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Provide guidance on observer
requirements, procedures, and policies.

Review guidance on writing CLASS®
reports.

Describe how to use Smartsheet to
receive CLASS® Observation Assighments
and track progress. Review process for
maintaining observer profile information.

Detail CLASS® score entry in LinkB5.

Describe professional development
support and participation requirements
for observers.

Qe Q00

c ﬂ’f’
READY ﬂuch ﬁg’;"ég’;’g’;hood o % Reasonable accommodations made upon
REGION (.\ Community Services ARLINGTON (gﬁ%‘ E ‘ request.; call 703-324-4600, TTY 711. A
VIRGINIA — . & 2
Early Childhood Programs and Services S Ty e \‘lkcm\}/ Fairfax County Publication July 2025

w :@: CapitalAreaVQB5@fairfaxcounty.gov @ www.FairfaxCounty.gov Search: Ready Region



Table of Contents

Requirements fOr CLASS® ODSEIVELS .......uuiieiiiiiiirmemiiieiiiiietmnsmssiseisiimsssnnssssssssstssesnsssssssssssssssnnssssssssssssssnnnsssns 3
All Observers- Annual Calibration REQUIFEMENT......ccuiiiiiiiiiie ettt s s st e e s srree e ssasbe e e ssnaeeeens 4
CLASS® Observation Policies and Procedures ...........cccuiiiiiiiiiiiiiiiiiiiiiiiiiiiiinininnsnsnssssssssssssssesssssssssssssssssssssen 6
DEATIINES. ...ttt sttt e b e b e bt e e a et e a bt bt e bt e b et eh et e a et e et et e e nhe e sheesanesabe e be e neenes 6
Observation Assignment and SChedUIING ProCESS .......coocviiieiiciiiee ittt e et e e et re e e eeate e e e snta e e s sraaeeeeanes 6
CLASS® SCOMNE BOOKIBL.....eeiiiiiiee ettt e et e e e et e e e e ettt e e e e s baeeeseabeaeesansteeeesnseneesasaneasanes 8
(0] Y=YV Ta Lo oI A VA o J UL o U PRSSTN 10
POSt OBSEIVATION TASKS .. .eeiiiiiiitie ettt ettt et e st e bt e e s bt e e be e e sabeesbeeesabeesabeesneeesabeeennnes 11
CLASS® ODbSErvation REPOIES .....ccieieeeueniiiiiiiiiiiemneiieiesiieiemnmssissessseesesnssssssssssssesnnsssssssssssssssnssssssssssssssnnnnssnns 11
[2Y=T 0T ] A VAV ) AT = PPt 12
F T O o o TR U<Y o Lo Y A YAV a1 o =T o (SR 14
FEedback SESSIONS .......ccciiiiii s 15
Prepare for FEEADACK SESSION .......uiii it e s e e et e e st e e e e s sabee e e e sbeeeeesabeeeeenareeas 15
DUFMING FEEADACK SESSION ... eviiii ittt e e e et e e e et e e e e sbee e e e sabeeeessabeeeeesnsaeeeessseeesennseeessnnsees 16
[\ ETaTe Y 0=Te W T o Yol o {1 oS 17
TaToiTe L= oYl 2(=T o o] ] V=R 18
L] 4T T =T e 18
ACCESS 1O SMArtShEEt/ODSEIVEI POITal....oicceeeeeiieeeieeeeeeeteee ettt et e e e e et eeeeessseesaaeeteeessssassssseeeeesesesansnnes 18
(0] 1T T oo T | PSSP UPRR PSRN 20
(01T oo 0 AT AN T 0 1T 0} £ RRRR 20
Upload ObServation DOCUMENTS. .....ccccuiiiiiiiiieeeciiee ettt e ettt e e e tte e e eetee e e estteeeesabeeeeesabaeeeeaabaeaeeenseaeesansseeeannsenas 21
ODBSErVEr INFOIMAtION ...ttt sttt et b e s bt e s be e s at e et e et e e sbeesbeesaeesabesabeebeens 22
Upload Observer CertificationS/REPOIS .......cocuiieiuiieeiieeeteeeetee ettt et e et eeteeeeeteeeeteeeeteeeeteeesareesbeeenseeesseeenans 23
SMArtSheet NOTIfICATIONS ...oooviiiieiieree ettt s s s e r e b e saeeser e s b e s r e neenes 23
SMAIESNEET RESOUICES ...eeeiiieiieiieeieeet ettt sttt ettt st st b e bt e s b e s ae e s et e r e e b e e sbeesmnesanesaneeneennes 24
VA CONNECES/LINKBS ... .ovtvueeirrernnerierasereessssereessssesesssssesesssssssssssssssesssssssesssssssesssssssesssssssesssssssesssssssennssassans 24
Professional Development Opportunities and Participation Requirements...........ccccccerieeeciirececineenenceneennn. 24
1Y o] e =T e [T o= RN 25
Appendix A: Observation Guideline differences between VDOE and Teachstone ..........cccceeuecereeenecereeenennnees 26
Appendix B: Mandated Training and Reporting ReqUirements ........c.cccceeeiieeeierieneierieneiereennsereensssenssnsssenens 27

Appendix C: Checklist for Ready Region Capital Area Local CLASS Observers.........ccceeeeeierrrnncerernncerennnncenens 29



Requirements for CLASS® Observers

There are three categories of Ready Region Capital Area (RRCA) local observers: county staff, internal/peer (who work
within sites they observe), and contracted observers. Contracted observers must complete additional onboarding
steps. All RRCA local observers have an RRCA Point of Contact/Supervisor (RRCA POC/Supervisor).

Ready Region Capital Area Staff and Contracted Observers must:

Create/set up Smartsheet account using the same email address used to communicate with RRCA. This email
is tied to the Observer Portal and assignments.

Complete Child Abuse and Neglect Training and upload certificate into Smartsheet.

Complete Orientation and required professional learning prior to receiving assignments.

Upload certificates into the Observer Portal in Smartsheet for all CLASS® tools for which they are reliable.
Upload Calibration Reports into the Observer Portal in Smartsheet

Complete ongoing required professional development as needed.

Accept email invitation to create an account in LinkB5 and set up a password.

Contracted Observers- in addition to above requirements, the following must be complete prior to
being assigned observations:

Complete background checks.
Complete CLASS® Contractor Survey.

Complete Scope of Work, sign Confidentiality Agreement and any other requested forms/documents.

Complete Child Abuse and Neglect Training and upload certificate into Smartsheet.

Internal/Peer Observers (Staff who observe within their own sites):

Create/set up Smartsheet account using the same email address used to communicate with RRCA. This email
is tied to the Observer Portal and assignments.

Upload current certificates for all CLASS® tools into Smartsheet.

Upload most recent calibration report to Smartsheet.

Complete Orientation and required professional learning prior to receiving assighments.
Complete ongoing required professional development as assigned.

Accept email invitation to create an account in LinkB5 and set up a password.


https://www.dss.virginia.gov/family/cps/mandated_reporters/cwse5692/story.html

All Observers- Annual Calibration Requirement

All observers must complete calibration six months after certification or re-certification in all tools for which the
observer is certified. Additional calibration may also be required to inform professional development.

When your calibration is due, a code will be placed in Smartsheet and you will receive a notification from
Smartsheet. You can access your code in the Observer Portal once you receive the notification. A sample
notification is below:

READY
REGION

Toddler CLASS® Tool Calibration

Hello Grainger, Hermione,

Your CLASS® calibration for Toddler is now due. Please use the calibration code
XTYBGY8XXYYTTMWMM to complete the calibration process through your Teachstone dashboard
ONLY TAKE ONE CALIBRATION TEST.

Log in to your Teachstone account and enter the calibration code in the “Activate Product Key”
field. This will take you to the video to walch and code. If you have any technical difficulties taking
the test, please reach out to Teachstone customer support.

When you have completed your CLASS® calibration session, download your calibration score
report from Teachstone. Next, upload the score report to your Observer profile in Smartsheet
Calibration needs to be completed by 01/24/26.

