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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 assignments. 

• 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
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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: 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

• 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.  

 

 

 

 

 

 

 

  

mailto:CapitalAreaVQB5@fairfaxcounty.gov
mailto:tabitha.beck@alexandriava.gov
mailto:ArlingtonVQB5@arlingtonva.us
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

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

  

 

 

  

  

  

  

 

  

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: 

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

• 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. 

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

https://youtu.be/G723hrdSf5I
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• 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? 

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

• Will the lead educator be present?  

• Is the 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) 

• Will other adults be present during the observation (parent, occupational therapist…)? What is their 

schedule? 

• 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. Is there designated parking? 

d. Will you be going on a walk or will you be walking to the playground? 

• 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
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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: 

• RRCA lanyard with Local Observer Name Tag and picture ID. 

• 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.  

  

  

  

  

  

  

  

  

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.  

• Infant tool: 15 minutes to observe, 10 minutes to code.  

• Toddler and PreK tool: 20 minutes to observe, 10 minutes to code. 

• 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: 

• The names of all adults in the classroom during that cycle. 

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

• 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. 

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

 

 

 

 

 

 

 

 

 

 

 

 

• 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. 

 

 

 

 

 

 

 

 

 



   

 

10 

 

• 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.   

  

 

 

 

 

 

 

 

 

 

 

 

 

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. At the 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: 

• Observation details (observer contact information and visit date). 

• QR code that leads to additional resources on the RRCA website. 

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 you discover 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. 

Example to the left 

shows notes sorted 

on observation 

sheet as H/M/L and 

on Notes page 

separated (by line) 

for each domain 

and labelled 

multiple examples 

for each dimension 

using acronyms. 

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
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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. 

• 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).  

https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-5xqzp19wr6tmu1h/wish/j40PQDXMpkxjQvXB
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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. 

2. Use the word educator instead of teacher as best practice.  

3. Enter the range (Low, Mid, High) for each dimension. 

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

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

CLASS® Observation Report Key Words 

  

 

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 
 

6. In the 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. 

• Depth – The quality or effectiveness of an interaction and impact on the child  

• Frequency – How often the behavior occurs. Frequency includes number and percentage of times the 

behavior occurs throughout the observation 

• Duration – The length of time an interaction lasts.  

o Note: Brief but effective interactions can occur.  
 

Low Range Mid-Range High Range 

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 

https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
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Areas of Strength Example from a Toddler CLASS® Observation Report (Full Report on Observer Padlet) 

 

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

7.00).  

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

• 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.  

https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
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• Depth – The quality or effectiveness of an interaction and impact on the child  

• Frequency – How often the behavior occurs. Frequency includes Number and percentage of times the 

behavior occurs throughout the observation 

• 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. 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. 

• Example: 123456_F2026_REPORT (Change the F to S based on observation cycle) 

2. 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.   

3. If requested, make edits and return to RRCA POC/Supervisor for review again. 

4. Once the report has been approved, review with educator during feedback session. 

5. 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.  

• Upload CLASS® Observation Report as a Word document.  

• Upload entire CLASS® Scoring Booklet (scoring summary sheet and all note pages, including blank 

pages) as one file.  

• 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.  

• 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. 

6. Email approved CLASS® Observation Report to educator/site administrator. 

mailto:CapitalAreaVQB5@fairfaxcounty.gov
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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: 

• What were the activities/schedule/time of day? 

• Was there consistency between cycles? 

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

that cycle? 

• 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: 

• 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 

• ECLKC’s Top 10 Tips for Coaches 

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

• 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. 

https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-5xqzp19wr6tmu1h/wish/J24jall6Ody3a0A1
https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
https://info.teachstone.com/blog/a-coaching-guide-to-asking-reflective-questions-part-1
https://info.teachstone.com/ebook-coaching-fundamentals
https://info.teachstone.com/ebooks/quality-feedback-the-hows-and-whys
https://info.teachstone.com/ebook-coaching-fundamentals?utm_term&utm_campaign&utm_source=adwords&utm_medium=ppc&hsa_tgt&hsa_grp&hsa_src=x&hsa_net=adwords&hsa_mt&hsa_ver=3&hsa_ad&hsa_acc=9624027010&hsa_kw&hsa_cam=20033757839&gclid=EAIaIQobChMI3o3C-uOgggMVJsfICh3nxANdEAAYASAAEgLy6vD_BwE
https://info.teachstone.com/ebooks/coaching-tips-for-sticky-situations
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/pbc-top-10-tips.pdf
https://info.teachstone.com/ebooks/the-abcs-of-the-parallel-process
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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? 

 

 

 

 

 

 

https://info.teachstone.com/blog/what-do-we-do-when-we-find-ourselves-on-the-fence-or-how-can-i-get-myself-ready-to-run-the-turkey-trot
https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-5xqzp19wr6tmu1h/wish/v3w8Zwn8K894QN52


   

 

17 

 

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. 

• 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. 

• Ways that they can use materials already in the classroom to extend positive interactions 

• Why CLASS? ¿Por qué CLASS? 

• 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: 

https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
https://padlet.com/ready_region_capital_area/rrca-local-class-observer-resources-fy26-updates-coming-soon-5xqzp19wr6tmu1h
https://info.teachstone.com/ebook-what-is-class
https://info.teachstone.com/ebook-por-que-class-0
https://www.fairfaxcounty.gov/neighborhood-community-services/readyregion/class_sessions
mailto:NCSOFCVQB5@fairfaxcounty.gov
https://www.dss.virginia.gov/licensed-care/submit-a-complaint/
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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: 

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

• 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. Log into Smartsheet: Home - Smartsheet.com.  Where it says, “Don’t have an account? Create one”, click 

on Create one to create a new account. 

