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CONTENTS 
 

FORMAT FOR SYLLABI       2    -   4 
 
FORMAT FOR CLASS PLANS      5   -    6 
 
OBSERVING AND SCRIPTING      7   -    8 
 
COMMENT SHEET AND CHECKLIST     9    -   10 
 
EXAMPLES OF SYLLABI ELEMENTS     11  -   12  
 



2 

 

PREPARING TO OBSERVE A FACULTY MEMBER’S INSTRUCTION 

Ask for the syllabus and the class plan 24 hours in advance, but you can also read the 
documents while you are observing and afterwards when you write up your evaluation. A class 
plan is also very helpful (see sections A and B below) 
 

SECTION A 
What to look for in the syllabus ---------- at a minimum: 

 

Course and instructor information 

Course purpose 

Required texts and materials 
EITHER: Learning Outcomes  or     Objectives 
Assignments 

Course policies 
Course grading scheme 
Week-by-week/class-by-class topics 
 
 
 

 Course and Instructor information – Course name and number/Instructor’s name/ office 
hours/email/website/emergency closure info 

 
 
 Course purpose - why this course is important – where it fits in the scope and sequence of the degree 

– what is “at its core” i.e. if students forget most of what they learn, what the instructor hopes they 
will retain (what we in education call ENDURING UNDERSTANDING). 

 
 
 
 
 
 
 
 
 
 

 
 

 Required Texts and Materials – web information if web-enhanced. 
 
 

 EITHER: Learning Outcomes – These are broad statements about the major aspects of the course that 
students should walk away with and be able to utilize as they move from course to course and to application. 

These can be organized in table 1. 
 OR: Objectives – some instructors prefer to write specific objectives instead of learning outcomes.  

EXAMPLE - In this course you will: 

This course is the second term of advanced general chemistry, which is 
aimed to provide a full-scale introduction to foundations of chemistry, 
with an emphasis on macroscopic understanding of chemical phenomena 
and its implications in environment, energy and life. The molecule of the 
course is: carbon dioxide. Study groups will be formed to explore the 
frontier research related to this molecule based on what you have 
learned in the class. This is intended to give you a more current and 
broad perspective of modern chemistry, assist you in developing research 
skills, and help you appreciate and make use of what you have learned in 
the class.  
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o design your own experiments to answer scientific questions. 
o gather and analyze data using probe-ware and computers 
o use statistics to interpret experimental results and deal with sampling errors. 
o treat human subjects in an ethical fashion. 

 

 Assignments – Go hand-in-hand with learning outcomes or objectives and tell the students how you will know 
whether they have learned what you have taught. Specific details of the assignments can be provided during the 
course. Learning how to “assess” assignments is another aspect of feedback from the chair that may be needed.  

 
Table 1 – Learning outcomes matched with assignments that will measure their attainment. 

 
Learning Outcome – Through 
their participation in this 
course, students will: 

Assignment – details will be given in 
class 

% of final grade 
 

Understand the nature of science 
and how scientific knowledge 
develops and changes. 

Select a scientific “discovery” from the 
provided list. Research and describe how 
this became accepted by the scientific 
community.  

Due by mid-term 
20% 

Recognize the need to think 
critically about the validity and 
accuracy of scientific knowledge. 

Analyze the controversy surrounding an 
environmental issue. 

Due at end of 
course 
40% 

Be able to apply information about 
fundamental facts and concepts 
taught in the course. 

Final exam “case” 40% 

 
 
 

 Course policies – course absence, lateness of assignments, cheating and plagiarism policy, cell phones, etc.etc. 
Incredibly important for new instructor to have thought about this. 

 
 
 

 Grading Scheme for the course – this is what I use for graduate courses: 
 

Grade GPA  Comment Points 
A+ 4.0 Work of the highest professional standard demonstrating 

independent and exemplary performance 
100-99 

A 4.0 Excellent work demonstrating independent and high 
quality performance. 

98-96 

A- 3.7 Very good work, indicating consistent and careful thought 
and attention to the task, but requiring some areas of 

improvement. 
95-91 

B+ 3.3 Good work, carefully executed for the most part, yet 
requiring several areas of improvement. 90-86 

B 3.0 Work of graduate standard, but omissions exist or careful 
analysis is not evident. 85-80 
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B- 2.7 Effort is evident, but work indicates lack of understanding 
of the demands of the task 79-76 

C+ 2.3 Poor quality work with little attention to detail and the 
demands of the task. 75-70 

C 2.0 Work of very poor quality, indicating no understanding of 
the depth of analysis required. 69-65 

F 0.0 Serious neglect or evidence of cheating. 
Below 65 

 
 
 
 
 Week by week (or class-by class) topics with readings/pre-class assignments provided. 

 

Class Date Session Outline Expectations/Assignments 

1 Jan  
27 

Course Orientation 

 Instructor/student introductions 

 Discuss with ………………. 

Before session 2: 
 
 Read……………………………. 
 Complete HW problem 1 and submit.. 

