor arrange these meetings at their mutual convenience. 
The purpose of these meetings is to enhance the benefit of peer teaching reviews both 
for the instructor being observed and for the observer, by promoting conversations about 
teaching among the faculty. 

Pre-observation meeting 
The main purpose of a pre-observation meeting is for the two faculty members to meet 
and for instructor to provide relevant information prior to the observation. This both 
minimizes the potential for misunderstandings and maximizes the potential for the 
observation to be useful to both the observer and the instructor. In my view, these 
meetings are most effective if the instructor provides information and does most of the 
talking, with opportunities also for the observer to share his or her views and to ask 
questions.  For example, it can be helpful for the instructor shares the following sorts of 
information: 

• background of the course, its purpose, and the instructor’s own goals
• the instructor’s concerns or challenges, as well as innovations and approaches

related to the particular course and, if desired, their teaching in general
• anything that the instructor would like the observer to look for or consider during

the actual observation
• the lesson plan for the class to be observed (this might be provided later via

email)

Effective meetings provide a context for back-and-forth conversation, with the observer 
asking questions and learning about the course, instructor, and context. These meetings 
also provide a context to talk about teaching in general and to share teaching ideas. 

Post-observation meeting 
Like the pre-observation meeting, post-observation meetings are most effective if the 
instructor provides information and does most of the talking, at least initially. This allows 
the observer to understand how the instructor views the class that was taught, what went 
well, what any challenges were, etc. This background is critical in providing context for 
the observer to understand the instructor’s point of view and the instructor’s own 
understanding of the strengths and weaknesses of the particular class, since all classes 
have strengths and weaknesses. Knowing how the instructor views what happened in the 
class is very beneficial to the observer and helpful in writing up the report. 



It is generally effective for the observer to ask the instructor to talk about the class and 
what happened, about student participation and learning, and for the instructor to talk 
about his or her own reflections about these things. In my experience, when an instructor 
talks about his or her own class, I usually learn that the instructor and I share a lot in 
common in our views of the class—that the instructor’s opinion of what went well 
concurs with my own, for example, and that the instructor's impressions of problems 
(difficulties with students, problems with a particular pedagogical technique, etc.) also 
align with what I saw as areas that seemed to be problematic. Hearing the instructor’s 
own point of view first provides a context for a non-threatening and productive 
conversation about these things. It is also helpful for the instructor to ask the observer 
questions or concerns about the class, and for teaching ideas related to the class. The 
observer should feel free to share his or her own reflections on the class. The post-
observation meeting can also provide a context for talking about the past year’s student 
evaluations. 

Information gleaned at a post-observation meeting can be very helpful in writing up the 
final report, as the report can now include information about the instructor’s own goals 
and efforts related to the class and the instructor’s awareness of and efforts toward 
improving teaching effectiveness. It can also be productive to share the final report with 
the instructor prior to submitting it, in order to facilitate correction of any errors in the 
report. 

Additional information on conducting peer teaching reviews 
Further information on conducting classroom observations for formative (teacher 
development) or summative (teacher evaluation) purposes are available at a variety of 
university websites, including the following: 

University of Minnesota 
http://www1.umn.edu/ohr/teachlearn/resources/peer/guidelines/ 

University of Texas 
http://academics.utep.edu/LinkClick.aspx?link=UTEP+Peer+Observation+Booklet.pdf&t
abid=58396&mid=129801 

University of North Carolina 
http://cfe.unc.edu/pdfs/FYC15.pdf 

University of Reading (see p. 7-8 on peer observations) 
http://www.reading.ac.uk/web/FILES/qualitysupport/peerreview.pdf 
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PEER TEACHING REPORT FORM 

TO: Peer Teaching Committee 
FROM: 
RE: Report for <faculty member name>, AY 2014-2015 
DATE: 

A. Please fill in Tables 1-4
Table 1: Instructional responsibilities (the person observed may complete this chart)
Course # # sections 

taught 

Class contact hours/ 

week 

# TAs supervised TA meeting 

hrs/week 

TA class observation 

hrs/quarter 

Lecture Drill 

Table 2: Teaching materials included in the instructor’s teaching file 
Syllabi Schedules Instructional 

Materials 

Tests Student 

Evaluations Quizzes Tests Midterm(s) Final 

Table 3: Pre- and/or Post-Observation Meetings, if held 
Pre-observation Post-observation 

Meeting Dates 

Table 4: Summary of student evaluations: Scores indicate the satisfaction and perspective of 
students who responded, not instructional effectiveness. Scores aren’t statistically valid for 
class sizes smaller than 35 and when there is a low response rate.  
Qtr Course # # responded/ 

enrolled 

Item 4 Combined 

median #1-4 

Adjusted 

median 

Hours/ 

credit 

Median 

expected grade 

14 Spr 

14 Su 

14 A 

15 W 



B. Please write a concise report. Please consult with the person being reviewed to see if they
have any particular areas they would like you to consider. Reports must include a write-up of
the class observation including summary of discussion from any pre- and/or post-observation
meetings. Reports may also discuss syllabi (including descriptions of learning goals and how
learning outcomes are assessed), teaching materials and course website(s), and student
evaluations. (Please feel free to delete these instructions from your final report.)
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