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VIDHYA VIDHAI FOUNDATION

Vidhya Vidhai is a not for profit organization located in Chennai, working towards

enabling schools to provide quality education. We believe that every child, irrespective

of their social, cultural and economic backgrounds, deserve a quality education that

will help them realize their potential. We strive to create a learning environment in

school by building the capacity of every individual in the school to contribute towards

better students learning outcomes.  We are currently working in 7 affordable private

schools and 4 Government schools in Tamil Nadu impacting 8300 students.

Ensure best teaching-learning practices in school

Improve structures and procedures that promotes learning environment

Develop a culture of trust, respect and inclusivity in school

Our Vision-

Transform schools in Tamil Nadu to ensure quality education for every child.

 

Our Mission-

Enable schools to-

1.

2.

3.
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SCHOOL REVIEW

Gain an insight of the quality of teaching and learning practices

Connect with the stakeholders of the school on a personal and professional level

Appreciate the best practices and efforts towards development

Provide constructive feedback

Interpret gaps and challenges in implementation of certain plans

It is a brief observation of the school and the classrooms to gather evidence for

making decisions. This helps school leaders to 

TOOLS TO GATHER EVIDENCE FOR A SCHOOL REVIEW-

Learning Walk

Classroom Observation

Book Look

Conversations with 
stakeholders

Collection & analysis 
of quantitative data

References- Shikshalokam- Tools for Self Review- adapted from TESS India
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LEARNING WALK

A learning walk helps school leader in being aware of what is happening inside

classroom. It can be undertaken by a team of people, each looking for the following

aspects of practice- classroom environment, types of questions asked by teachers,

nature of communication by teachers, and levels of students engagement.

Schedule your week to have daily learning walks at different time period-

at start or at the end of the school hours, during break time, during

transition time, and during teaching hours. 

Record your observations in your notebook, Choose any one focus area-

levels of students engagement. It will be helpful in analyzing data.

Pause and reflect on what you are seeing. The less visible you are, the

more you are likely to see and hear. If it is possible, signal to your teacher

as you are interested in seeing her classroom. 

Summarize your observations and look for emerging trends that needs to

be addressed.

1.

2.

3.

4.

 

BOOK LOOK

Getting glimpse of completion of portions in the class

Identifying how teachers corrects students' work

Assessing the quality of learning

Analyzing the type of activity happened in class

A book look is collecting books from specific students for monitoring and evaluation

purpose. It helps in

1.

2.

3.

4.

 

 

 

 

 

Every second book at each bench

Equal gender ratio

Collecting sample of books of same subject from different grades

Six random books from a class

Instead of collecting all books, develop your own way of analyzing. For example,

1.

2.

3.

4.

References- Shikshalokam- Tools for Self Review- adapted from TESS India
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CLASSROOM OBSERVATION

 

To make the teacher comfortable for observation

To provide the leader with the basic idea about the class she/he is going to

observe.

Understand the teacher’s practices which might not be clearly visible during

classroom observation.

Clarify doubts or remove any assumptions that were raised during observation.  

Pre- observation note-

The rationale for having a pre-observation conversation is 

1.

2.

The following questions needs to be asked to the teacher before entering the class

on the day of the observation. These questions will help the leader to understand the

teacher’s plan for the class.

 

 

 

 

 

 

 

Post-observation discussion-

The post observation discussion is a continuation of the classroom observation

process.

The purpose of this interaction will be mainly to:

1.

2.

1. What are you currently teaching in your class? Is it a new topic or a

continuation of a previous topic?

2. What are the objectives of this lesson?

3. Do you plan to use any specific activity or resources to teach this lesson? 

The class went on well. I liked instances like ....................................

How are you planning to extend this lesson? How did you feel about the

class? According to you what went well? What was the challenge that you

faced?

