Pre-observation Conference Form

Dear Appraiser:

The pre-observation conference will establish a sense of trust and rapport between the observer and the trainer.  It is an opportunity to share information regarding the training session.  Use the trainer’s Self-assessment Survey and the Agenda to structure a meaningful dialogue, and document your conversation about the areas listed below.

Trainer:__________

       ____       Appraiser:
_________________________
Date:__________________   Time:__________
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· Trainer Self-assessment Survey

· Content of the session to be observed

· Objectives and standards of the training (Are they made available to the training participants?)
· Major activities planned

· Instructor-made instructional resources  (e.g. PowerPoint)

· Unique characteristics and/or concerns about the session

· Observation process and how the observer will use the assessment rubric
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