2 Jan 
29 

 

  

 
 
 

SEE SYLLABUS EXAMPLE 1 – PAGE 11 
SEE SYLLABUS EXAMPLE 2 – PAGE 12  
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Section B 
Ask for a lesson/class plan and look for six elements 

 
If your faculty do not usually write a plan for the class, perhaps you could ask them (in advance) to complete a “short 
form” plan with 6 ELEMENTS for you to view so that you get a sense of what the instructor’s intentions are. 

1. Focus 
2. Objectives 
3. Assessment 
4. Class Opening - Engagement 
5. Class Development 
6. Class Closure 

 
Having the class plan also helps you to focus your comments after the observation. 

 

Element #1  The FOCUS of this class session is:    a)  Exploratory,    b) Explanatory,   c)Elaboration,    d) Evaluation 

 

    EXPLORATORY – GENERATING IDEAS 
 Whole class brainstorm; Think-Pair-Share; Discrepant event 

related to the topic  
 

EXPLANATORY- INTRODUCING NEW INFORMATION 
 Lecture; Interactive Lecture (questions and summaries planned) 

 

     ELABORATIVE – DEEPENDING UNDERSTANDING 
 Case; Focused discussion; Materials-based, application of previously 

learned materials 
 

     EVALUATIVE – ASSESSING UNDERSTANDING 
 I don’t mean quiz or test, but a strategy that is used to find out what 

has been understood PRIOR to a formal assessment e.g. Concept 
mapping; Presentations; Posters 

 
 

Element #2  The objectives of this class session are:  

 
As a result of this class the students will be able to: 
 1)     Explain……………. 
 2)     Analyze …………… 
 3)    Describe ………….. 
 

Element #3 Assessment of Learning - I will know that the students have achieved these 
objectives by having students do the following (DURING or AFTER the class): 

 
 
 

Element #4 The class will open by ENGAGING students’ interest in the following way (5 mins) 

 

The focus of 
the class you 

observe 
might be: 
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Element #5 The class will DEVELOP as follows: (40-60 mins) 

 

Timing What the instructor will do What the students will do 
 

10 minutes Discussion of reading that was set from last 
class 
QUESTIONS I WILL POSE INCLUDE: 
 

Offering their ideas 

5 minutes LECTURE  Taking notes and then pairs share understanding 
and ask questions of instructor 

10 minutes 
 

  

 
 

Element #6 The class closure (5 minutes) will include: 
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WHAT YOU DO AS YOU OBSERVE A FACULTY MEMBER’S INSTRUCTION  

 
 

1. Script the class (there is an example on page 8) 
 

2. You don’t have to write down something every minute, but when you notice something, log the time. 
 

 
3. In the final column, pose questions that you can discuss with the faculty member “why did you decide to work 

through the problem yourself rather than have students try it first?” “when you noticed that several students 
were not paying attention what might you have done?” 
 

4. You can observe students rather than the instructor – choose three students at random and every three minutes 
describe what they are doing. This will give the instructor a good picture of engagement during the class 

 
5. You can also list ALL the questions the instructor asks and ALL the questions the students ask; as well as noting 

which students ask and answer questions. 
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OBSERVING THE CLASS - SCRIPTING 
 
Number of students in the class 19 
 

Time What  is the instructor doing? What are the students 
doing? 

Level of student 
engagement? 

Comments/Questions for discussion 

0-2 Writing the agenda for the day 
on the board – conversing with 
students 

Taking their places, some 
chatting with instructor 

16 students taking seats  

2-4 Asks students if they have any 
questions from last class 

No response Still getting out books 
1 student wanders in 
 
 
2 students missing 
throughout whole class 

Ask a specific question; no-one really 
remembers a class from one day to the 
next! 
Could institute a system whereby one 
person summarizes the main point from 
the last class. 
Could find an  

5-50 Talking and using chalk board 
 
Plan board work ahead of time. 
 

Writing notes Only one or two students 
ask a question 
throughout the whole 40 
minute. 
 
Several of the students 
only write down what you 
put on the board 

How do you know what your students are 
understanding? 
How could you have checked throughout 
the lecture? 
What questions might you have asked to 
find out? 
NO CLOSURE 
At the end of the lecture what are the 
main points everyone should have learned 
- summarize 
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CHAIR’S COMMENTS: 

 

MATERIALS (Syllabus, class plan) (generally a paragraph) 

 

 

 

 

 

 

 

 

SCRIPT (generally about 1 page) 

Description of what the instructor does, what students do and questions that occur to you about what you are 

observing  

 

 

 

 

 

 

 

 

 

 

 

SUMMARY COMMENTS (Strengths and Suggestions) (generally 1-2 paragraphs) 

 

AND/OR CHECKLIST 
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 1 2 3 NA Comments 

DELIVERS EFFECTIVE INSTRUCTION      
Makes learning objectives clear to students 

 
     

Assessment is aligned with objectives 

 
     

Communicates clearly in speaking and writing 

 
     