 

 

 

 

  

 

 

 

 

 

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.  

 

  

  

  

  

  

  

  

mailto:CapitalAreaVQB5@fairfaxcounty.gov
mailto:NCSOFCVQB5@fairfaxcounty.gov
https://app.smartsheet.com/dashboards/g7G68HgXX8m42Q83vXQPJqGrQXqg57vwVR2pwf71
https://app.smartsheet.com/b/home
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4. Click Sign in with email and password.   

 

 

 

 

 

 

 

 

 

 

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: 

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.    Click the blue circle at the bottom right 

corner as pictured below to access the QR code.  

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

sign-in screen. 
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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. 

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:   

• CLASS® Observation assignments (classrooms) 

• Observer demographic profile information 

• 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. 

1 2 3 4 5 6 

https://app.smartsheet.com/dashboards/g7G68HgXX8m42Q83vXQPJqGrQXqg57vwVR2pwf71
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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: 

✓ Scheduled Date of Observation – enter the date when observation 

is scheduled (update in Smartsheet within 1 day if date changes). 

✓ Completed Date of Observation - enter the date when observation 

occurred- do not enter future dates. 

✓ Date Scores Entered into LinkB5 - enter the date when you enter 

scores into LinkB5- scores must be entered in LinkB5 within 48 

hours of observation. 

✓ Scheduled Date of Feedback Session - enter the date of scheduled 

feedback session (update in Smartsheet within 1 day if date 

changes). 

✓ Completed Date of Feedback Session - enter the date of completed 

feedback session. 

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

Observation Status: The observation status will automatically update based on 

data entered into Smartsheet. See below for details: 

• Not Started- No dates or Scheduled Date of Observation only is entered. 

• In Progress- Completed Date of Observation and/or Completed Date of Feedback Session entered 

• 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:  

 

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. 
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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: 

• CLASS® Scoring Booklet: [CLASSROOM ID]#_F[ALL]2026_SCORING BOOKLET 

• CLASS® Observation Report: [CLASSROOM ID]#_F[ALL]2026_REPORT 

6. Check appropriate boxes to note that documents have been uploaded.  

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 

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. 

 

 

 

 

 

 

 

 

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

mailto:CapitalAreaVQB5@fairfaxcounty.gov
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• The fields you may edit as an Observer include: 

o Contact Number 

o Languages Spoken 

o Observers’ Race/Ethnicity 

o Montessori Classroom Experience 

o Special Education/Inclusion Experience 

o Experience with Family Day Homes 

o Other Specializations 

o Additional Info 

3. Review and update your demographic data at the beginning of the observation window in August and again by 

January 25th 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. 

 

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: 

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

• Training Certificates, as required 

• Mandated Reporter training certificate 

• 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: 

• New Classroom assignment(s) 

• 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 

• 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). 

mailto:CapitalAreaVQB5@fairfaxcounty.gov
mailto:automation@app.smartsheet.com
mailto:NCSOFCVQB5@fairfaxcounty.gov
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Smartsheet Resources 

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

• Access assignments 

• Enter dates 

• Upload documents  

• 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:  

• 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.  

• 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.  

https://youtu.be/G723hrdSf5I
mailto:CapitalAreaVQB5@fairfaxcounty.gov%20
https://resources.linkb5.virginia.edu/hc/en-us
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• 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.  

• 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):  

• Asynchronous learning modules based on individual needs  

• Additional calibration sessions  

• Double coding with a peer or anchor coder  

• Communities of practice based on observer needs  

• 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 

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

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

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

N/A 

Child 
Attendance 

• At least 50% of the children enrolled are present.  
• 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. 

Tool to use in 
the 

classroom 

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

• Use the Toddler tool with Mixed age home-based child care 
• classrooms (VDOE pg.9). 
• ECSE self-contained Pre-K classrooms may be allowed to use the 

Toddler CLASS tool based on the children’s developmental age 
and IEP goals with requested permission (VDOE pg.9). 

• Use the same tools in the Fall and Spring observation window. 
• If the age difference between fall and the spring is significant 

(from Infant to PreK, or PreK to Infant) with a typical enrollment, 
or permanent classroom change, observe with the appropriate 
tool for the new enrollment and notify RRCA POC/Supervisor 
immediately (RRCA pg. 2-3). 

For Mixed age classroom and  
Home-based child care: 
• 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. 

• APPROACH TWO: TODDLER 
CLASS TOOL observers use 
Toddler CLASS regardless of the 
composition of the children 
present. 

• APPROACH THREE: ALTERNATE 
BETWEEN CLASS TOOLS: 
observers alternate between 
CLASS tools, aiming for two or 
three cycles at each age level. 

Activities 
NOT  

to observe 

The “specials” with a different educator(s); cafeteria meals sitting 
with peers from different classrooms; unstructured recess or 
outdoor play for PreK as defined by the educator (VDOE pg.11). 

Recess and outdoor free time in 
PreK. When all children are 
sleeping, do not observe for any age 
group (CLASS manual Chapter 2).  
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Appendix B: Mandated Training and Reporting Requirements 
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Appendix C: Checklist for Ready Region Capital Area Local CLASS Observers  
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