Few ways to start the post- observation discussion-

Position yourself at a corner from where the class is not disturbed

Avoid conversations with teachers and students during the observation

Be a silent observer and do not interfere or engage in the teaching activity

Do not comment, provide suggestions or correct teachers while in class

Guidelines followed during observation-

1.

2.

3.

4.

References- Teacher Study Framework- Azim Premji Foundation
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CLASSROOM OBSERVATION TEMPLATE

Check lesson planning prior to classroom observation

Name of the teacher:

 

Grade: 

 

Subject:
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CONVERSATIONS WITH STAKEHOLDER

Parent involvement in school improves student achievement,

reduces absenteeism, and increases their support in school

development activities. They are the important stakeholder of

the school with whom a leader can do a school review. Talk

to parents at least once a week at the start or end of the day.

During breaks or free time, discuss with individuals or small

groups on issues that you have concern about. 

Active parental involvement

Parents extending support

Parents develop a trust towards the functioning of the school

Listening to Parents-

Let parents know you’re listening by nodding

Summarise what parents have said, and check that you’ve understood correctly.

Use open-ended questions to get more information. 

Try to understand from parents’ perspectives. Put yourself in their shoes.

Share positives about child’s learning & behaviour 

Be open and honest. 

Give parents accurate information on what you observe

Ask for parents’ input.

Use ordinary, everyday language that parents can understand

Benefits of effective communication with parents-

- Established partnerships with parents to meet the need of students.

- Increases academic achievements in school

- Towards school development:

 

Effective communication strategies with parents

1.

 

2. Speaking with parents-

 

3. Acknowledge Involvement-

Whether it’s a parent or guardian taking the time out of his or her day to meet with

you or participating in school events, it’s important to acknowledge their

contributions and express thanks.

References- Breaking Down Barriers to Communications between Teachers and Parents
9 Ways to Improve Parent-Teacher Communication

Effective communication with parents: for professionals
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Describe positive teacher's behavior or skill you observed- "Your instructions

to the students are very clear and then I noticed that you follow up with

further guidance while they are working in groups"

Provide a rationale on why/how that skill promotes or supports student

learning- “Practicing with partners engages everyone in discussion"

Feedback for teachers who perform well-

Positive feedback helps teachers to know that you value them. The feedback

you provide should be specific and based on your observations.

1.

2.

Make notes on: How would you start the conversation? The main points you

want to raise?

Provide evidence based feedback in being descriptive rather than evaluative.

E.g., Instead of saying "your class was boring", provide evidences like "Sunil

fell asleep during your class and you noticed it too. The class could have

been more interactive.

Be objective- Focus on the action not on the person. E.g., You came late to

the class twice this week. 

Feedback for an under performing teacher-

1.

2.

3.

Gathering evidence and providing feedback for teacher development works best when

it is part of ongoing practice. Providing feedback to an under performing teacher

should be equally prioritized with giving positive feedback to the teacher who performs

well. 

GIVING FEEDBACK

The Sandwich Approach to feedback-

Step 1-

Compliment/Praise the good quality or

behaviour

Step 2-

Provide constructive feedback about a

specific behaviour observed and discuss

how to improve to enhance performance

Step 3-

Encourage by sharing progress made so

far and highlighting their ability to drive

positive change

 

References- Feedback and teacher development as ongoing practice- adapted from TESS
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DATA AND INFORMATION

Quantitative- Numerical data

Qualitative- Observations, interviews and questionnaires

Gathering data on a regular basis is an important aspect of school review. Data can be

collected in two broad ways-

1.

2.

Quantitaive data

Percentage of

students secured

above 80% in the

exam

No. of staff

meetings held

No. of parents

attended the

meeting

E.g.,

1.

2.

3.

Qualitative data

Feedback on new

textbook

What makes

students come late

to school?

Opinions about

staff retention in

school

It is more about the

opinion. E.g.,

1.

2.

3.

