	CLASSROOM OBSERVATION DATA



	Instructor:


	Overall Performance:  GO / NO GO
	Course/School:

	Presentation:

Instructor Manages Time: 
	Evaluator:
	Date:

	A. Administrative Preparation

***Mandatory 
	Go
	No Go
	N/A
	Remarks

	1. Visitor’s book was current and available.
	
	
	
	

	a. TSP, Student H/O at visitor’s area
	
	
	
	

	b. Training schedule available.
	
	
	
	

	c. ITC Certificate or Memo of certified instructors.
	
	
	
	

	d. Visitor’s sign in sheet.
	
	
	
	

	e. Student Roster.
	
	
	
	

	f. Daily Risk Assessment.
	
	
	
	

	h. Lesson Plan current, DOT approved, and IAW POI.
	
	
	
	

	B. Classroom Preparation
	Go
	No Go
	N/A
	Remarks

	1.  Classroom had adequate lighting, neat, orderly, free from noise and interruptions. Seating arrangement appropriate. Class prepared prior to training.
	
	
	
	

	2. Training materials, aids and safety equipment available and serviceable prior to training.
	
	
	
	

	C. Introduction ***
	Go
	No Go
	N/A
	Remarks

	1. Used a motivational statement that explains the relevance and importance of the task.
	
	
	
	

	2. Clearly stated TLO, ELOs and briefly outlined the sequence of the lesson.
	
	
	
	

	3. Stated the Risk Assessment Level, warnings, safety hazards and the environmental considerations
	
	
	
	

	4. Standard Statement
	
	
	
	

	D. Demonstration Techniques
	Go
	No Go
	N/A
	Remarks

	1. Ensured students could see all parts of demonstration. 
	
	
	
	

	2. Steps were properly demonstrated.
	
	
	
	

	3. Students were involved in demonstration, if appropriate.
	
	
	
	

	4. Assisted students as needed.
	
	
	
	

	5. Gave on-the-spot corrections and praise.
	
	
	
	

	6. Summarized points covered during the demonstration.
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	E. Hands-on Training Method
	Go
	No Go
	N/A
	Remarks

	1. Gave detailed directions before the practical exercise.
	
	
	
	

	2. Ensured students performed the practical exercise correctly.
	
	
	
	

	3. Provided timely feedback.
	
	
	
	

	4. Encouraged group members to participate.
	
	
	
	

	5. Conducted an after action review with the students after practical exercises.
	
	
	
	

	F. Communications Skills
	Go
	No Go
	N/A
	Remarks

	1. Used correct enunciation and grammar.
	
	
	
	

	2. Did not excessively use distracting mannerisms such as “Ah”, “OK”, and “You Know”.
	
	
	
	

	3. Instructor’s voice quality, volume and variations (pitch, rate, and inflection) were adequate.
	
	
	
	

	G. Question/Answer Techniques
	Go
	No Go
	N/A
	Remarks

	1. Questions were phrased clearly and to the point (ask, pause, call).
	
	
	
	

	2. Questions were appropriate for the lesson.
	
	
	
	

	3. Covered all key points with questions.
	
	
	
	

	4. Student’s questions were answered adequately.
	
	
	
	

	H. Presentation Skills
	Go
	No Go
	N/A
	Remarks

	1. Made eye contact with all students.
	
	
	
	

	2. Movement and gestures were natural and appropriate.
	
	
	
	

	3. Instructor was poised and enthusiastic.
	
	
	
	

	I. Use of Training Aids/Materials
	Go
	No Go
	N/A
	Remarks

	1.Training aids, instructional materials, equipment listed in POI were used appropriately.
	
	
	
	

	2. Whiteboard and/or other visual aids were used in an effective manner.
	
	
	
	

	J. Demonstration Techniques
	Go
	No Go
	N/A
	Remarks

	1. Maintained proper control of the class.
	
	
	
	

	2. Used appropriate techniques to assist and motivate students.
	
	
	
	


Fort Gordon Form XXX, Classroom Observation Data 

	K. Conduct of Training
	Go
	No Go
	N/A
	Remarks

	1. Demonstrated knowledge of class material.
	
	
	
	

	2. Explained key performance points. 
	
	
	
	

	3. Followed the sequence as outlined in the lesson plan.
	
	
	
	

	4. Covered all objectives.
	
	
	
	

	5. Used smooth transitions.
	
	
	
	

	7. Ensured students could see and hear instruction.
	
	
	
	

	8. Properly used assurance questions.
	
	
	
	

	9.Properly conducted lesson summary.
	
	
	
	

	  9a. Used question (2) for check on learning.
	
	
	
	

	L. Personal Qualities
	Go
	No Go
	N/A
	Remarks

	1. Uniform and Grooming.
	
	
	
	

	2. Postures.
	
	
	
	

	3.Gestures and Movements.
	
	
	
	

	M. Closing ***
	Go
	No Go
	N/A
	Remarks

	1. Review.
	
	
	
	

	2. Summary.
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