Smartsheet Observer Portal
hitps-//app smartsheet com/dashboards/q7 G68HgXX8mA2Q83vXQP.JqGrQXqa57vwVR2pwi71

Thank you,
Ready Region Capital Area Team
CapitalAreaVQB5@Tairfaxcounty. gov

Calibration codes are provided at no cost to you although there is a cost to RRCA each time the code is used.
Only calibrate when you are notified by Smartsheet and only activate one video even if you do not pass with a

score of 80%. If you activate calibrations by mistake, do not take the test you activated inadvertently.

Please contact your lead immediately to avoid extra charges.

o Fairfax County Contractors- Please email: CapitalAreaVQB5@fairfaxcounty.gov

o City of Alexandria- Please contact Tabitha Beck with questions: tabitha.beck@alexandriava.gov.

o Arlington County- Please email: ArlingtonVQB5@arlingtonva.us.

o If you experience technical difficulties on the Teachstone dashboard, reach out to Teachstone
customer service for technical support (including videos without audio or sound).

1. Open Teachstone dashboard by logging into your Teachstone account, enter the code in Activate
Product Key. Watch the video and follow the NICE code process to code the calibration video.

Activate Product Key n
My Professional Development m
@ Actions Learning Hub > Status  End Date
Looks ke you'e all caught up CLASS Observation Support: Settings with Dual Language... Avallable 2027-02-17
CLASS Ot ation Support: Rex Bias (Self-Paced O. Avallable 2027-0217
CLASS Observation Support: Se erving Children wi. Avallable 2027-02-17

Show all available courses

@ O

My Tralning History

O »

CLASS Calibratior

Calibration

3 Community
20



mailto:CapitalAreaVQB5@fairfaxcounty.gov
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2. After completion of calibration, download the report by clicking Printer icon. Select Print to PDF and
save it on your computer.

CLASS Calibration Score Report h

o>
a-an

',‘l CLASS2008 4 Toddler g§ Let's Make Some Muffins English ﬁ 12/19/2025 - 01/16/2026

You passed the CLASS Calibration!

Review the scoring summary for this video to

Youscored above 80%1 understand the rationale for the expert codes.

In your calibration, you need to correctly code at least 7
80% of the dimensions Review PDF

Print
Total: 2 sheets of paper

CLASS Calibration Score Report

Printer

Microsoft Print to PDF v

Copies

I/ CLASS2008 4 Toddier @ Let's Make Some Muffins £X3) English
i 12/19/2025 - 01/16/2026

1

Layout You passed the CLASS Calibration!
Portrait

o Landscape A

PDF

Pages

O

Review the scoring summary for this video to

understand the rationale for the expert codes.
“ Cancel You scored above 80%!

3. Another option for accessing report is to click the Calibration 2.0 tile on the Teachstone dashboard and
select the Calibration History tab to download your report and save to your computer.

CALI BRATIONS Purchase a Calibration (7

Current Calibrations Calibration History

Tube Telescopes E> SCORE REPORT 4,
Expires March 4, 2026 7.17 PM

m - JUSTIFICATION SCORE 4,
pre-kindergarten

4. Once saved to a device, upload the calibration score report to Smartsheet.



CLASS® Observation Policies and Procedures

While there are state deadlines for observation windows as listed below, each Ready Region has discretion to set
their own deadlines to allow for any emergency rescheduling.

Deadlines
VDOE Deadlines:

Fall: August 15 - December 22

Spring: January 20 - May 31

RRCA Deadlines:
Fall: August 15 — December 4

Spring: January 20 —May 7

Observation Assignment and Scheduling Process
1. All observations will be conducted in person, unless the observer is an approved virtual observer.

2. Observers will be notified when the assignments can be accessed in Smartsheet. Observers can then log in to
the Observer Portal to view their assignments. Observers will also receive a notification from Smartsheet
when a new assignment is created. Below is an example of the notification email:

READY

VQB5 Observer Alert - New Classroom Observation Assigned

Hello Grainger, Hermione,

Thank you for your with CLASSE ations for the Ready Region Capital Area. You
have been assigned a new classroom observation:

Site ID 87162, Growing Grove Leaming Center
Classroom ID 1088035, Classroom 1

Please use the following link to the Observer Portal to view details of the assignment:
hitps://app.smartsheet.com/dashboards/g7 GBBHgXXBm42QB3vXQPJqGrQXqaS7vwWR2pwi7 1

You are required to keep Smartsheet tracking up to date with observation progression dates. If
you are unable to complete the assigned observations of are not able to contact the program(s),
please email CapitalAreaVQBS@fairfaxcounty.gov.

Thank you,

Ready Region Capital VQB5 Team
CapitalAreaVQBS@fairfaxcounty.gov

NOTE: If an observer is observing within his/her own site, the observer will be assigned to all classroom(s) in the site
for which s/he is reliable. Please review the Smartsheet Observer Portal Overview video for additional information on
accessing assignments.

3. Contact site(s)/educators within 3 days of receiving assignment(s) to schedule observation. When scheduling
the observation, the scheduled time should include unstructured and structured activities, transitions,
routines, snacks and meals. Observations should typically be scheduled in the mornings. When scheduling
your observation ask the following questions:

e What date and time works best to begin the observation?

o Number of children enrolled in the classroom on day of visit to ensure 50% of enrollment is present day
of observation. If enrollment is 3 children or less, then 1 child present may be observed.

e What are the ages of all children enrolled in the classroom?


https://youtu.be/G723hrdSf5I

e What activities are included in their regular schedule?
a. What time does the majority of the children arrive in the classroom?
b.  Will there be specials on the date of the scheduled observation? Music, Outdoor time...
c.  What time do children go outside and take naps? Do they eat in the classroom?

e What is the language of instruction? (Verify language is correct in Observer Portal)

e Will the lead educator be present?

e Isthe educator new? If so, how long have they been working with the children in that classroom?
(needs to be at least 2 weeks prior to observation)

e Will other adults be present during the observation (parent, occupational therapist...)? What is their
schedule?

e Are there any requirements for visitors to adhere to?
For example:
a. Where is the location of the program entrance?
b. Are shoes allowed in the classroom or are shoe covers required?
c. Isthere designated parking?
d. Will you be going on a walk or will you be walking to the playground?

e Do they have any pets (dogs, cats, birds, ...) in the classroom? If you have allergies, please contact your
RRCA POC/Supervisor to be reassigned.

4. Enter date of scheduled observation in the Observer Portal in Smartsheet. If observation is rescheduled,
update the Scheduled Date in Smartsheet within 1 business day.

5. It may be necessary to use different methods to reach the site (call, email, text, site visit). If you have made
three attempts to reach a site through different methods, please send a message in writing (email or text) to
the Site Administrator letting them know you will be visiting the site on XX day to complete the observation. If
the Site Administrator refuses to proceed with the observation, contact your Ready Region Capital Area Point of
Contact/ Supervisor immediately to let them know and note the dates and methods of your contact attempts.
Email this article to Site Administrator/educators with information to prepare for observation.

6. Call the site the day before scheduled observation to confirm lead educator will be present. Verify that they
anticipate at least half of the enrolled children will be in attendance during the time of the scheduled
observation. If enrollment is 3 children or less, then 1 child present may be observed.

7. Approved virtual observers should share the link to access the virtual meeting with the educator prior to the
day of the observation and log in early to ensure the site was able to log in and if not online, call site to assist.

8. Verify the tool to be used for the observation via Smartsheet (should be same tool for fall and spring). For
Home-based child care (family child care), use the Toddler Tool unless noted otherwise in Smartsheet. If you
have any questions, contact your RRCA POC/Supervisor immediately and prior to observing.

9. For spring observations, observers should log into Smartsheet and use the tool that was used in the fall. In
the rare situation that the typical age/level of the children in the classroom is significantly different, contact
your RRCA POC/Supervisor immediately and prior to observing.

There are key differences between the observation protocols provided by Teachstone and that of VDOE (for VQB5
observations). VDOE guidelines should be followed for all observations. Please see Appendix A for details.


https://info.teachstone.com/blog/how-can-i-prepare-my-staff-for-class-observations

Day of Observation

If the observer is not an employee of the site, the observer should arrive early to introduce themselves and let the
Site Administrators know they are the Local CLASS® Observer for classroom(s).

Bring the following RRCA provided materials:
e  RRCA lanyard with Local Observer Name Tag and picture ID.

e All manuals, and CLASS® Assessment Scoring Booklets (CLASS® Scoring Booklets) for which observer is
CLASS® reliable.

