Classroom Observations Excel Spreadsheet
John Pearce, Bellaire PS

jpearce@pipeline.com.au

This spreadsheet is setup to enable teachers to make subject based observations of children that will then feed into an individual page for each child that aggregates this data.

The Interface
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The Sheets

Sheets are set up for the following observation categories:
· Read Assess - for making observations of children whilst completing reading assessment tasks
· Read - for making observations of children whilst reading

· Write - for making observations of children’s written work

· Maths - for making observations of children whilst doing maths works

· Obs - for making general observations of children

· Par Obs - for noting parent observations of children

· HRead-Spell - average days reading has been completed as well as the average spelling score for the week. This data comes from the H-work sheet.

· Awards - for entering information about awards eg Student of the Week, (SOW)
· H-Work – for entering weekly spelling test scores and nights read during the week, (diary)

· St # - individual children’s sheets

Page Titles can be changed by going to the top right cell of each sheet. Changes here also change the category titles on each individual student sheet.

Entering Children’s Names

Go to the List Sheet and enter the names of each of the children in your grade. If you have the names in another spreadsheet or word processed table, they can be copied and pasted into the sheet. 

As you enter the names in the List sheet these names will be automatically entered into each of the other sheets plus at the top of the child’s individual sheet.
Entering Data
To enter general observations key the information in the observation cells on the relevant subject sheet. Pressing the Enter key will update this cell and the corresponding cell in each particular student’s sheet. As you enter the data the relevant cell should expand to fit the information.
To update the information click on the cell and then click the cursor at the end of the information in the Function Bar. 

N.B. Do not update data directly into the cell as this will erase the existing data. Always update via the Function Bar.
Moving Between Pages
To move between the pages, (sheets) you need to use the Sheet Scrollbar in the bottom left corner of the screen. The barred arrow at each end moves you to the first or last sheet.
Renaming Sheets

The Tabs for each of the sheets can be renamed by Right-Mouse Clicking on each of the tabs as shown below. Select the Rename function and you will be able to change a name to suit. Tab Colours can also be changed using this menu. 
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Adding Special Comments

You can add comments to any cell by Right-Mouse Clicking on the cell. A menu as shown below will appear.
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Highlighting and pressing this will enable you to add extra comments to this cell. Cells with comments in are indicated by a small red triangle in the right top corner.

Extra Options 

· I often fill cells with different colours to indicate group membership eg reading groups.

· Though you can use colour to indicate observations made at different time, these colours do not carry over onto the individual student’s record.
Sheets - the pages of your workbook
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Sheet Scrollbar used to see all of the sheets
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