
























Adult and Community Learning
guidelines and procedures for the 

observation of Teaching and Learning 

REVISED SEPTEMBER 2009

GUIDELINES

Introduction

The guidelines reflect the need to have a robust system to monitor effectiveness of teaching and learning across the Authority.

Aim of Lesson Observation

The aim of lesson observation is to improve teaching and learning. Additionally the process provides benchmarking information on quality within providers and within Areas of Learning. The process is based on adequate notice being given to tutors, prompt feedback to tutors within a culture of openness that supports, mentors and provides training opportunities for tutors.

The purpose of OTLs is:

· To monitor the quality of teaching and learning

· Develop and support tutors within the learning environment.

· To engage quality improvement of teaching and learning.

Purpose of the Guidelines

The purpose of the guidelines is to promote consistency in the observation of teaching and learning and openness about the process.

Observation

The ACL Quality Officer will be responsible for ensuring that an appropriate number of observations are carried out by the ACL team  and by  providers and that all Subject Learning Areas during the year. The emphasis of observations will be on:  

· Identifying the extent to which learning is taking place and how effective teaching is in enabling learning

· Identifying good practice so that it can be shared among colleagues and across  organisations
· Encouraging self evaluation by tutors
· Providing support and guidance for tutors and access to development where required
Observations will be graded to provide evidence for quality assurance including the Self-Assessment Report following the grading scale used by OFSTED. As a result of the observation the observer will complete the Lesson Observation Record Form detailing the strengths, areas for development and agreed actions. All sessions observed must be graded using the 4 point evaluation scale as identified in the revised Common Inspection Framework

Feedback to Tutors
Where possible tutors should receive verbal feedback on the observation at the end of the session or, where this is impractical, within 24 hours. A copy of the Lesson Observation Record Form should be provided to the tutor within 5 days of the observation

Ongoing support
Providers are responsible for putting in place appropriate professional development that meets the needs of their tutors. In order to support the continuous development of our tutors the relevant Curriculum Steering Group or Quality Steering Group will identify where support needs for tutors can most efficiently be met by training organised on a borough–wide basis.

.

Lesson Observer Competence

Staff conducting lesson observations must be competent. We expect observations to be carried out by staff with a nationally recognised teaching qualification and who are technically competent in the relevant curriculum area.  In subject areas involving activities where there is a health and safety risk, such as sport and fitness, observers should also have specific expertise so that they can make effective judgements about the safety of teaching.  In community and voluntary sector organisations where observers may not yet have staff who meet these critera, observations should only be carried out by staff who have undertaken lesson observation training organised and certificated by Wandsworth Lifelong Learning. For observations  where there are no or insufficient observers with a specialist sport qualification and background the LEA will broker this process with Southfields Commuity College but organisations will need to agree their own protocol  with Southfields. 

Review and update of procedures
The post-holder responsible for the development and review of the guidelines and procedure outlined below is the ACL Quality Officer.

procedure for the observation OF TEACHING AND LEARNING 

All tutors will be placed on a two year observation schedule.  However, certain circumstances may require tutors to be observed out of sequence, for example:

· New Tutors to the College will be observed within 6 months in line with the LBM probationary period.  

· Sharing of good practice

· Poor retention during a course

· Health and safety issues

· Complaints from learners

· Poor achievement of learners

· Concerns regarding equality

General

· At least two weeks’ notice should be given to tutors indicating the week within which the observation will take place

· Identification of the session that will be observed is not required at this stage

· Notes of the observation should be kept confidential between the tutor, observer and ACL manager/s. 

· The  observation of a group of learners should last at least 45 minutes. Observation of one to one sessions should be of shorter duration to reduce any stress caused to the learner– but should normally last at least 20 minutes. 

· If it is not possible to observe the whole lesson, the observation should include its start or finish times.

Before the observation
The observer should:

· ensure the tutor has a copy of the Lesson Observation Guidelines which include the grading criteria  

· obtain and evaluate 

for activities lasting longer than 4 hours, the lesson plans for the session prior to  the observed session, one for the session to be observed and the scheme of work . Ask the tutor to bring their Tutor’s file to the session so that you can look at other documentation such as Individual Learning Plans and progress monitoring. 

for one off activities and courses lasting less than 4 hours – the lesson plan

· Make sure that the learning outcomes on the Course Outline are SMART as this will form the basis for assessment on every course using the RARPA system. You will know targets are SMART if you can answer Yes to each of these questions.

