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1. Context

1.1. Purpose of the protocol

· Provide and ensure consistency, validity and rigour of the observation of teaching, learning and assessment within the Service

· Develop a common approach for observers and tutors.

1.2. Aims: observation of teaching, learning and assessment
· Direct observation of teaching, learning and assessment will give the Service evidence of the impact it has on the quality of learners’ outcomes and personal development
· Raise the standards of teaching, learning and assessment
· Monitor that effective learning takes place

· Recognise and share good practice






· Identify staff development and support needs




· Underpin a rigorous self-assessment process




· Encourage and promote constructive professional dialogue

· Develop a culture of continuous improvement.
	We aim to put the learner at the centre of the process.

The purpose of the observation of teaching, learning and assessment is to ensure, promote and enhance the quality of the learning experience for all learners.


1.3. Quality

The chief purpose of self-assessment is quality improvement and for our service to measure its progress against our mission statement:
‘Our purpose is to improve work prospects and the wellbeing of people and their communities’.
Learner experience and classroom practice provide key self-assessment evidence. The Common Inspection Framework and the Further Education and Skills Inspection Handbook (NB these are being reviewed and will be replaced by Ofsted in August 2019) focus on quality improvement with the grade for overall effectiveness determined by: 

	Outcomes for Learners
	Quality of Teaching Learning and Assessment
	Personal Development, Behaviour and Welfare
	Effectiveness of Leadership and Management


[image: image4.wmf]Each individual observation fits into a larger quality framework. The evidence and judgements from each observation provide feedback and actions for each tutor as well as building up an evidence profile for an area of learning and our Adult Learning Service as a whole (see the diagram below). This profile is recorded in the annual self-assessment report (SAR) which is submitted to the Skills Funding Agency (SFA). Inspectors make judgements about the accuracy and rigour of the SAR when provision is inspected. 
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2. Scope & remit
2.1. Types of observation

For 2018-19 observations will be graded as per the Ofsted grading scale.  They will focus on key strengths, key areas for development and the methods of developing these areas.  Individual tutors will be given a grade for their lesson.  There will still be a collective grade for each area of learning and grading standards used will be from the current Common Inspection Framework (CIF) introduced by Ofsted for use from September 2015.  Grades and grade descriptors are:

	Grade 1
	Outstanding

	Grade 2
	Good

	Grade 3
	Requires Improvement

	Grade 4
	Inadequate


Further information on the standards underpinning each of these grades may be found in section 4.2, pages 16-17.
There will be full observations (lasting at least 45 minutes) and some instances of ungraded observations, such as:

· [image: image6.jpg]


Peer observations
· Mentored observations
· Themed observations

· Drop-in visits (first/last 15 minutes of lesson)

· Walkthroughs.
Full observations may be:

· Individual observations
· Paired observations

· Themed observations 

· Follow-up re-observations.
2.2. Outcomes of observation

Following each observation, observers will discuss with each individual tutor the overall impact of the lesson, the key strengths and key areas for development.  The focus of the observer’s feedback will be to emphasise good/outstanding aspects of teaching, learning and assessment and any aspects that are not yet good.
Tutors observed teaching a session with significant key strengths may be asked to allow their colleagues to peer observe their lessons or examples of their practice – such as planning, managing learning, embedding English and maths or using ICT effectively.  These might be shared across an area of learning or across the Community Learning and Skills team as a whole.
Strategies for sharing good and outstanding practice might include:
· Tutor team meetings

· Staff development activities e.g. ICT drop in sessions
· Showcasing course files/developing case study examples

· Shared resources (R:/drive or tutor portal at www.bwdlearning.org )
Observers will share specific actions for development with individual tutors.  These will be recorded in the OTLA Evidence Form and, after moderation, become part of a Continuing Professional Development Action Plan and Review.   Progress on actions will be reviewed by the tutor and their line manager in their 1:1 meetings with a follow up in the next observation.  If the overall impact of a lesson shows significant areas for development, (ie - aspects of teaching, learning or assessment are not yet good), there will be a developmental, ungraded observation as part of the support for tutors.  Such observations will start within two weeks as part of an ongoing package of support.
If, after moderation, the overall impact of a lesson shows aspects of teaching, learning or assessment are inadequate, the observer will complete a detailed action plan with the tutor. This will include detailed actions for development, mentoring and training as required and a further observation within two weeks.
2.3. [image: image7.wmf]Frequency of observation 
We aim to give a full observation to every tutor in – at least - their main teaching area based on their highest number of teaching hours per Subject Sector Area.  Some tutors will have more than one full observation during the academic year. 
New staff will be observed (drop-in or full) when they teach their first course.  The Service reserves the right to observe all tutors and to vary the pattern and timing of observations.  
3. Process

