
Observation checklist
This checklist is designed to assist schools with a process to consistently plan and implement an observation to evaluate curriculum implementation initiatives.
Planning checklist
	Check
	Criteria
	Comment

	☐	Overarching question – is it specific and narrow?
	

	☐	Purpose – what is the focus of the observation?
	

	☐	Roles – what are the responsibilities of the observer and participant?
	

	☐	Type – determine if it is a structured or unstructured observation.
	

	☐	Recording – ensure there are correct tools for recording and sufficient copies (record sheet, checklist, blank note page).
	

	☐	Coding – determine recording codes or shorthand prior to the observation and ensure that these are understood by the evaluation team.
	

	☐	Pre-meeting – ensures consistency and allows discussion of evaluative practices (bias and so on).
	

	☐	Participant understanding – what is the purpose of the observation? Who, what and when? How will the data be used? What is the timing?
	

	☐	Are permissions required? 
· child protection
· principal or school executive.
	


Collecting checklist
	Check
	Criteria
	Comment

	☐	Ensure sufficient copies of the recording template are available for observation team members.
	

	☐	Note and code only what is observed (not inferred, stick to the facts).
	

	☐	Write notes soon after the observation and read the notes to check their accuracy.
	

	☐	Total tally marks for each criteria.
	

	☐	Save and copy documents, photographs, or audio or visual records in a secure, central place.
	

	☐	Be attentive – remain focused, avoid distracting participants during the observation.
	





Analysis checklist
	Check
	Criteria
	Comment

	☐	Collate data from the evaluation team (all team members should undertake the analysis of data).
	

	☐	Tally frequencies or means for each criteria or highlight main issues, themes or patterns.
	

	☐	Record additional information for each criteria.
	

	☐	Record quantitative results into a table or spreadsheet.
	

	☐	Record qualitative results into a format to allow annotation – note the key findings and compare and contrast variables.
	

	☐	Check your analysis, ask a colleague to look at the same raw data and see if they draw similar conclusions.
	

	☐	Create charts or visual representations of data.
	

	☐	Summarise key findings.
	


Implications checklist
	Check
	Criteria
	Comment

	☐	Reflect on focus group data (strengths, areas for improvement).
	

	☐	What implications or conclusions have been identified?
	

	☐	Has the evaluation question or inquiry focus been answered? If unanswered, determine data gaps.
	

	☐	Make recommendations based on your analysis.
	

	☐	Discuss with the evaluation team, agree and share evaluation with colleagues.
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