. RRCA Observation/Feedback Session card to leave with the educator.

CLASS® observation should be completed per CLASS® tool and VDOE protocols (see Appendix A).

CLASS® Scoring Booklet

RRCA is responsible for auditing the CLASS® Scoring Booklet to ensure all protocols are followed. Audit results will be
used to provide local observers with individualized feedback to help strengthen their application of CLASS scoring and
note-taking protocols. Refer to VDOE Local CLASS Observation Best Practices Guidebook for details about local
observer support activities.

The CLASS® Scoring Booklet must be filled out completely and accurately.

1. Complete an RRCA label with Classroom ID and affix to the front (cover page) of the CLASS® Scoring Booklet.

READY
‘OBSERVER'S NAME:
REGION
SITE INFORMATION
Site Name (found in Smartsheet):
Classroom ID # Classroom Name,
(found in Smartshee) {found in Smartsheet)
Classroom type in LinkB5: O Infant O Toddler O Prek
Lead Educator Name (first and last):
Assistant Educator{s) Mame(s) (first and last)
'OBSERVATION INFORMATION
Date of CLASS Observation: Observation format: [ In-person [ Virtual
Date Scores entered in LinkB5: Completed Date of Feedback Session:
DOCUMENTS TO UPLOAD IN SMARTSHEET: " Entire scanned score booklet {pdf) v Repart (Ward doc)
File naming convention (examples color coded for dlarity only): Classroom|D_S{pring)/F(all)Year_REPORT/BOOKLET
EXAMPLES: CLASS Report file nome: 123
CLASS Score Booklet file name: 12! OKLE

2. Four full observation cycles must be completed on the same day. Start and end time of each cycle must be
documented on the observation sheets within the CLASS® Scoring Booklet. Refer to CLASS® Manual Chapter 2.

e [nfant tool: 15 minutes to observe, 10 minutes to code.
e Toddler and PreK tool: 20 minutes to observe, 10 minutes to code.

e If an observation cycle is interrupted by an emergency (fire drill) after 10 minutes, the observation cycle is
considered complete. It is required to note the reason cycle ended early at the top of observation sheet.

3. Each cycle observation sheet in the CLASS® Scoring Booklet should have a complete header* that includes:
e The names of all adults in the classroom during that cycle.

e Observer name along with the date, start and end time of the observation. If you do not begin a cycle
directly after coding previous cycle due to recess or special, please note this reason for late start on
top of observation sheet.

*Note that the header may be different for each tool and you are required to complete all information.


https://www.doe.virginia.gov/home/showpublisheddocument/46639/638255411123830000

4. Notes should be written in the Teachstone official CLASS® Scoring Booklet (hard copy).

e Detailed notes must be taken for each dimension during every observation cycle. Notes should be
sorted within each dimension on your observation sheet for every cycle.

e Additional notes should be placed on the notes page and sorted/labeled by dimension.

O E—

na

MUSDEY of agu: paven:

e Local observer’s notes must show evidence of understanding and attentiveness to each dimension
(e.g., notes include specific examples, quotes, tally marks and inclusion of H/M/L ranges for each
indicator. The observation sheet must be completed before using the additional notes page.

Observation Sheet - Example



e Notes page must be filled out with additional evidence sorted/labeled with acronyms for each
dimension next to specific examples (PC, TS) ... and highlighted by dimension/domain. Please make
sure you label your notes page with the corresponding cycle number.
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For more note taking information, review Teachstone Note-Taking Resource, the NICE Coding Process document and

watch the brief video Notetaking Tips and Strategies.

Observation Wrap Up

1. Atthe end of the observation, thank the educator and schedule an in-person feedback session within 10
business days after observation. Observers should leave the completed appointment card with observer
information even if feedback session is not scheduled so the educator has:

e  Observation details (observer contact information and visit date).
e QR code that leads to additional resources on the RRCA website.

VIRGINIA QUALITY BIRTH - FIVE (VQB5
: E é" g: ool M Sl b bl FEEDBACK VISIT

Ealitax Gaunty Naghdamand & Camminty S

LOCAL CLASS OBSERVER

Name:

Visil he Ready Region
— Capital Area website,
530 here.

This is the date and time that | will return to provide
Observation Date: feedback from today's CLASS observation.
2. Before leaving the site, speak with the Site Administrator and confirm that the lead and assistant educators
are in VAConnects LinkB5 and are assigned to the classroom. If not, the Site Administrator must add Lead
Teacher into LinkB5. Provide Site Administrator with the instructions on the Resources tab of LinkB5.

3. If youdiscover the classroom no longer has any children ages 0-5 enrolled, the classroom has closed, or there
is another reason the observation cannot be completed as required, please email your RRCA POC/Supervisor
immediately and include the Classroom ID and a detailed account of the situation.


https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-5xqzp19wr6tmu1h/wish/j40PQDXMpkxjQvXB
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fshared.outlook.inky.com%2Flink%3Fdomain%3Dcdn2.hubspot.net%26t%3Dh.eJxNjc1qAjEURl9FAoIFufklsa4Uty4EH6B0kpsxdkyGJDNgxXdv48rd4fBxvgeZ8kC2C3KpdSxbSq2LAi5TV8ZUIWKl_-wLlVJz_UkPx_35fEguxP6Uk8VSvmYOfCnYin_A6DxZL8hP681oPb1OQ8BdQ0i5pxal8t3G6M4aNEIoJ4VVXmrmmJCcUW6YMUproUC2ErbSMNk73EL9jZh3LiHMIfchhm_o09xW7vX3Lp9_FNxB_A.MEYCIQCqIK3ZX1f_3hCiDIic2GbWElk-HwmlB7aphEh_pfaeuAIhANmPtSTwrg6wY-4DTQp7gz3KsOmoB2Bq5GIJ8MHEGgH8&data=05%7C02%7CKimberly.Reinhard%40fairfaxcounty.gov%7Cb495181284504f1dee0008dc2ef33eea%7Ca26156cb5d6f41729d7d934eb0a7b275%7C0%7C0%7C638436869478119493%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Fs%2Bngrr%2BH8TZHO7bGKmafbReU0j0ZwsGRwFqe4Sishk%3D&reserved=0
https://www.youtube.com/watch?v=4KYZ44ebOdQ&t=35s

Post Observation Tasks

1. Complete scoring summary sheet with header, dimension scores for each cycle, average calculations in both
average column and domain average boxes. Complete the summary sheet at the end of the CLASS® Scoring
Booklet, including filling out Averages column and Domain Averages. Electronic CLASS® Scoring Booklets are
not permitted without written approved ADA accommodation.

2. Enter Completed Observation Date and Scheduled Feedback Date in Smartsheet.

3. Enter scores in VAConnects/LinkB5 within 48 hours, or 2 business days of the observation. The lead educator
must be in LinkB5 for the observation to be entered. Notify Site Administrator and ask them to add Assistant

Educators and or/update Lead Educator in LinkB5 if needed. Do not wait until assistant educators are added to
enter scores into LinkB5.

4. Scan entire booklet with scoring summary sheet and all note pages (including blank pages) as one pdf.

e Email one set of observations documents at a time to RRCA POC/Supervisor for review, feedback, and
edits. Apply this feedback from RRCA POC/Supervisor to additional observations documents prior to
sending for review. One set includes the CLASS® Scoring Booklet and CLASS® Observation Report.
Submit for review within 48 hours, or within 2 business days of the observation date. Wait for
feedback from your RRCA POC/Supervisor prior to sending additional observations documents for
review. Follow this process at the start of each observation window and continue until your RRCA
POC/Supervisor informs you that you may upload documents directly to Smartsheet without prior
review.

CLASS® Observation Reports

1. Download report templates from the Observer Padlet to ensure that you are using the most up-do-date
report. Reports submitted on older version of the template will be returned for revision.

2. Write strengths-based CLASS® Observation Report (see CLASS® Observation Report Section).

{'ELASS SCORING SUMMARY SHEET
. 1
» 1

| Average Column /1

2 Domain Average Boxes

0:3¢ Domain Average Boxes

o

B 1S ] Domain Average Boxes
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https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-5xqzp19wr6tmu1h/wish/j40PQDXMpkxjQvXB

Report Writing

Follow the steps below when completing CLASS® Observation Report. Report templates and sample CLASS®
Observation Reports for all three tools can be found and downloaded from the Observer Padlet.