3.1. Observers
All observers will attend regular meetings to plan and monitor internal OTLAs and to update knowledge of current Ofsted policy and practice. Observers will undertake training in observation skills and feedback skills to enable them to accurately assess the standards of teaching, learning and assessment in any lesson they observe.  This training will include:

· Awareness and application of CIF grading standards

· Skills required to conduct effective observations

· Conditions required for effective feedback

· Effectiveness of written feedback

· Effectiveness of verbal feedback

· Agreeing and setting clear actions for development.
To ensure the standardisation of the OTLA process all observers will follow and complete the procedure listed in the OTLA form ‘Checklist and Responsibilities’ on the Council’s shared drive at:

R:\Life Long Learning\OTLA Documentation 2016_17
Or the tutor portal at www.bwdlearning.org
3.2. Before an observation

The amount of notice given to a tutor will depend on the type of observation being planned and undertaken.  For a full observation, every effort will be made to give tutors up to 2 days’ notice that they are going to be observed. Casual tutors will receive written notification to their email address held by the MIS team.  This amount of notice to individual tutors is not always possible (eg for drop-ins, walkthroughs and when observations are planned as part of a targeted ‘OTLA week’).  Tutors should be prepared for short and no-notice observations.  Tutors should tell learners that without any notice, one or more observers may enter the classroom and that these may be members of the Service observation team (internal) or they may be Ofsted inspectors (external).  Observers will arrange with each tutor an appropriate time and place for feedback relating to the observation.

Observers will expect tutors to:
· Ensure that the Tutor Course File is available and that the observer has a copy of the scheme of work and lesson plan (and any other relevant documentation to support the observation). Records which should be made available include:

· [image: image8.jpg]


Background information sheet
· Course information sheet
· Group/individual profile

· register/record of attendance

· scheme of work

· lesson plan/previous lesson plans

· records of learner progress/portfolios
· individual learning plans

· Provide a place for them to sit in the lesson which is as unobtrusive as possible but allows them to see what is happening clearly.
3.3. During the observation

To undertake a successful observation, the observer will:

· Stay for a minimum time of 45 minutes to ensure that they have gathered sufficient and valid evidence to support their judgements. This is usually a consecutive period of time. Some observers, however, might choose to vary this, by observing, for example, both the beginning and end of the lesson. (NB – walkthroughs will be shorter).  The time spent in the lesson is not the most important factor; the effective use of this time is.
· Minimise their impact on the lesson by being as unobtrusive as possible. NB: Observers are not just observing a lesson; they are observing a lesson with an observer present. This immediately changes the atmosphere and dynamic of the learning. (However, most tutors and learners quickly settle down within a few minutes of an observer’s arrival).
· Not take part in lesson activities.
· Review the lesson documentation to assess the quality and appropriateness of the lesson content i.e. does the lesson fit well into the scheme of work, have activities and resources been developed and/or amended to meet different leaner needs etc?

· Look at the register to check patterns of attendance and punctuality.
· Focus primarily on the quality of the learning taking place and the progress made by learners in the lesson.  NB. just because something has been taught does not mean that it has been learnt.
· Speak to learners and ask them their views of their learning/progress in the lesson/on the course.  Ask the tutor to leave the room when you do this and refer to the sample questions on the Evidence Form (and below). 

· Thank the tutor & learners when you leave and confirm the time/date of the feedback with the tutor.
	Sample questions to ask learners are listed on the OTLA evidence form – others could include:
· How well have you been able to follow the content of the lesson?

· Does this lesson link to previous work you have done?

· What health and safety instructions have you been given?

· What do you do if you don’t understand any part of the lesson?

· What access do you have to IT resources to support your development?

· How does the tutor check that you understand the content of the lesson?
· Have you had any work marked so far?  Was the feedback useful and did it tell you what you need to do to improve?

· Do you feel that you are learning and making good progress?