DATA KNOWLEDGE ACTION

Collecting data and information can be used to solve problems, but more

importantly it provide an overview of how your school is doing. It is the starting

point for the school review. With the collected data, you need to analyze the

evidence and make judgments about the strengths and areas of improvements.
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COLLECTION & ANALYSIS OF QUANTITATIVE DATA

Assessing the needs, strengths, progress and performance

Developing and revisiting school plans, targets and goals

Monitoring and evaluation of school practices, programmes and policies

Classroom instructions- teaching and learning practices

Understanding strengths and weaknesses

For what purposes can data be collected?
 

School level-

 

Classroom level-

What is your objective?

What are your expectations?

What data you have already?

What data you will need to collect?

Did it give you ideas about what further investigations you might need to

take? 

Understanding current trends/practices

Track the progress

Current status of my core focus points

My changes, adjustments or rework

What am I measuring?

 

What is the data showing me?

 

How can I use the data to support?

 

Can I reassess to validate or check progress?
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Frequent & short

 

 

Data driven

Result driven

What is an effective staff meeting?

 

CONDUCTING EFFECTIVE STAFF MEETINGS

Carefully planned

Members should be informed of date, time, topic of discussion, materials needed

and other details in advance

They also know what to expect from the meeting

Proper planning that results in smooth flow of the meeting

Ensures meeting does not clash with events teachers have planned with students

Avoid irrelevant discussions

 

Short meetings is easy for teachers to stay focused; there is less scope for

unnecessary distractions

Regular meetings increases effectiveness of the meetings

It gives space for teachers to share immediate updates and feedbacks

Ensure that there is enough time allotted to discuss important issues

If needed, there should be flexibility to extend meetings

 

Encourage teachers to come prepared with data points for discussion. It includes

attendace reports, progress reports, parent-teacher meet reports, lesson plans etc. 

Using data points gives a direction and helps make decisions. 

Purpose/ goal is decided before meeting. This ensure that meeting is directed

towards fulfilling that purpose

The facilitator must pay attention that the discussion stays on the track

Discuss 'next steps' by creating a list of who is responsible, for what and setting

deadlines.   
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Why is it important to conduct effective staff meetings?

Benefits of staff meeting

Individual

Level

School

Level

Increased

personal

support

Increased

professional

support

Sense of

ownership

Productivity

and team

work

Shared

responsibility
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How can we conduct effective staff meetings?

Planning
Conducive

setting
Engaging

Step 1: Planning

Should be communicated to all teachers beforehand

Clear understanding as to what the focus point for the meeting is.

For example, Kumar, School Leader, ABJ Primary school used

the following topics for discussion in his staff meeting.

Sharing/ changes of lesson plans

Developing plans for the hobby clubs of this quarter

1.1. Purpose of a staff meeting

1.

2.

Agenda is a list of actions that are to be taken. This keeps the

purpose of the meeting in check.

For example, Kumar, prepares agenda like focusing on individual

mentoring in the first half of the session and career counselling in

the second half of the session

1.2. Communicating the agenda

Attendance- Name list of teachers who attends the meet

Time-keeping- Start the meeting on time and end it on time

Participation- Encourage all to share ideas and remain active

throughout the meeting

Being present- Avoid use mobile phones and talking in groups

Courteous- Converse about ideas not people, be empathetic

Stay updates- Find out the purpose of the meeting & come

prepared

1.3. Ground rules

List of norms that the faculty establishes together and follows

throughout the meeting.

1.

2.

3.

4.

5.

6.
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Step 2: Conducive setting

Seating
Room

Temperature
Lighting Refreshments

Step 3: Engaging

Facilitator- The facilitator will give an introduction, guide the

discussion and acts as a mediator if conflict arises

Time-keeper- The time keeper will ensure that the agenda of the

meeting is fulfilled by keeping track on time

Recorder- The recorder will document minutes of meeting

3.1. Assign roles

1.

2.

3.