Builds on students’ prior knowledge and experience 

  
     

Employs a variety of teaching techniques that help 

students to develop habits of critical thinking and 

judgment 

     

Pacing is timely and transitions are smooth 

 

     

Uses effective questioning strategies 

 
     

Uses  instructional technology appropriately 

 
     

Assigns homework that furthers student learning 

 
     

INSTRUCTIONAL CLIMATE      
Creates a climate that is conducive to learning 

 
     

Manages routines and procedures without loss of 

significant instructional time 

 

     

Provides a variety of opportunities for all students to 

participate 
     

Creates a learning environment that promotes respect for, 

individual differences of ethnicity, race, language, culture, 

gender, and ability 

     

PROFESSIONALISM      

Conveys knowledge of and enthusiasm for the discipline 

 
     

Models appropriate types of professional behaviors 

 
     

 

 

Rating Scale: 1,2,3 – however you want to label them 

 
ADAPTED FROM THE COMMONWEALTH OF MASSACHUSETTS -  PROFESSIONAL STANDARDS FOR TEACHING 
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SYLLABUS ELEMENTS        EXAMPLE 1 

 Course title and number 

 Instructor name and content information 

 Office hours 

 Purpose of Course            
             
             
             
             
             
             
             
             
             
             
            

 

 Required Texts and Materials – web information if web-enhanced. 

 Learning Outcomes – These are broad statements about the major aspects of the course that students 
should walk away with and be able to utilize as they move from course to course and to application. 
These are written “broadly.”   

 Assignments – Go hand-in-hand with learning outcomes and tells the students how you will know 
whether they have learned what you have taught. You should also indicate. Learning how to “assess” 
assignments is another aspect of feedback that may be needed.  

 

Learning Outcome – Through their 
participation in this course, students 
will: 

Assignment – details will be given in class % of final grade 
 

Understand the nature of science and 
how scientific knowledge develops 
and changes. 

Select a scientific “discovery” from the provided 
list. Research and describe how this became 
accepted by the scientific community.  

Due by mid-term 
20% 

Recognize the need to think critically 
about the validity and accuracy of 
scientific knowledge. 

Analyze the controversy surrounding an 
environmental issue. 

Due at end of course 
40% 

Be able to apply information about 
fundamental facts and concepts 
taught in the course. 

Final exam “case” 40% 

 

 Course policies – course absence, lateness of assignments, cheating and plagiarism policy, cell phones, 
etc.etc. 

 Grade Scheme 

 Class grid with topic – readings – assignments 
 

Session Date Session Outline Expectations/Assignments 

1 Jan  
27 

Course Orientation 

 Instructor/student introductions 

 Discuss with ………………. 

Before session 2: 
 
 Read……………………………. 
 Complete HW problem 1 and submit.. 

Welcome to the World of Organic 
Chemistry. This course is designed 

to introduce you to the critical 
concepts in organic chemistry and to 

prepare you for more advanced 
chemistry and biochemistry courses, 
scientific research and the organic 
requirements for medical school. 

This course is the second term of advanced general chemistry, which is 
aimed to provide a full-scale introduction to foundations of chemistry, 
with an emphasis on macroscopic understanding of chemical phenomena 
and its implications in environment, energy and life. The molecule of the 
course is: carbon dioxide. Study groups will be formed to explore the 
frontier research related to this molecule based on what you have 
learned in the class. This is intended to give you a more current and 
broad perspective of modern chemistry, assist you in developing research 
skills, and help you appreciate and make use of what you have learned in 
the class.  
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SYLLABUS ELEMENTS        EXAMPLE 2 

 Course title and number 

 Instructor name and content information 

 Office hours 

 Purpose of Course          

 Required Texts and Materials – web information if web-enhanced 

Course Objectives – as a result of participating in this course, you will learn to: 

 design experiments to answer your own questions 

 use statistics to interpret experimental results and deal with sampling errors. 

 treat human subjects in an ethical fashion. 

 apply safe laboratory procedures. 

 find and read articles in the scientific literature. 

 create mathematical models of scientific phenomena. 

 apply scientific arguments in matters of social importance. 

 write scientific papers. 

 give oral presentations of scientific work. 

Assignments 

  Points 

Class and Laboratory Attendance.  10 

Homework Assignments. 25 

Investigation 1 proposal  7 

Investigation 1  Oral Presentation 8 

Investigation 1 Final Write-up.  10 

Debate Presentation. 10 

Investigation 2 proposal  7 

Investigation 2  Oral Presentation 8 

Investigation 2 Final Write-up 15 

TOTAL 100 

 
  

 Course policies – course absence, lateness of assignments, cheating and plagiarism policy, cell phones,  

 Grade Scheme 

 Class grid with topic – readings – assignments 
 
 

Session Date Session Outline Expectations/Assignments 

1 Jan  
27 

Course Orientation 

 Instructor/student introductions 

Before session 2: 
 Read……………………………. Complete HW problem 1 

 