3.4. After the observation: Feedback & actions for development

To be effective, the feedback meeting should be held as soon as possible but no later than one week following the observed session. The feedback meeting will normally last no more than half an hour. The purpose of a feedback session is:

· To support colleagues in their professional practice

· To provide constructive feedback on the observed lesson

· To engage in a professional dialogue and share teaching and learning strategies 

· To identify what worked well and why and what worked less well and why 

· To agree actions which will maintain or improve the standards of teaching, learning and assessment.
During the feedback session:

· The observer will go through their evidence and judgements recorded on the observation Evidence Form

· The tutor needs to be prepared to discuss what happened in the session – try not to be defensive

· The tutor needs to be prepared to discuss strategies for development and quality improvement

· The tutor will be asked to agree actions to maintain or improve the standards of teaching, learning and assessment.

	Remember, the value of an observation is in the feedback and the value 
of the feedback is in the actions for development which result from it.
If nothing changes as a result of an observation, then an opportunity

has been missed to identify good practice, discuss and address issues 
and raise teaching, learning and assessment standards across the service.



3.5. Observation of Teaching, Learning and Assessment

Tutor Evaluation
After the feedback session, all tutors are asked to complete an ‘Observation of Teaching, Learning and Assessment Process – Tutor Evaluation Form’ and return to: the Service Lead – Adult Learning and Employment Support (manager).

Feedback will be used to continually improve the observation of teaching and learning process. 
	1. What do you feel will be the impact of the observation on your teaching, learning and assessment practice?

	


	2.  Are there any further comments that you would like to make which could improve the observation of teaching, learning and assessment process?

	


3.6. Appeals Procedure

It is hoped that the clear evidence guidelines and the transparency of the observation of teaching, learning and assessment process will eliminate situations which necessitate an appeals procedure. After full observations tutors will receive both verbal and written feedback. If the tutor disagrees with any points made by the observer or with any aspect of the observation process, the tutor and observer should try to resolve the differences through discussion. If this does not resolve the situation, then the tutor should appeal initially, to their line manager. 
3.7.
 Moderation of Observation Evidence and Judgements
The Service will undertake standardisation and moderation activities to ensure the rigour, consistency and validity of observation evidence and judgements.  This might include:

· paired observations (within the Service and/or with observers from outside the Service)
· observer training sessions

· planning/observer team meetings

· formal sampling of evidence forms.
Moderators will scrutinise the evidence recorded on observation forms against the following criteria:

· Are all the data sections complete?

· Is there a good practice section?

· Is the evidence sufficient to support the judgements? 

· Is there sufficient evidence about learning progress? 

· Are examples used to support judgements?

· Is the evidence consistent or are there any contradictions? 

· Does the ‘narrative’ match the key strengths and areas for development?

· Is there a summary? Does this start with a clear judgment on the lesson?

· Are clear actions to maintain or improve the quality of teaching, learning and assessment recorded?

Evidence Forms are peer moderated to ensure sampling is across observers and Subject Sector Areas.  Moderation of evidence confirms or amends the judgements originally given.  This examination of observation evidence is a key part of the Service’s quality improvement strategy and will inform a collective grade for each area of learning.
4. Part 2: Information for observers & tutors
4.1. Teaching, Learning and Assessment Standards
Teaching Standards

i. Preparation

· Is there a clearly structured scheme/programme of work, appropriate for the learning needs of the group and the demands of the subject?
· Does the scheme/programme of work content develop the whole person – ie the personal, social and employability skills of the learner (personal development, behaviour and welfare), as well as specific subject skills?
· Does it meet organisational requirements? 
· Are student records - assessment, ILPs etc - available where appropriate?

· Is the lesson clearly planned and a logical part of the overall programme?

ii. During the lesson

· Is the register available and up to date?

· Is punctuality noted/challenged?

· Are aims and objectives of the lesson made clear to learners?

· Is the tutor up to date/knowledgeable in subject area?

· Are most effective teaching/learning methods used?  

· Is the session effectively introduced and summarised?

· Is previous learning referred to? Are links in the learning drawn out?

· Are maths and English skills identified and promoted within the lesson where appropriate?

· Are health and safety practices adhered to and reinforced?

· Is the tutor interesting?  Is the tutor passionate about the subject?  

· Are clear directions given? Are these reinforced by written guidance where needed?

· Is subject content at the right level for individuals/group?

· Does pace and structure of lesson promote learning? 

· Are frequent and appropriate checks made on learning? Is learning reviewed, re-capped and consolidated?

· Is assessment effective? Does feedback enable learners to know how well they are doing and what they have to do to improve?

· Is ICT used to promote and support learning where appropriate?

iii. Inclusive teaching and learning strategies 
· Are teaching and reference materials free from stereotypical images, language and bias?