1. Complete the header with Date of Observation, Observer Name, Site Name, LinkB5 Classroom Name,
Language of Instruction, Classroom ID and all Educator(s)/ Adults Name(s) in the classroom.

Use the word educator instead of teacher as best practice.
Enter the range (Low, Mid, High) for each dimension.

Negative Climate is the only dimension that “not observed” is an acceptable description.

A

Use key words when describing the range of the score in the area of strengths and growth examples.

CLASS® Observation Report Key Words

No Sometimes Most of the time
Does not Inconsistently Often
Seldom Occasionally Many
Rarely, if ever |Some Several
Never Limited Frequently
Little, if any At times Consistently
Few Generally Fully
Absent Intermittently | Clear

Barely Mildly Effective
Unclear Always
Ineffective Depth
Absent Quality

6. Inthe Areas of Strengths example sections include one to two indicators minimum. Provide detailed
examples for each of the indicators selected indicators from the observation that demonstrate the
interactions that are in the mid-to-high range, including behavior indicators and direct quotes for each
dimension. If any Behavior Indicator(s) are not observed, provide detailed example(s) of what was observed
instead. If you did not see evidence or not enough depth, duration or frequency, write what you did observe.

o Depth — The quality or effectiveness of an interaction and impact on the child

e Frequency — How often the behavior occurs. Frequency includes number and percentage of times the
behavior occurs throughout the observation

e Duration — The length of time an interaction lasts.

o Note: Brief but effective interactions can occur.

12


https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h

Areas of Strength Example from a Toddler CLASS® Observation Report (Full Report on Observer Padlet)

READY Revised 6,/2026

REGIOMN
VQaB5 Local CLASS® Observation Report

Toddler Classroom

Date: 8/20/2026 Observer: Daniel Tiger

Program Mame: Mister Rodgers’ Neighborhood Classroom Mame: Trolley

Language of Instruction: English Classroom ID: 6789

Educator Mame: Fred Rodgers Educator 2 Mame (or “N/a"): Henrietta Cat

Educator 3 Name: jor “Nfn*); NfA
Domain: Emotional & Behavioral Support (The degree of warmth, respect, and evidence of supportive relaticnships;

sensitivity and responsiveness to children's needs; support for children's autonomy; lack of negativity).

“Range Scale: Low: 1-2; Mid: 3-3; High: 6-7

Dimension Range- Strengths Examples from Observations

There are many indications that the teacher and children enjoy warm supportive
relationships with one another. For example, the teacher matched the children’s
affect, during a whole group math game by smiling after the children smiled while
High counting. The teacher also showed excitement by varying her intonation. The
teacher was consistently near the children. During breakfast the children were
sitting at the table and one teacher sat beside the children and the other teacher
was kneeling at the table next to the children.

The educator did not display negative affect such as harsh tone, anger, or punitive
language throughout most of the observation. The educator maintained a calm tone
and respectful interactions with children during routines and activities.

Negative There was a brief instance of mild negativity when the educator asked a child if she
Climate wanted to go to the crib to address behavior after the child hit another child while
playing with blocks. This interaction was isolated, and no additional negative
behaviors were cbserved.

Positive
Climate

The educator demonstrated awareness of children’s needs and responded to them
at times during the observation. The educator noticed when children required
assistance and provided support during activities and routines. For example, when a
child had trouble, the educator responded by saying, “It broke, there is no problem,
1 will help you,” and assisted the child.

MID During activities, the educator observed children and responded to their needs. For
example, during an art activity, the educator noticed a child had paint on her face
and was rubbing it. She showed the child her reflection in a picture to help her see
it, and asked, “Do you want to wash your face?” before assisting her. During snack,
the educator noticed that a child was not interested in the option that was given to
the child and provided an alternative.

The educator provided some opportunities for children to make choices and
participate in activities. For example, the educator asked questions such as “What
Regard for colors do you want to paint with?" and “Do you want this one?” during snack.

Child MID Children were able to move around the classroom, explore materials, and engage in
Perspectives activities such as playing with dinosaurs, balloons, and dramatic play materials. At
times, the educator followed children’s participation by joining their play and
responding to their actions.

Teacher
Sensitivity

Ready Region Capital Area « CapitalAreaWVOBS @ fairfaxcounty. gov Page 2af5

e Positive Climate: The average of these scores for all 4 cycles is in the high range (between 6.00 and
7.00).

e Negative Climate: The average of these scores for all 4 cycles is in the low range (between 1 and 2.99).

e Teacher Sensitivity/Regard for Child Perspectives: The average of these scores for all 4 cycles is in the
mid-range (between 3.00-5.99).

Identify Areas of Growth (1-2 examples for each domain). Provide a detailed example from the observation,
demonstrating the interactions that are in the low to mid-range. When possible, use direct quotes. Refrain from
giving suggestions and recommendations. For additional tips and examples on writing areas of growth, visit the
Observer Padlet. If any Behavior Indicator(s) are not observed, provide detailed example(s) of what was observed

instead. If you did not see evidence or not enough depth, duration or frequency, write what you did observe.
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o Depth — The quality or effectiveness of an interaction and impact on the child

e Frequency — How often the behavior occurs. Frequency includes Number and percentage of times the
behavior occurs throughout the observation

e Duration — The length of time an interaction lasts.
o Note: Brief but effective interactions can occur.

Areas of Growth Example from a Toddler CLASS® Observation Report

Area(s) for Growth

Dimension: Language Modeling

Examples from Observations:

The educators occasionally labeled objects to help increase children’s vocabulary and expose them to advanced
language. While reading a book, the educator labeled objects in a book’s illustration, “white shoes, brown shoes,
street, and puddle”. However, during center time, the educator rarely spoke to the children or labeled the
materials they used within the centers. The educator observed the children and asked some questions such as “What
are you doing?” and “What are you going to use to cook?”

After the Report is Written

1.

6.

Save the report as a Word document with the correct name. Save reports with the following name:
[CLASSROOM ID]# F[ALL]2026 SCORING BOOKLET or [CLASSROOM ID]# S[PRING]2027 SCORING BOOKLET.

e Example: 123456 _F2026 _REPORT (Change the F to S based on observation cycle)

Email one set of observations documents at a time to RRCA POC/Supervisor for review, feedback, and edits.
Apply this feedback from RRCA POC/Supervisor to additional observations documents prior to sending for
review. One set includes the CLASS® Scoring Booklet and CLASS® Observation Report. Submit for review
within 48 hours, or within 2 business days of the observation date. Follow this process at the start of each
observation window and continue until your RRCA POC/Supervisor informs you that you may upload
documents directly to Smartsheet without prior review.

If requested, make edits and return to RRCA POC/Supervisor for review again.
Once the report has been approved, review with educator during feedback session.

Save and upload report and CLASS® Scoring Booklet to Smartsheet. Detailed instructions on how to do this can
be found in Upload Observation Documents section. All pages of the electronic documents must be legible.

e Upload CLASS® Observation Report as a Word document.

o Upload entire CLASS® Scoring Booklet (scoring summary sheet and all note pages, including blank
pages) as one file.

e If you do not immediately see the uploaded documents in the Observer Portal, press refresh or log
out and log back in to confirm documents are there before uploading again.

o Observers do not have the ability to delete attachments uploaded in error. To request deletion,
you must email the Classroom Name, Classroom ID, and Document Title to
CapitalAreaVQB5 @fairfaxcounty.gov. Once you receive confirmation that has been done, you can
upload the correct document.

Email approved CLASS® Observation Report to educator/site administrator.
14
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Feedback Sessions

Prepare for Feedback Session

1. Schedule in-person feedback meeting within 10 days of the observation (plan minimum of 30 minutes for
feedback session). Virtual feedback sessions may only be scheduled at the request of the educator or site
administrator.

2. It may be necessary to use different methods to reach the site (call, email, text, site visit). If you have made
three attempts to reach a site through different methods and have been unable to schedule feedback, please
contact your RRCA POC/Supervisor to let them know.

3. Enter Scheduled Feedback Date in Smartsheet. If feedback is rescheduled, update the Scheduled Feedback
Date in Smartsheet within 1 business day.