Start the meeting with an energetic activity, this can be a

physcial activity like moving body parts or it can be one that

requires critical thinking

If the meeting is long, activities can be conducted in between

sessions

Team building activities that are- Energizing, engaging,

motivating and interactive

3.2. Conduct activities

1.

2.

3.

Divide teachers

Assign each group a work

Engage in planning

Implement ideas

3.3. Creating base teams

1.

2.

3.

4.

E.g., If the meeting is on Annual Day Celebration at school,

teachers can be divided into cultural committee, food committee and

logistics committee.
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It is a monthly meeting of school leaders and teachers, where they can discuss

concerns, share best practices, appreciate one another and create a culture of

collaboration in the school environment.

It drives and influences school culture by enabling conversations among

stakeholders and promoting stories of positive change.

It enable teachers to see successes and the scope for improvement

Collective reflection also builds a culture of gratitude and continuous learning.

Promotes sharing of practices among teachers

Develop an alignment among stakeholders 

A safe space for teachers to openly share their concerns

What are reflection cycles?

 

Why is it necessary?

 

What can be done in reflection cycles?

 
Updates and

Plan

 
Appreciate 

and
acknowledge

 
Give & receive

feedback

 
Reflect on
practices

Planning for a reflection cycle includes identifying participants, venue, date and

time.

Generate curiosity among participants

Delegate tasks such as time keeping, taking minutes, etc

Collecting feedback to improve the process of reflection cycle 

What is the process?

1.

2.

3.

4.

References- Shikshalokam- MANTRA

REFLECTION CYCLES
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TEACHER PERFORMANCE EVALUATION

Evaluation is the process of gathering data, which provides evidence of a teacher’s

performance by identifying the performance, strengths and areas for improvement of

teachers. The data should be communicated to the teacher in a constructive way to

provide support and enhance professional development
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Formative evaluation process-

Formal observations may be used to gather data and provide feedback to the

teacher. Only formal (documented) observation data may be used for the

summative evaluation. 

Refer classroom observation template given in this handbook

Summative evaluation is the process of using performance data to analye the

quality of teaching in accordance with the established criteria. 

The evaluation meeting will be held with the teacher to review the data and to

create professional growth goals and plans. 

1.

Observation:

2. Summative evaluation process-

References- 
Performance Evaluation Handbook for Teachers- Chesterfield Country Public Schools Chesterfield, Virginia
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 Reviewing available resources-

The use of resources is directly linked to learning outcomes of students.The school

leader is responsible for ensuring that all students have equal opportunity and

support to participate in learning. This will only be possible if resources are managed

effectively and resources are available to all students equally, to meet their learning

needs. 

SCHOOL RESOURCES
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References- Systemic Monitoring of Education for all- UNESCO
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Human Resources- Teachers, students, parents and community members

who all can contribute skills and knowledge to support learning. 

Financial and materialistic resources- to ensure they are suitable,

accessible and used effectively to improve student learning.

School Leader will be responsible for managing-

1.

2.

Understand the broad range of

resources available both within

and outside the school

Identify different resources with a

focus on those that are

underutilized 

Engage staff in ensuring resources

are utilized appropriately &

effectively for learning

Create a plan for the effective

usage of resources in school

Reference-
 Introduction to Managing resources for effective student learning- adapted from TESS India course
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No-Bag Saturday

"Leadership is
unblocking people's
potential to become

better."
-Bill Bradley



Shikshalokam

Systemic Monitoring of Education for all- UNESCO

Performance Evaluation Handbook for Teachers- Chesterfield Country

Public Schools Chesterfield, Virginia 

Teacher Study Framework- Azim Premji Foundation

Effective communication with parents: for professionals-

raisingchildren.net.au- The Australian Parenting website

9 Ways to Improve Parent-Teacher Communication- Walden University

Breaking Down Barriers to Communications between Teachers and

Parents- Partners in Learning

Flaticons

Canva
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Medavakkam koot road,
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Email: 
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