APPENDIX B

Capturing Lost Instructional Time
Observation Checklist

The Capturing Lost Instructional Time Observation Checklist is designed to
help school leaders systematically identify patterns of lost instructional time
across classrooms and school routines. This tool is best used over a period
of 1 to 2 weeks during a typical stretch of the school year, excluding testing
periods, special events, or shortened schedules. The goal is to capture an
accurate snapshot of how instructional time is unfolding in your building.

Start by identifying key time blocks throughout the day when transi-
tions, announcements, classroom routines, or schoolwide disruptions tend
to occur. Then, during brief 10-15-minute walkthroughs, document obser-
vations using the checklist—note the time, location, and number of min-
utes lost, and categorize the root cause. You can use a digital timer or phone
alarm to stay consistent and ensure that you're capturing snapshots from
across the entire day.

It’s essential to be honest and objective in what you record. Whether it’s
a delayed start to a lesson, excessive downtime during small group work, or
recurring interruptions from hallway noise, the goal is to notice, not judge.
Encourage your assistant principals, instructional coaches, or teacher lead-
ers to join you in collecting this data to increase accuracy and promote
shared ownership of the improvement process.

After collecting observations for a week or two, begin to look for trends.
Which classrooms or routines consistently lose time? Are certain issues
more prevalent at specific times of day? Are any of the disruptions pre-
ventable with clearer procedures or better planning? Use this insight to
drive concrete changes—adjust transitions, tighten announcements, create
shared routines, or retrain staff on expectations.

To deepen your learning, consider reviewing the data with a leadership
partner or coach. Comparing notes and reflecting together can offer new
perspectives and prompt your thinking beyond what you might notice on
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your own. This tool isn’t just about reducing lost minutes—it’s about real-
locating time to what matters most: student learning.

CAPTURING LOST INSTRUCTIONAL TIME

Purpose: To support school leaders in identifying and reclaiming lost in-
structional time by tracking patterns and root causes.

Grade/ Area Time Lost | Root Cause
Date Time Classroom Observed (min.) Category

ROOT CAUSE CATEGORIES (CHECK ALL THAT APPLY)

A Long/late transitions A Unstructured downtime
H Long/inetficient morning [ Discipline-related disruptions
announcements
A Excessive or extended assemblies E Logistics issues (internet,
equipment)
A Technology delays A Other

SAMPLE OBSERVATION PROTOCOL

e Conduct a 10-minute walkthrough in multiple classrooms and
common spaces (hallways, cafeterias).

¢ Focus on identifying non-instructional time that can be reclaimed.

e Look for repeating patterns across classrooms or grade levels.

e Use data from this checklist to inform staff PD, adjust schedules, or
establish tighter routines.