· Are equal opportunities and anti-discriminatory practices modelled by the tutor?
· Are there appropriate references to Prevent in documents eg: SOW, LP and displayed on posters in venues?
· Are all learners valued, encouraged to contribute and involved in the lesson?

· Are different ability levels planned for and managed in lesson?

· Do learners receive appropriate support in the lesson?

· Is the learning environment suitable and safely equipped?

· Is the tutor aware they have a duty to be aware of the importance of the wellbeing of all members of the public, and particularly those considered vulnerable by society?
· Are learners safe and do they feel safe (including, if applicable, when working online?).
Learning Standards

· Are learners suitably challenged by the lesson content? Does it hold their interest and attention?

· Is attendance good?

· Is there a productive atmosphere?  Do learners feel able to question and comment?

· Are learners actively involved in the lesson? Are their responses appropriate?

· Are learners being prepared for the next stage of their education, employment and training?

· Where appropriate can learners explain accurately and confidently how to keep themselves healthy?

· Do learners work well on their own? Do they manage tasks/time well?

· Do they co-operate with each other and the teacher?

· Do learners show a level of independence, perseverance and initiative appropriate to work at this level?

· Can they apply their knowledge/skills appropriately?

· Have all learners reached an appropriate standard for the level and stage reached in the learning programme?
Assessment Standards

· Do learners understand assessment? Does feedback improve learning?

· Does the standard of work match individual learning goals?

· Have all learners achieved the stated objectives of the lesson?

· Are assessment outcomes used to plan further learning?

· Do tutors make effective comments on learners work so that they know how well they are doing and what they have to do to improve?

4.2. Common Inspection Framework (CIF) grading standards
Making judgments

The following characteristics illustrate judgments about the quality of teaching, learning and assessment from the Handbook for the inspection of Further education and skills (pages 44-45) - updated 1 March 2019.  Please note that the grade characteristics are for guidance only and should not be used as a literal checklist.
	Outstanding (1)

· Learners are curious, interested and keen to learn. They seek out and use new information to develop, consolidate and deepen their knowledge, understanding and skills. They thrive in learning sessions and, where appropriate, use their experiences in the workplace to further develop their knowledge, skills and understanding. 

· Learners are eager to know how they can improve their work and develop their knowledge, understanding and skills. They capitalise on opportunities to use feedback to improve. Staff check learners’ understanding systematically and effectively, offering clearly directed and timely support that has a notable impact on improving learning. 

· Staff are determined that learners achieve well. They have excellent subject knowledge and motivate and engage learners who enjoy the work they complete. Staff have consistently high expectations of all learners’ attitudes to learning and learners are set challenging targets to achieve. 

· Staff plan learning sessions and assessments very effectively so that all learners undertake demanding work that helps them to realise their potential. Staff identify and support any learner who is falling behind and enable almost all to catch up.

· Staff gather a useful range of accurate assessment information and use this to give learners incisive feedback about what they can do to improve their knowledge, understanding and skills. Learners are committed to taking these next steps and their work shows that almost all are making substantial and sustained progress.

· Staff set work that consolidates learning, deepens understanding and develops skills, and prepares learners very well for their next steps.

· Where appropriate, parents and/or employers are provided with clear and timely information that details the extent of learners’ progress in relation to the standards expected and what they need to do to improve.

· Staff are quick to challenge stereotypes and the use of derogatory language, including at work. Resources and teaching strategies reflect and value the diversity of learners’ experiences and provide learners with a comprehensive understanding of people and communities beyond their immediate experience.

· Staff promote, where appropriate, English, mathematics, ICT and employability skills exceptionally well and ensure that learners are well-equipped with the necessary skills to progress to their next steps.



	Good (2)
· Most learners enjoy their learning across the provision. Teaching challenges them and enables them to develop, consolidate and deepen their knowledge, understanding and skills well.

· Most learners want to know how to improve their learning and act on feedback to help them to improve. Staff listen to, carefully observe and skilfully question learners during learning sessions. They reshape tasks and explanations and provide feedback to tackle misconceptions and build on learners’ strengths. This has a positive impact on learning.

· Staff give learners feedback that details what they need to do to improve; many learners act on this to make improvements. This consolidates and deepens learners’ knowledge, understanding and skills and prepares them very well for their future.

· Staff assess learners’ knowledge and understanding frequently to ensure that they are making at least the expected progress throughout their time with the provider, including the time spent at work or on work experience. Staff use this information well to plan activities in which learners undertake demanding work that helps them to make strong progress. They identify and support effectively those learners who start to fall behind.