4. Email electronic report to each educator observed and/or Director and print copies of the report if possible.

5. Review your CLASS® Observation Report. Prepare to share strengths, reflective questions, specific examples,
etc. to make the feedback meaningful. Recall:

e What were the activities/schedule/time of day?
e Was there consistency between cycles?

e Was there a cycle that had a higher/lower score—what was the academic content/format during
that cycle?

e This information can be captured on the optional Feedback Form that can be referenced during the
feedback session. NOTE: This form is not a substitution for the CLASS Report- it is a tool to help
organize feedback.

6. Review resources, including:

o Feedback Session Exemplar Videos in the Observer Padlet

A Coaching Guide to Asking Reflective Questions

Teachstone e-book: Coaching Fundamentals

Teachstone e-book, Quality of Feedback: the Hows and Whys

Teachstone e-book: Building a Foundation for Effective Coaching

Teachstone e-book: Coaching Tips for Sticky Situations

e ECLKC’s Top 10 Tips for Coaches

7. Teachstone e-book: The ABC's of the Parallel Process

e Ensure familiarity with the Parallel Process as a guide for listening and responding to educators
during the session:

o Prompt thought process.

o Give specific feedback on their responses.

o Make connections to the real world or integrate past activities.
o Facilitate predictions and encourage evaluations.

o Scaffold questions to help educators think deeper.
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During Feedback Session

During the feedback session, observers must:

1. Share printed copies of CLASS® Observation Report or share your screen to review with educator.

2. Describe the purpose of the feedback session and encourage questions to help the educator feel comfortable
with the process.

Find out how familiar the educator is with CLASS®. If the educator is not familiar with CLASS®,
provide brief overview. Help the educator understand what the CLASS® scores mean and the
structure of the CLASS® Observation Report.

Use CLASS® language and be objective and specific.

Be strength based. Start with a dimension/indicator where the educator scored in the mid-to-high
range to show they already demonstrate CLASS® behavior indicator and discuss how to extend.

Use parallel process.

Focus on ranges versus the number they received for dimension score.

If you talk to a resistant educator, go to Know, See, Do.

Reflect on how interactions affect/impact children’s academic and social growth.

For Areas of Growth, discuss examples from observation and ask reflective questions to prompt
educators to analyze their interactions and think about ways to increase CLASS® behaviors to see the
impact it has on children. Knowledge/experience level of educator can determine how to lead
reflective questions. Examples of reflective questions include:

o What did you feel went well during the observation?

o What are the activities in your classroom that children enjoy playing with each other?

o When you join the children in the activities how do the children react to your enthusiasm?
o When do you find the most opportunity to have social conversations with children?

o How do you plan the learning objectives of an activity? How do you know if children
understood the learning objective?

o When you ask questions that let the children predict what might happen, what do you notice
about their responses?

o What might happen if you integrate the things that make children laugh and smile into
everyday activities and lessons?

o How can you encourage social conversations and relationship building during lessons and
structured activities?
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3. Brainstorm with the educator on their ideas of what they could do to increase the frequency, depth and
duration of the dimension’s behavior markers and provide strategies to support educator.

e Share resources so educators can learn more about CLASS® including:
a. CLASS® Observation Report

b. Provide 1 copy of the bilingual Enhancing Learning by Asking Questions: Aligning with The
CLASS Framework flip book (during fall cycle only). Review video on Observer Padlet for
instructions on how to use the book as a resource during a feedback session.

o  Utilize the flip book during your feedback session to discuss how it relates to your
observed instances and how they can use the questions in the book throughout daily
activities to align with CLASS dimensions. An electronic copy of the flip book is on the
Observer Padlet (use for virtual feedback sessions).

o  Point to questions and tips related to the area of growth and area of strengths you
discuss.

O  Review tips and ask educators for other open-ended questions they may ask or ideas.
e Ways that they can use materials already in the classroom to extend positive interactions

e Why CLASS? ¢ Por qué CLASS?

e CLASS® modules on RRCA website: CLASS® Recorded Sessions

4. When feedback session is completed, check in with Site Administrator to thank them and ask them to verify
scores in LinkB5 if they have not already done so.

5. Enter Completed Feedback Date into in Smartsheet.

Mandated Reporter

As a mandated reporter, in the unusual circumstance of any suspected abuse or neglect observed at the time of the
observation, the observer must report the observed behaviors to Child Protective Services. This is required by law.

Observers must report observed health and safety concerns to CapitalAreaVQB5@fairfaxcounty.gov for other
observed issues that significantly impact the health and safety of the children in care. Observers can report concerns
to the Virginia Department of Social Services Licensing Office using the VDSS Licensing Office Complaint Form.

Additional details can be found in Appendix B: VDOE Mandated Reporter Guidance.

Your mandated reporter training must be kept current. If it is about to expire, you will receive a notification from
Smartsheet to complete the training. Please complete the training and upload your certificate to stay in compliance. A
sample notification email is below:

nnnnn

Mandated Reporter Notice Expiring

Hello Grainger, Hermione,

Your mandated reporter training is due. Please complete the Recognizing and Reporting Child
Abuse and Neglect Mandated Reporter Training through the Virginia Department of Social Services
- Child Protective Services website, https://www.dss.virginia.gov/Itd/training-fs/#d.en.24099. When
'you have completed the mandated reporter training, please go to your Observer Profile Information
section in the Observer Portal page and attach the certificate of training completion. To continue
as an Observer, we need to have your current certificate on file.

Observer Portal:
https:/fapp.smartsheet.com/dashboards/g7GE8HgXX8m42Q83vXQPJqGrQXqgs7vwVR2pwi7 1

Thank you,
Ready Region Capital Area Team
CapitalAreaVQB5@fairfaxcounty.gov
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Incident Reporting

If an incident occurs that does not rise to the level of mandated reporting, please email
CapitalAreaVQB5 @fairfaxcounty.gov with information regarding the incident. A staff member will contact you for
next steps.

Smartsheet

Access to Smartsheet/Observer Portal

The Smartsheet Observer Portal contains observer profile and classroom assignment details. RRCA Staff will add you to
the RRCA Observer Inventory in Smartsheet and grant you access to the Observer Portal once you:

e Complete all steps described in CLASS® Observation Policies and Procedures.

e Submit CLASS® reliability certificates to CapitalAreaVQB5@fairfaxcounty.gov.

In the beginning of the observation window, you will be given access to the Observer Portal in Smartsheet. If you have
not already done so, you will need to create a free Smartsheet account and use the same email you provided to RRCA
as your primary email. To do so:

1. Loginto Smartsheet: Home - Smartsheet.com. Where it says, “Don’t have an account? Create one”, click
on Create one to create a new account.

B smartsheet

Welcome to Smartsheet

Don't have an account? Create one

Work email

Select Smartsheet data region: North America v (@

| name@company.com

2.  Type in the email that you provided to RRCA when confirming your work as an observer. Create a
password that you will remember.

3. Next time you log in, you will need to enter your email address and then click Try another way.

B smartsheet

Welcome to Smartsheet

AR

Hermione.grainger@gmail.com Change

[ ] Slgnwaccoum
or

B® signin with Microsoft

G sign in with Google

Try another way 4_'—_

Select Smartsheet data region: North America v @
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4.

Click Sign in with email and password.

smartsheet

Welcome to Smartsheet
AR
Hermione.grainger@gmail.com  Change

‘ Sign in with Apple
> Send me a code

= Sign in with email and password

Select Smartsheet data region: North America v @

You will also need to set up an authenticator on your phone. Smartsheet will require secondary authentication each

time you log into the Observer Portal. If you are a new observer, please follow the steps below to set up the
authenticator:

Click the blue circle at the bottom right

1. Download Google Authenticator or Microsoft Authenticator (free on iOS and
Android) and click set up. You may already have this app on our phone. If so, no need to add it again.
2. Open the authenticator app on your phone to scan the QR code.
corner as pictured below to access the QR code.
3.

sign-in screen.

219

= Authenticator

Your accounts now back up
to iClou
Q Autt i

cator

es iCloud 1o

automatically D YOUr accounts.

