
Model Letter 1 – Revision 6 – 7/18/23 -- Send this letter to your observer to let him/her know that you will be responding and that you would like clarification about statistical data, factual data, and instructions to staff that affect the public contained in the observation report.

__________ (Date)

Dear ___________________,  (Name of Supervisor)
I have thoroughly reviewed the observation report last revised _________ which you issued to me for a lesson that took place on __________________ (Date of Lesson).

Please be advised that I do not concur with your conclusions that the lesson, or any portion thereof, was ________________ (Ineffective, Developing, Ineffective or Developing, Unsatisfactory – Choose one of these four possible responses.).

I am going to write you a formal rebuttal to the observation report to be copied to various offices and officials including, but not limited to, the Mayor, Chancellor, Panel for Educational Policy, DOE's Office of the General Counsel, City Council, Comptroller, Public Advocate, Corporation Counsel's Office, United Federation of Teachers, and Council of School Supervisors & Administrators.

But first, I am requesting you to separate the statistics and facts from the opinions.


Please identify the specific sentences that consist, in whole or in part, of statistical data.

Please identify the specific sentences that consist, in whole or in part, of factual data.

By "statistical data" or "statistics," I mean "numeric figures" or "numeric information."

By "factual data" or "facts," I mean "objective statements" or "objective information."
Second, I am requesting you to separate the instructions from the recommendations or suggestions.

Please identify the specific sentences that consist, in whole or in part, of instructions to staff that affect the public.

By “instructions to staff that affect the public,” I mean the directions and instructions given to me as to the performance of my teaching duties since such directions and instructions must necessarily affect my students.

Thank you for your anticipated cooperation.
             Sincerely,

             



             ____________________________  (Name of Teacher)


Note:  This response is to be attached to each and every copy of the observation report, both paper copies as well as electronic copies.  A formal rebuttal will follow.