· Staff set work that builds on previous learning, extends learners’ knowledge and understanding and develops their skills to ensure that they are prepared for their future. 

· Where appropriate, parents and/or employers are informed about learners’ progress in relation to the standards expected.

· Staff challenge stereotypes and the use of derogatory language, including at work. Staff promote equality of opportunity and diversity in teaching and learning. 

· Staff develop, where appropriate, learners’ English, mathematics, ICT and employability skills to prepare them for their future progression.

	Requires Improvement (3)
· Teaching, learning and assessment are not yet good.

	Inadequate (4)
The judgement on the quality of teaching, learning and assessment is likely to be inadequate where one or more of the following applies. 

· Teaching and/or assessment is poorly planned. 

· Weak assessment practice means that teaching fails to meet learners’ needs.

· Learners or particular groups of learners are making inadequate progress because teaching does not develop their knowledge, understanding and skills sufficiently.

· Learners are not developing English, mathematics, ICT or employability skills adequately to equip them for their future progression. 

· Staff do not promote equality of opportunity or understanding of diversity effectively and this disadvantages individuals or groups of learners. 

· As a result of weak teaching, learning and assessment over time, learners or groups of learners make insufficient progress and are unsuccessful in attaining their learning goals and progressing to their planned next steps.

· Staff lack expertise and the ability to promote learning and learners do not see its relevance to their everyday lives and planned next steps.


4.3. Managing effective feedback
Feedback helps us to become more aware of what we are doing and how others view it. To be helpful, it needs to be given in a direct and supportive way. All comments should be constructive and should be supported by clear evidence examples. Feedback following a lesson observation should enable tutors to acknowledge their strengths and focus on any areas which require development.

Feedback should be given as soon as possible after the observation, in a situation of privacy and with no interruptions. Both parties should be aware of the time available for the feedback in advance of the meeting.

At the beginning of the feedback it is helpful to restate the purpose and structure of the meeting and, where necessary, to check or clarify any points from the lesson. (This is often a good way to immediately involve the tutor in the conversation. Remember, monologues have not got a good success rate in changing practice!).
It is important to highlight when the feedback is beginning. There is more than one way to structure the feedback. The observer should focus on how effective the lesson was in enabling learning to take place. At the end of the feedback, the observer should re-cap the main points and check that the tutor has heard and understood the key messages.

For feedback to be successful, the tutor needs to own and agree the key findings. For this to happen there should be a professional dialogue. Remember, you are not inspectors; your role is to work with your colleagues to support them to improve the quality of the learning experience for every learner in the organisation. To do this you need to take them with you. This does not mean fudging the evidence in any way, but it does mean that you need to think about how you are going to present your findings.
                                           [image: image1.jpg]



4.4. Key points in giving feedback

Ensure that the language you use reflects the judgements made in the lesson, ie don’t start the feedback with: “That was a really good lesson,” when you know that there are significant areas for development.
Focus on the behaviour, not the person: e.g. “The late start of the session sets a bad example to the learners” not “You’re always late, don’t you possess an alarm clock?”
Focus on what you’ve seen or heard, not on what you guess are the reasons for it, eg:

“The lesson plan did not record any learning objectives or outcomes so there was no way of 

gauging learner progress or attainment”, not “I know you don’t like paperwork or see the point of it but you can’t just keep ignoring it.”
Be specific rather than generalising.  If you find yourself wanting to say:

“You always….’’ or “You never….” check:

a)   Do I have examples to discuss?

b)   Have I really never see her or him do this – or anything! – right?

Share ideas and information rather than giving prescriptive advice: e.g. “I wondered if …”; “I thought …,” “I felt …” (not “You ought …”) The exception to this is when you observe anything which is unsafe or unprofessional or which in any way undermines the personal or academic good of the student/s. The response in these circumstances is always, “You must/must not…”.
Focus on the key messages – strengths and areas for development – and give the amount of information or comment that the individual can take in at one time.  If you say everything in minute detail, you may overload the tutor so that he or she remembers nothing.

Use examples/models of good practice which are available in the curriculum area or in the service.
Use questions and prompts to encourage reflection and discussion.
Listen closely to the responses from the tutor: this is a professional dialogue; you need to hear and acknowledge the tutor’s viewpoint and perspective. This can often lead to really effective professional sharing.  However, you also need to use your professional judgement to gauge and respond to what the tutor has to say, ie there is usually some defensiveness displayed when you are pointing out areas for development and you will need to respond to and manage this appropriately. Review/recap key points. Ensure that feedback leads to agreed areas for development.
4.5. Giving difficult feedback
It can be tempting to avoid giving difficult messages but ultimately, if you do not provide this feedback who will? It is your responsibility as an observer to judge the lesson fairly and objectively, supporting your judgements with clear examples of practice.

