Example Initial Peer Observer Email 
 
Dear [Name],
Thank you for requesting a peer observation in your course! I am delighted to work with you on this. I always learn a lot about new subjects and different teaching methods by observing colleagues’ classes, and I am looking forward to learning from you!
As you may know, peer observation consists of three components: a pre-observation meeting, the classroom observation, and a post-observation meeting. Soon after the post-observation meeting, I will provide you with a written Peer Observation Summary. This summary is confidential - I will not share it with anyone other than you. You, however, are free to share the summary with whomever you wish and for whatever purpose(s) you choose.
I am emailing to set a date/time/place for our pre-observation meeting. During this meeting, we’ll discuss the course you would like me to observe, set a date and time for the classroom observation, and discuss any areas where you would like specific feedback. (I have attached a “Goals for Peer Observation” form to help you think about specific items you might like to focus on; however, we are not limited to these areas.) Also, during this meeting, I will be happy to answer any questions you may have about the peer observation process.
[Name], I am generally available to meet on [list 2-3 days/times you can meet]. If any of these work for you, just let me know and we’ll get our meeting set. If not, please email me within a couple of days/times you are available, and we’ll go from there.
Again, I am very much looking forward to working with you and am looking forward to learning new content and teaching techniques!
All the Best,
[Name]