1. SPECIFIC –Do the outcomes say exactly what it is that learners will achieve?

2. MEASURABLE – Can it be shown that the outcomes have been achieve by the learners?

3. ACHIEVABLE- Are the outcomes pitched at the right level for the prior experience/knowledge of learners? Is there differentiation 

4. REALISTIC – Can tutors deliver these outcomes?

5. TIMED – Can the outcomes be achieved by the end date of  the course? 

· agree with the tutor which lesson will be observed and when feedback will be given 

· ask the tutor to alert learners to your presence and to reassure them that you are observing the tutor; make it clear that you will not be participating in the lesson. For one to one sessions that take place in learners’ homes, the learner must give his/her consent to the presence of an observer and thought should be given to where the observer will sit during the observation.

· reassure  the tutor that the observation will be as unobtrusive as possible but that it may be necessary for you to speak to learners and see their work; ask the tutor at what point in the lesson this would be most appropriate

· clarify with the tutor anything on the lesson plans or scheme of work that is unclear

· gather any relevant information about learners, including identification of those with particular needs

During the observation


The observer should:

· constantly be asking the question, “Are learners learning effectively?”

· observe and note the tutor’s actions using the prompt questions on the form 

· observe learners’ behaviour and make notes using the prompt questions on the form 

· talk to learners about what and whether they are learning and their views of previous sessions 

· look at learners’ work 

· examine teaching and learning resources that are used

· record accurately observations made throughout the session that provide evidence against the key criteria 

· check the number of learners on the register and attendance levels and pattern
· ask to see the tutor’s file 
GRADING 

Grade 1 – Outstanding:  

Grade 2 – Good 
Grade 3 – Satisfactory

Grade 4 – Inadequate

Please see the Observation of Teaching and Learning Record Form for further details on grading.

After the observation

The observer should:

· make judgements of strengths and areas for improvement  based on the written observations made during the session in all sections of the  Lesson Observation Record Form 

· provide the tutor with immediate, constructive and sensitive feedback - in a private setting

· give feedback that is detailed with specific examples from the observation to support  judgements

· give the tutor the opportunity to comment on the lesson and clarify any aspects

· discuss with the tutor areas for development and agree how these will be pursued. The tutor’s line manager will need to draw up an  Action Plan with the tutor that identifies how strengths will be shared with other tutors and/or how areas for development will be addressed. Managers should make it clear to observers who in the organisation will need to agree the Action Plan and how it will be monitored

· establish grades for the observation and tell the tutor this – usually this is done at the  end of the feedback

· give the tutor (and his/her manager) a copy of the Lesson Observation Record Form ideally immediately after the lesson but, if this is not practicable, not more than 5 days later

· if appropriate contact the ACL Manager for advice on on-going support for the tutor to address areas for development.

If a tutor is unhappy with the feedback he/she should record this on Lesson Observation Record Form and his/her concerns be discussed with the observer or where this is not appropriate with a manager within the organisation. 
Action Planning and Monitoring progress  

· Line manager identifies, discusses and agrees Action Points with tutor. Tutors should be fully involved in this process and feel comfortable making their own suggestions as to how they can improve their performance. Action points  should be specific and address the weaknesses identified.  Agree and set milestones and completion dates for how, when and by whom each action point will be addressed. 

· Agree dates and name the person responsible for monitoring and reviewing  the Action Plan with the tutor on a regular basis.  

MODERATION OF OBSERVATIONS OF TEACHING AND LEARNING

Purpose

Moderation of the Observation of Teaching and Learning process will take place termly  with the purpose of:

· Ensuring a consistency in grades awarded

· Ensuring  consistency in the quality of observation reports produced

· Identifying areas for continuous professional development activities

Reports to be Moderated

Moderation Panels shall review:

· All sessions awarded Grade 1

· All sessions awarded Grade 4

· 20% of all sessions awarded grade 2/3

The  Curriculum Leadership Groups for the following  areas shall form the moderation panel:

SSA6:    Information and Communication Technology

SSA8:    Leisure, Travel and Tourism

SSA9:    Arts, Media and Publishing

SSA12:  Languages, Literature and Culture

SSA14:  Preparation for Life and Work (Skills for Life)

Observations undertaken in other SSAs will be moderated by a moderation panel of the Quality Steering  Group which will meet termly.
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