If difficult messages have to be shared you should:
· Focus on the impact on the learning

· Be direct and avoid any ambiguities
· Do not be apologetic about what you have to say

· Use examples to support your findings
· Listen to what the tutor has to say and acknowledge their viewpoint (even if you do not agree with it)
· Keep calm; if challenged, reiterate the key issues and the evidence underpinning them

· Try to find solutions – identify achievable targets.
4.6. Checking Feedback

Feedback should be checked to ensure that it has been received and understood. You can do this by:

· Summarising the feedback at intervals and as you finish

· Actively encouraging comment and questions
· Checking whether the tutor has heard the positive feedback as well as the developmental feedback, and whether or not they accept and can own it

· Ensuring that the written evidence form is an accurate record of the strengths and areas for development shared and discussed in the feedback session.
4.7. Agreeing Action

When you have shared the evidence you need to agree subsequent action to improve performance.  If the feedback stops at this point, there is no guarantee that any change of behaviour, performance, knowledge or skill will result.  

· Be realistic: don’t set a target which you know will not be achieved
· Set smart targets – don’t waffle or fudge: remember this is about raising standards.  Be direct but supportive.
· Be aware of current staff development training opportunities available 

· Link targets to appraisal (where appropriate)

· Use examples and models of good practice to support agreed actions where appropriate
· Ensure that the tutor receives the ‘Observation of Teaching, Learning and Assessment Process: Tutor Evaluation Form’ and sends this back to the appropriate manager

· Observer completes the observation Evidence Form (EF) and ensures that the tutor and line manager receives a copy of this after moderation.
4.8. Receiving Feedback
Tutors need to:

· Listen carefully – take time to think so that you can formulate your responses

· Ask for examples: remember that all observation judgements must be evidence based

· Try not to be immediately defensive, if you are, you might not hear what is actually being said: this is not a judgement on your overall professional practice and competence, the discussion is about one observed session
· Check what is actually being said: if need be ask for it to be repeated and don’t be afraid to ask for clarification

· Use the observation and the feedback as a development opportunity: remember that constructive, focused feedback is one of the surest and fastest ways of improving professional practice.
4.9. Feedback Summary
Timing: it is helpful to give feedback as soon as possible after the observation while it is fresh in both your minds.   BUT if the tutor is agitated or upset, hold it until they can hear it clearly.  Always give them the opportunity to discuss your feedback.
Being direct: it can be difficult sometimes to share the areas for development with a colleague.  It is confusing, though, if you drop hints or generalisations, or leave with a general encouragement to ‘do better’ without describing precisely what they might have to do to be better.
Congruence: Ensure that language and description used match the observation judgements.  (Your written and verbal evidence should match).
Give feedback about things the person can do something about: eg: “I wondered if it would help to give yourself time to arrive before the session and get ready calmly, so you help set a controlled atmosphere …”, (not “Don’t be such a worrier!”).
You might need help, support or encouragement yourself.   If you are uncomfortable in advance with giving the feedback, ask to be shadowed in the session by a colleague.  Don’t be afraid to seek support yourself.
And finally, remember that none of this is personal; it is about providing the best quality teaching and learning experience for every learner in your organisation.
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5. Part 3: Guidance for observers

5.1. Guidance for Observing Equality & Diversity 

When observing lessons, observers need to remember that discrimination can be based on age, class, disability, ethnicity, gender, religious beliefs, race and sexual orientation. When assessing the quality of the learning experience, therefore, for every learner in the group, the observer should consider the following:


Good Practice Checklist:                                                                         

· The tutor uses language which is appropriate and non-discriminatory

· The tutor manages discussion/comments from other learners to ensure learner language is appropriate and non-discriminatory

· The tutor presents material in a way which is sensitive to issues of equality and diversity with the appropriate embedding of British values
· All resources are produced with consideration to positively represent the wide and diverse range of learners accessing provision

· Resources are adapted where appropriate to meet the specific needs of individual learners; eg large print, on coloured paper, using symbols et cetera
· Teaching styles are varied and reflect and meet the needs of the individual learners within the group
· All assessment is fair and does not discriminate against any learner

· Learners are enabled to evaluate the course and tutor in an open – and where appropriate –  anonymous way

(See also the teaching, learning and assessment standards on pages 14-15)

5.2. Guidance for Observing Direct Learning Support

When observing direct learning support, the observer might find it helpful to consider the following:                                                                           

Learning Support Worker (LSW)

· Does the LSW have a copy of the lesson plan?