Learn More Dismiss

|§I NVCC

Hermione.Grainger@ diagon.com

@ Smartsheet (US)
Hermione.Grainger@ Hogwarts.edu

Select Scan a QR code and use your phone's camera to scan the QR code that displays on your Smartsheet

Scan QR code

Your account provider will display a QR code

Enter code manually
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4. If you cannot scan the QR code, select Enter a setup key in your authenticator app and manually type the code
provided on the Smartsheet screen.

Step 1: Connect the app to your selected authenticator by
scanning the QR code

=]

Smartsheet (US)
Hermione.Grainger@fairfaxcounty.gov
1 23 456 ( — Having trouble scanning? Enter this code manually

123456

Step 2: Enter the code from the two-factor authenticator
app on your phone

1 2 3 4 5 B

5. Verify with a one-time code: Your authenticator app generates a six-digit code. Enter this code into the
Smartsheet sign-in screen.

6. Complete sign-in: Once verified, your sign-in is completed and your authenticator app is successfully linked to
your Smartsheet account.

7. The next time you log into Smartsheet, open the authenticator app on your phone. If you have more than one
account linked to the authenticator app, ensure you open the one labelled Smartsheet. Note the 6-digit code
and enter it into Smartsheet to authenticate. This code will change every 30 seconds.

Observer Portal

The Observer Portal contains:
e CLASS® Observation assignments (classrooms)
e Observer demographic profile information

e Locations to upload documents such as CLASS® Certification(s), Calibration report(s), CLASS® Scoring
Booklets and CLASS® Observation Reports.

Classroom Assignments
At the top of your Smartsheet Observer Portal you will see Classroom Assignments.

Your current classroom observations assigned by the RRCA will be listed here. Each row is a separate classroom and
will update as new assignments are assigned.

CLASSROOM ASSIGNMENTS

7 Classroom Assignments

¥ Filter == = +
Language of
Site ID Site Name Classroom ID  Classroom Name Classroom Type  Instruction for gram Contact Program Phone Email Address
. Name Numi
Observation
87012 Maren Caldwell 1064928 Lirtle Starfish Room Toddler English Maren Caldwell 555-102-8479 marencaldwell87 @mallhub com
87088 Cozy Corner Kids Hub 1061487 Rainbow Seedlings Space Preschool English Jonah Reddick 555-883-5402 jreddick221@loopmail org
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1. Click on the left side of the site name to view the Details fly out box with Data and Attachments tabs.

2. On Data tab, enter in dates as shown below and Save. Some fields in gray cannot be edited:

. . Details
v Scheduled Date of Observation — enter the date when observation
is scheduled (update in Smartsheet within 1 day if date changes). Data  Attachments (0)  Comments (0)
v' Completed Date of Observation - enter the date when observation Seheduled Date of Observation
Enter the scheduled date for the class observation
occurred- do not enter future dates. MMidaryy
v Date Scores Entered into LinkB5 - enter the date when you enter Completed Date of Observation

Enter the date the class observation was completed

scores into LinkB5- scores must be entered in LinkB5 within 48
hours of observation.

MM/ddlyy

Date Scores Entered in LinkB5S

v Scheduled Date of Feedback Session - enter the date of scheduled Date s e oy orpriort Eterthedote scores were entered
feedback session (update in Smartsheet within 1 day if date MM/dalyy
changes). heduled Date of Feedback
Enter the scheduled date for the feedback session
v' Completed Date of Feedback Session - enter the date of completed MM1daryy
feedback session. Comploted bate of Feedbact

Enter the date the feedback session was completed

NOTE: If any scheduled dates change, update Smartsheet within 24 hours.

MM/dd/yy

Observation Status: The observation status will automatically update based on
data entered into Smartsheet. See below for details:

o Not Started- No dates or Scheduled Date of Observation only is entered.
e InProgress- Completed Date of Observation and/or Completed Date of Feedback Session entered

e Complete- Scores entered into LinkB5 AND all dates entered into Smartsheet.

Upload Observation Documents

The following documents must be uploaded for each classroom where an observation was completed:

CLASSROOM ASSIGNMENTS
s Classroom Assignments Details X
Language of Program ¢
Site ID Site Name Classroom ID  Classroom Name Classroom Type Instruction for Name -
Observation D eta I Is
87012 Maren Caldwell 1064928 Little Starfish Room Toddler English Maren Cal

87088 Cozy Corner Kids Hub 1061487 Rainbow Seedlings Space Preschool English JonahRec
d( Data  Attachments (2)

1. Click on a classroom assignment or anywhere on the line to bring up the fly out box where you will be able to

update data or add attachments.

2. On the Details fly out box: Click on Attachments tab to upload.

3. Select Attach a File at the bottom of the tab.

Details X

Data ( Attachments (0)

No attachments to display

@ Attach a File
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4. Select and add file(s) as necessary. Verify you are uploading correct attachment as you will not be able to
delete it once uploaded.

5. Please be sure the file names are as follows:

e CLASS® Scoring Booklet: [CLASSROOM ID]# _F[ALL]2026_SCORING BOOKLET |Details

e CLASS® Observation Report: [CLASSROOM IDJ#_F[ALL]2026_REPORT Data  Attachments (0)
6. Check appropriate boxes to note that documents have been uploaded. FALL CLASS® Scoring Booklet uploaded Smartsheet
7. If you have a Complete or Pending Observation in LinkB5 but do not have
documents uploaded in Smartsheet, you will receive a notification from FALL CLASS® Report uploaded to Smartsheet
Smartsheet to upload your missing documents.

8. Observers do not have the ability to delete attachments uploaded in error. To request deletion, you must
email the Classroom Name, Classroom ID, and Document Title to CapitalAreaVQB5 @fairfaxcounty.gov.
Once you receive confirmation that has been done, you can upload the correct document.

9. Your RRCA POC/Supervisor will be monitoring timely date and data entry into Smartsheet and may contact
you if there are any questions or delays.

Observer Information

1. Click on your name or anywhere on the line to bring up the fly out box where you will be able to update data or

add attachments. You can also view your Certification Renewal Reliability Code and Calibration Codes here. Do
not use calibration codes until you receive notification that your calibration is due and only take one calibration.

OBSERVER INFORMATION

“r CLASS® Observer Profile Information
Y Filter == =
. PreK CLASS PreK CLASS PreK
Name “f. ObserverLast  Supervisor Name/ RRCA Observer Email Contact Number Certified PreK Reliability Code } Expiration PreK Calibration Code Calibration
Name, First Name POC Name .
(ves/No/Pending) Date Due Date

Grainger, Hermione Morgan Reeves hermione.grainger@gmail.com  (555)482-9175 Yes VPPJB22Y 07/24/27 XTY6GYBXXYYTTMMM 01/24/27

2. Click onyour name so the fly out box appears. Then click on Data tab to enter demographic data.

OBSERVER INFORMATION

CLASS® Observer Profile Information Details
¥ Fil =
A
Name of Observer Last  Supervisor Name/ RRCA PreK CLASS Name of Observer Last Name, First Name
Name, First Name POC Name Observer Email Contact Number Certified PreK Reliability Cc 4
, (Yes/No/Pending)
Grainger, Hermione |
Grainger, Hermione Morgan Reeves hermione.grainger@gmail.com 555)482-9175 Yes VPPJB22Y Observer Email
Contact your POC if you need to update your email address.
hermione.grainger@gmail.com |
Contact Number
555)482-9175 |
PreK CLASS Certified (Yes/No/Pending)
o Yes v
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e The fields you may edit as an Observer include:

O

©)

©)

©)

3. Review and update your demographic data at the beginning of the observation window in August and again by
January 25" so this data can be sent to VDOE. Click Save after making any updates. The fields in gray cannot be
edited. If any other demographic data (such as mailing address) changes, you must email
CapitalAreaVQB5 @fairfaxcounty.gov with specific information.

Contact Number

Languages Spoken

Observers’ Race/Ethnicity

Montessori Classroom Experience
Special Education/Inclusion Experience
Experience with Family Day Homes
Other Specializations

Additional Info

Upload Observer Certifications/Reports

Upload attachments by clicking your name and when the fly out box appears, click Attachments tab. The following

documents must be uploaded in observer information section:

e CLASS® Certification(s) and Calibration Reports(s)

e Training Certificates, as required

e Mandated Reporter training certificate

e Any other required documentation

Smartsheet Notifications

Notifications from Smartsheet will come via email address automation@app.smartsheet.com. Please save this email
address in your contacts to ensure these messages do not go to Spam. Please do not reply to the automated
Smartsheet notices. Any questions should be directed to CapitalAreaVQB5 @fairfaxcounty.gov.

