
1. Before the Observation

•Confirm observation assignment with faculty.
•Coordinate observation (Weeks 4–12) and post-observation meeting.
•Prepare TFO coversheet and observation form (print for in-person; fillable doc 
for online).
•Request syllabus and relevant course materials 

2. During & After the Observation

•Conduct observation and draft narrative aligned to evaluation criteria.
•Hold post-observation meeting within 1–2 weeks.
•Review notes with faculty.

3. Signatures & Submission

In-Person Observations
•Provide TFO Coversheet and Observation Form to post-observation meeting.
•Sign all forms during meeting (preferred practice). 
•Make copies for personal records. 
•TFO or faculty delivers signed original to Dean/Division Office.
•Faculty retains copy and completes Self-Evaluation.

Online / Hybrid Observations
•TFO completes documents electronically & obtains signatures.
•TFO ensures fully signed document is sent to Dean/Division Office or requests 
assistance with routing in AdobeSign (typed signatures not accepts. 
• Faculty includes TFO Observation in full evaluation packet.

4. Final Responsibility Summary

•Faculty Responsibility: Initiates TFO selection, coordinates observation, 
completes Self-Evaluation, and assembles required evaluation components.
•TFO Responsibility: Confirms observation date & time, initiates post-
observation meeting, and forwards observation documentation to the Division 
Office.
•Dean/Division Office: Confirms receipt of completed documents and follows 
up on missing materials or corrections needed. Routes final packet to VPAA & 
HR Offices.
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