· Has the LSW received copies of any resources to be used in advance of the lesson?

· Is the role of the LSW clearly identified on the lesson plan?
· Is the LSW punctual?

· Does s/he have appropriate learning support records to record activities and progress?

· Is the LSW using language at an appropriate level for the learner/s?

· Has the LSW prepared or modified any learning aids/resources to support the learner/s to achieve their learning objectives?

· Is any assistive technology requested, in place, appropriate and working?

· Is s/he a specialist in the vocational area?

· Is there effective interaction between the LSW and the tutor?

· Is the LSW well-used in the lesson or does s/he look under-used at any stage?
· Is the LSW responsive to the needs of the learner/s without doing their work for them?

· Does the LSW divide his/her time well between learners needing support?

· Does the LSW demonstrate respect and value for each individual?

· Are equal opportunities and anti-discriminatory practices modelled by the tutor and LSW?

· Does the LSW use appropriate strategies to sustain the learner/s interest?

· Does the LSW involve the learner in the identification and recording of their progress?

· Are records relating to the learner receiving direct learning support stored in a way which is sensitive to confidentiality and data protection?
Learner/s

· Are learners suitably challenged by the lesson? Does it hold their interest and attention?

· Do they feel able to question and comment when working with the LSW? 

· Do they take an active part in the lesson or do they look isolated? 

· When they contribute to the lesson are their responses appropriate?

· What learning progress does each learner make as a result of the support they receive? 

· What is the standard of work in their files/portfolios?

· How are they progressing through their assignments?

· Is there evidence that LSWs have been able to support learners to address actions for improvement following assignment feedback?

· Are learners making sufficient progress to achieve their learning goal/qualification or to reach their individual targets?
Please note that direct learning support does not include care or voluntary support. However, the teacher is responsible for the effective deployment and management of all support in lessons.

5.3. Guidance for Observing Embedded maths and English
Questions to ask about the maths and English needs of the learners:
· What maths and English skills are needed for the course?

· What maths and English needs assessment has there been?

· What strategies are in place for supporting individuals with maths and English needs?

· Has support been accepted or rejected by any individuals?

Evidence indicators in sessions where maths and English needs are being met and where support is effective:
· The tutor knows the individual maths and English needs of the learners and this is evident in the scheme of work, lesson plan and any resources designed to support learning activities

· Referencing in the scheme and lesson plan reflects the level of main course/level of learner

· There is evidence through learners’ work of commenting on spelling, grammatical punctuation and calculation mistakes etc

· The language used in the teaching is appropriate for the level of the learners and matches that referenced in the core curriculum/functional skills standards
· Activities and resources are differentiated to meet individual learners maths and English needs 

· All learners are happy and able to communicate.  When this is not the case, the tutor is aware of what is not working and why

· The tutor takes advantage of all opportunities to develop skills
· Maths & English support is structured and integrated into course planning and delivery.
What indicators might there be for observers that individuals have maths and English needs?

· Avoidance techniques

· Are learners making excuses? (“I haven’t got my glasses with me again today”).
· Are any learners unusually quiet, reserved or unusually brash (to draw attention away from the issue)?
· Do any learners always volunteer others to avoid having to undertake a task themselves?

· Are any learners regularly avoiding activities (e.g. taking regular comfort breaks?)

· Learners not progressing/achieving outcomes

· The work produced indicates some needs?  (eg spelling, difficulty with simple numerical tasks, regularly misunderstanding written tasks or missing sections out etc)

· The time taken to produce work/complete tasks is comparatively long for some learners?

Issues to discuss/questions to ask when you identify that maths and English needs are not being met:
· Does the tutor have relevant information on learners’ identified English and Maths needs/level?

· Does the tutor understand which English and maths skills are involved in their sessions and the impact on learning that this can have if needs are not supported/met in some way?

· Does the tutor understand the need to record any maths and English needs identified?  

· Is it that the tutor has not identified the need, or that they are unaware of strategies for supporting learners with maths and English needs (both within their own teaching practice and through additional support)?

· Has the tutor been given any guidance/support to embed maths and English within their subject?