Observers will receive email notification through Smartsheet for the following:

o New Classroom assignment(s)

e Reminders at 60, 30 and 14 days prior to expiration/due date for:

o Tool Certification for each CLASS® tool certified

o Mandated Reporter

o Background Checks

e Reminders at 30 and 14 days prior to due date for:

o Calibrations (due 6 months after certification/recertification for all tools for which the observer is

certified).
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Smartsheet Resources

Please review the Smartsheet Observer Portal Overview video for information on how to:

e Access assighments
e Enter dates
e Upload documents

e Update demographic information

Contact Us

Please email CapitalAreaVQB5@fairfaxcounty.gov for guidance with any Smartsheet issues.

VA Connects/LinkB5
LinkB5 is the Virginia Department of Education (VDOE) database that captures site/classroom data, including CLASS®

scores on the VA Connects website.

Enter CLASS® Scores

Reminder: CLASS® scores should be entered into LinkB5 within 48 hours of observation. For information on how to
enter scores, visit VAConnects Resources and search for Enter CLASS Observation Information Guide.

All local observers are responsible for ensuring the accuracy of their scores before submitting in LinkB5. Review your
scores to ensure your observation sheet scores match your scoring summary sheet scores for each cycle and you
have entered them correctly into LinkB5 before submission.

Note: Toddler and Pre-K Negative Climate score should be entered in LinkB5 as the raw score (not reversed).

For example, if you scored a 1 in negative climate on your scoring summary sheet enter 1 into LinkB5.

Professional Development Opportunities and Participation Requirements

RRCA offers several Professional Development (PD) supports to ensure the quality and consistency of observations
across the region. Some supports will be offered to observers for voluntary participation; others may be required to
continue to receive observation assignments for RRCA.

Instances when an observer may be required to complete additional PD opportunities include:

e Low calibration scores- Observers that show a pattern of low calibration scores in one or more tools may be
asked to complete some additional PD to help further their understanding of the CLASS® tools and the
scoring process.

e Local-External Score Comparison and Replacement Protocol- This score comparison occurs for both the Fall
and Spring Observation Windows. For more information, please refer to the Local-External Score
Comparison and Replacement Protocol section of the VDOE Local CLASS Observation Best Practices
Guidebook and the VQB5 Guidelines. RRCA will review score comparisons and may ask observers to
complete PD based on frequency, difference in points, or unusual scoring patterns in score comparison
data.
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e Number of observation assignments- Observers with high numbers of observation assignments may be
asked to complete PD opportunities. This is determined on an individual basis.

e Other instances- Based on feedback or observer monitoring identified by the RRCA POC/Supervisor,
mentoring and/or other PD may be recommended.

PD Offerings include (but are not limited to):
e Asynchronous learning modules based on individual needs
e Additional calibration sessions
e Double coding with a peer or anchor coder
e Communities of practice based on observer needs

e One-on-one meetings with RRCA VQB5 Specialists

Appendices

Appendix A: Observation Guideline differences between VDOE and Teachstone

Appendix B: Mandated Training and Reporting Requirements

Appendix C: Checklist for Ready Region Capital Area Local CLASS® Observers
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Appendix A: Observation Guideline differences between VDOE and Teachstone

NOTE: VDOE guidelines supersede guidance from Teachstone Manuals. RRCA Local CLASS Observers follow

VDOE Guidelines (Column 1). *RRCA note: When quoting educator or child’s words in a foreign language, it must be
followed with translation to English in parenthesis.

COLUMN 1: VDOE Guidelines- Used by RRCA Observers

COLUMN 2: Teachstone®

Length of
observation
cycle

15 minutes for Infants

20 minutes for Toddlers

20 minutes for PreK

ALL TOOLS: 10 minutes of coding per cycle

Observation cannot be conducted during the coding sessions
(VDOE pg.11,12).

15 minutes for Infant

15-20 minutes for Toddler, 20
minutes for PreK with 10 minutes of
coding (CLASS manual Chapter 2).

Starting date

o At least 2 weeks after the first day of school for the fall
observation period (VDOE pg.11).

o At least 2 weeks after the first day of the lead educators assigned
to the classroom; (VDOE pg.11) Lead educator must be present.

e The interval gap between the fall and the spring observations is at
least 60 calendar days (RRCA pg.2).

N/A

Child
Attendance

e At least 50% of the children enrolled are present.
e For a site with only 3 children enrolled, observation can start if
only one child is present (VDOE pg.12).

No requirement for the minimum
number of children presenting in
the room.

Toolto usein

e The CLASS tool matches the classroom type listed in LinkB5; it
will show on the Smartsheet (RRCA pg.2).

e Use the Toddler tool with Mixed age home-based child care

e classrooms (VDOE pg.9).

e ECSE self-contained Pre-K classrooms may be allowed to use the
Toddler CLASS tool based on the children’s developmental age

For Mixed age classroom and
Home-based child care:

o APPROACH ONE: MAJORITY AGE
ENROLLED OR PRESENT:
observers select the CLASS tool
that corresponds to the majority of
children (birth to age 5) enrolled or
present.

o APPROACH TWO: TODDLER

the . ..
and |IEP goals with requested permission (VDOE pg.9).
classroom Uil : N 'qth F llp S ( . ptg ) - CLASS TOOL observers use
(]
se esar.ne ools in the Fall and Spring o s.erv‘a |o.n wm ow. Toddler CLASS regardless of the
o |f the age difference between fall and the spring is significant composition of the children
(from Infant to PreK, or PreK to Infant) with a typical enrollment, present
or pl(irmahnent classrc:lom change, oiser;\ée VAVIE,h th;e approprlate e APPROACH THREE: ALTERNATE
tcoo or’t e new eCnro ment and notify RRCA POC/Supervisor BETWEEN CLASS TOOLS:
T mECT I (SIHEA R, 261 observers alternate between
CLASS tools, aiming for two or
three cycles at each age level.
R . . . . o Recess and outdoor free time in
Activities The “specials” with a different educator(s); cafeteria meals sitting .
. ) PreK. When all children are
NOT with peers from different classrooms; unstructured recess or )
. sleeping, do not observe for any age
to observe outdoor play for PreK as defined by the educator (VDOE pg.11).

group (CLASS manual Chapter 2).
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Appendix B: Mandated Training and Reporting Requirements

i EDUCATION

Mandated Training and Reporting Requirements for VDOE Improvement Subgrantees

The following guidance is to be disseminated annually by the Virginia Department of Education

to any subcontracted or subgrantee party that completes themselves, or subcontracts out, services
within Virginia’s early childhood care and education settings. All subgrantees should review the

requirements below, and take measures necessary to comply with the expectations.

1) Annually Review Guidance for Recognizing and Reporting Child Abuse and Neglect
Subcontracted and subrecipient partners of the Division of Early Childhood Care and
Education that have staff/contractors that work within early childhood settings must
receive a VDSS Guide For Mandated Reporters In Recognizing And Reporting Child
Abuse And Neglect. Lead agency staff should review this information with
staff/contractors at least once a year.

2) Complete Mandated Reporter Training
Staff/contractors who work in early childhood classrooms are required to go through the
Recognizing and Reporting Child Abuse and Neglect Mandated Reporter Training
through the Virginia Department of Social Services - Child Protective Services. Initial
certification should be kept on file by the lead agency. It is recommended that this
training be completed every two years.

In the unusual circumstance where any suspected abuse or neglect is observed, or where other
concerning behaviors are observed, subcontracted/subgrantee partners must take the following
action steps.

Mandated Reporting for Suspected Child Abuse
In the unusual circumstance of any suspected abuse or neglect observed while working in an

early childhood classroom, the staff member/contractor must report the observed behaviors as
mandated by law.

e In this case, the staff member/contractor should stop their work and immediately report
the instance to the site administrator and the Virginia Child Abuse and Neglect Hotline.
Before leaving the site, the staff member/contractor should notify the lead agency and/or
supervisor.

e In the case of clear and imminent danger, the staff member/contractor may step in to
protect the child(ren).

o Suspected abuse and neglect must be reported through one of the below required
channels:

o Virginia Child Abuse and Neglect Hotline: 1-800-552-7096;

o Local Department of Social Service Office (click here for a map and contact
information for local offices); or

o File report online via the Mandated Report Portal at
https://vacps.dss.virginia.gov/VACPSWeb/faces/landingPage xhtml.

May 2025
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VIRGINIA DEPARTMENT OF

i EDUCATION
e After reporting the suspected child abuse through one of the above mandated reporter
channels, the staff member/contractor must also:
o Report the suspected child abuse to the Virginia Department of Education by
filing a complaint with the Office of Child Care Health and Safety.
= Detailed instructions for ‘Filing A Complaint’ can be found HERE on the
ChildCareVA.com website

0 The lead agency must also notify their VDOE contract program manager in
writing that a complaint has been placed within 3 business days.

Reporting Concerns Not Constituting Suspected Child Abuse or Neglect
If a staff member/contractor believes that the health and safety of children are at risk or observes
other concerning behaviors, they must report those concerns to the Virginia Department of

Education.
e To report other concerns related to health and safety within early childhood facilities:

0 Report the concerns to the Virginia Department of Education by filing a

complaint with the Office of Child Care Health and Safety.
= Detailed instructions for ‘Filing A Complaint’ can be found HERE on the
ChildCareVA com website

o The VDOE contract program manager should also be notified in writing within 3

business days that a complaint has been placed.

Questions about the VDOE Mandated Reporting Requirements should be sent to
vab5@doe.virginia.gov.

i EDUCATION

May 2025
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Appendix C: Checklist for Ready Region Capital Area Local CLASS Observers

READY
REGION

CHECKLIST FOR READY REGION CAPITAL AREA LOCAL CLASS® OBSERVERS

Observations

Enter Dates in Observer Portal in Smartshest:
O observation Scheduled
O oObservation Completed

CLASS® Scoring Booklets
O Teachstone CLASS® Scoring Booklet and correct age level used.
QO Al cLass® scoring Booklet headings complete and include all Educators /Adults in classroom for
each cycle.
O all observation cycles and coding complete. If cycle was terminated prior to cycle completion, it is
noted on the observation sheet.
o Infant (4 cycles): 15-minutes of observing, 10-minutes of coding
o Toddler/Prek (& cycles): 20-minutes of observing, 10-minutes of coding
O soft ranges included for each cycle. All dimension notes for each dimension observed
completad.

Observation Sheet - Example

O nNotes are legible, detziled and include quotss and activities. When using additional Notes pages,
notes should be sorted/ lzbelled by dimension acronyms (for example, PC, T5). Notes pages have
cycle numbers written at top.

Revised 6/2026
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O scoring summary shaet iz completed with header, dimension scores for each cycle, average calculations in
both aversge column and domain average boxes.

{'EU.SE e —

i

Q Full cLASS® Scoring Booklet including RRCA label, cover page, nates pages (including blank
pages] and scoring summary shestare scanned as one document and is legibls.

L cLASsS® scoring Booklet saved with proper protocal (ClassreomID_F2026_BOOKLET) and
uploaded to Smartsheet once approved by RRCA POC/Supsrvisor.

O  scores sptered in vAConnects,/LinkBS within 48 hours.

CLASS® Observation Report:

O current template was used [Fevised 05/2026 @
REGION

VOBS Local CLASS Obgervation Raport
for Toddler Clazsroom

Py gm Mirna ' ] Clawirgam Meme [
I.-l-rl.l.u.'-ulhﬂ.n-rﬂnn' i L X bext Claswrosamn 10
Tihan wtiw Movaie ' I I #7 DEwl Educatar I Mam = Wi

[ L 1 1

Heading information s complets.

Detailed examples align with dimensions and includs guotes and activities.

Grammar is accurste and past tense is used for observed instances.

Children and educator's names are replaced with €1, €2, E1, EZ.

Arezs of growth are written as cbserved instances. If indicators are not present, sxeamples
provided of what occurred, not tips, suggestions or ‘why’ statements.

scores and ranges match throughout the CLASS® Cbssrvation Report and are calculated properly.
Proofread report to include grammar and spell check.

CLASS® Observation Beport is saved in Word using proper protocol
(ClaszroomID_F2026_REPORT] and submitted to RRCA POC/Suparvisor for review.

CLASS™ Observation Report and CLASS™ Scoring Booklet emailed to RRCA POCSSupervizor within 48 hours

0 odo ooooo

or 2 business days of observation. Email one 5=t of cbservation documents and wait for feedback from your

RRC& POC/Supsrdiscr prior to sending documents from sdditional cbservations.
Upload RRCA POC Supervisor approved report and bocklet to Observer Portzl. Check the boxes imthe
portal:
o CLASE® Obzervation Report Uploaded
o CLass® scoring Booklet Uploaded
O when/if you are notified that RRCA POC/Supervisor review is no longer reguired, upload documents
directly to the Observer Portzl in Smartshest

(]

30



Feedback Session:
Scheduling:
O scheduled in-person feedback meeting within 10 days of the observation. Updated Observer Portzl with
the scheduled Dote of Feedbock date.
O pPlanned at least 30 minutes for feedback session.
O ndade st least three attempts to reach a program through different methods and if unzble to scheduls
feedback, contacted RRCA POC/Supervisor to let them know.

Freparation:
L Reviewsd feedback resources on the Padlet prior to providing feedback.
O Reviewed CLASS® scoring Booklet and CLASS™ Observation Report in preparation for sharing strengths,
reflective guestions, specific 2xamples... to make the feedback meaningful.
O printed and emziled copies of the CLASS™ Observation Report ar plan to share screen with the educator
b review.
O Have materizls/resources/links to shars with the educator:
o Provide 1 copy of the bilingual Enhancing Learning by Asking Questions: Aligning with The CLASS
Framework Flip Book (during fall cycle anly).

After Feedback Session:
O Entersd Completzd Date of Feedback session field into Observer Portal in Smartsheet once feedback is
complete.

Observer Portal -Smartsheet/ LinkB5 Data Entry:

O Entered Dates for:
o Observation Schedulad
o Observation Completed
o Scores Entered into LinkES (must be within 48 hrs. of observation)
o Scheduled Feedback Sesszion [is not the same as observation date)
o Feedback Session Completed

O cChecked boxes for:
o CLASS® Observation Report Uploaded
o CLASE® scoring Booklet Uploaded

Observer Resources:

Observer Padlet: https://bit ly/RRCA-Local-CLASS-Observer-Fadlet. Resource library of documents, guides,

CLASS® Observation Report templates, videos, and links to external resources, such 3z Teachstone Observer
Village including:
®  2028-2027 RRCA VOES CLASS Chserver Guide: Detailed requirements fior Report Writing,
CLASE® Scoring Booklet, Feedback session and Resources
*  WDOE Local CLASS® Observations Bast Practices Guidebook

Reminders:
Fall Dbservation Window: August 15 — December 22, 2026
regional Deadline: all cbhservations must be completed by December 4, 2026
®  Spring Observation Window: January 20 - May 31
o Regional Deadline: &ll observations must be completed by May 7
# Feedback sessions may not occur on the same day 3s an abservation
& Each observed educator receives a copy of the CLASE® Observation Report
# Scores must be entered into LinkES within 48 howrs of observation
o Scores entered past the vDOE 10-day deadline will flag 25 an unusual
scoring pattern, and may trigger an additional external observation
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Ensure 1 hard copy of Enhancing Learning by Asking Questions: Aligning with The CLASS
Framework flip book is shared during each feedback session in the fall. if the program
reguesis 3 virtual feedback session, pleass share with the educator you will drop off
the book after the virtual feedback session occurs. If you are a virtual-only observer,
share the pdf version of the book during the fesedback session and review with the
educator. 5taff from RRCA team will deliver & book to the program after your Feedhock
Zession Completed Doate iz entered into Smartshest.

Invaices for contract abservers will be auto generated when all obzervation tasks have
besn successfully completed. Contractors will receive 3 copy of the invaice for their
recaords.

Ready Hegion Capital Area Fairfax County Nelghborhnod & Commuanity Services = Early Childbood Programs & Services

2011 Government Center Parkway, Sulte 220 _Eairfoy, VA 22035 « CapitalArea¥ 0856 Biracounty gov
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