5.4.  Guidance for Observing Learners with Learning Difficulties and/or Disabilities

The same teaching, learning and assessment standards apply when observing provision for learners with learning difficulties and/or disabilities as for any other learner, (see Section 4.1, pages 14-15). 

Some aspects of teaching, learning and assessment however, might need particular emphasis or application for learners who are working to individual targets and might require specialist support to enable them to achieve their learning goals.  You might consider, therefore:
Planning

· Does planning relate to baseline assessment, ILPs and individual learning targets?  Are all records available?

· Is there a clearly structured scheme/programme of work, appropriate for individual learning needs? Are support/specialist staff clearly deployed?

· Does planning provide evidence of multi-disciplinary approaches to meet individual needs?

During the session

· Are individual learning targets shared with learners and relevant support workers?
· Is the teacher up to date/knowledgeable in the subject area and aware of the impact of disability on learning?

· Is communication, literacy, numeracy and language support accurately identified and effectively addressed within lesson activities?

· Are activities appropriate? Do staff have realistic expectations of learners?

· Are multi-sensory approaches used to support learners?

· Are health and safety practices adhered to and reinforced? Are risk assessments in place?

· Are an appropriate range of specialist/resources used effectively to promote individual learning?

· Are clear directions given? Are these reinforced by written/signed/symbol guidance where appropriate?

· Are learning support staff effectively managed and deployed within the lesson?

· Do staff use appropriate behaviour strategies effectively, skillfully and consistently?

· Are all learners treated with dignity and respect?

Learning Standards

· Are learners appropriately challenged by the session content? (With reference to assessment and targets) 

· Are learners actively involved in the lesson? Are their responses appropriate? Do they co-operate with each other and with staff?

· Where appropriate, do learners work well on their own? Do they manage tasks/time well?

· Are they encouraged to understand alternatives and make choices?

· Have all learners achieved identified individual objectives/targets? Have they maintained/developed skills, increased knowledge, improved confidence etc?

· Do learners show a level of independence, perseverance and initiative appropriate to level of work and/or their individual learning targets?

· Are learners working at an appropriate pace for their identified level of ability?

Assessment Standards
· Do learners understand assessment and are they aware of the progress they are making? 
· Do standards of work show progress from initial assessment and match individual learning goals?

· Are small steps of learning noted, shared, recorded and celebrated? Is progress rigorously monitored and are learners aware of their progress?

· Are learners entered appropriately for external awards? Is the standard of work appropriate to achieve the award?

5.4. Guidance for Effective Completion of Observation Evidence Forms

You need to be aware of some key elements when completing the OTLA evidence form:                                                                                       
· Ensure that all the data sections of the form are completed as this information will be used in data analysis of the observation system.
· Complete the Aim/s of the programme/context of the lesson section on your observation EF as soon as you start the observation. For example, ‘A ten-week module on health and safety, this is week six on safe manual handling.’ This enables anyone moderating the lesson to have some clear insight into the lesson purpose.
· Use the OTLA Teaching, Learning & Assessment Standards checklist (pages 14-15) as an aide-memoire during the observation; this will ensure that you have considered teaching, learning and assessment
· Record examples of strengths and areas for development. For example, if planning is a strength say why, or if different learning needs are not met state what the impact of this is

· Check that you are not recording norms as strengths. Use the Common Inspection Framework grading standards to help with this (pages 16-17)
· There is a good practice section on the observation Evidence Form, make a note of anything here which could be used to raise standards across a team/area of learning (NB this should not be used to identify a strength in the lesson but is for a broader purpose to raise standards across the Service)
· Ensure that the language you use is objective, professional and evidence based; observations are not personal in any way
· You must talk to learners during the lesson and look at their work – and this should be a key part of your evidence – then include your judgements and the feedback on the Evidence Form
· Ensure that your strengths and areas for development match the key issues in your narrative

· There is a summary section on your observation Evidence Form, ensure that this starts with the overall judgement, ie “i.e. “This lesson is good because” or “This lesson is not yet good because…” and then summarise your overall evidence in two or three sentences

· If actions for development are recorded on your observation Evidence Form, then ensure that these are clear, realistic and achievable and consider how these will be monitored to ensure that real improvement has occurred as a result of the observation and feedback.
(It may be helpful to write the story of the lesson and then summarise

your judgements in the last 10 or 15 minutes of the lesson).
	Remember that teaching, learning and assessment observations are not based on opinion but are judgements which are based on clearly identified and recorded evidence.  A well-written evidence form should provide a clear evidence trail which leads logically and consistently to the overall judgement.
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