Observation of Teaching and Learning Record Form                                      
	GENERAL INFORMATION 

	NAME OF OBSERVER
	

	NAME OF TUTOR


	

	NAME OF COURSE


	
	ACCREDITED?  YES   NO

(circle the applicable answer)

	DATE AND TIME OF SESSION


	
	SESSION NUMBER:  SESSION …… 

OF ……… 

	LOCATION


	

	TIME OF OBSERVATION


	

	LENGTH OF OBSERVATION


	

	number of starters 
	number withdrawn
	number present at session
	ATTENDANCE RATE (ie actual attendances as a percentage of possible attendances)



	
	
	
	


BRIEF DESCRIPTION OF CLASS/GROUP

What the subject/topic is and what the lesson outcomes / objectives are. How many sessions have preceded the observation? Number of sessions in total for the course? Profile of learners – age, gender, ethnicity, disability

	Planning for Teaching and Learning

	The Observer could expect to see:

	Scheme of Work indicates how sessions relate to eachother

Session Plans (showing learning objectives, teacher and learner activities, assessment methods, resources, differentiation) 

Up to date course register

Individual Learning Plans (with appropriate SMART objectives) – with evidence of these being updated 

Record of the outcome of initial assessment to show learner’s starting point


	Mid and end course reviews (if appropriate)

Assessment outcomes – learner progress

Evidence of differentiation

Evidence of how equality, diversity and inclusion are promoted

Evidence that the Health and Safety of learners is monitored by tutor



	COMMENTARY




	Delivery of Teaching and Learning

	The Observer could expect to see:

	Tutor relates learning activities to objectives that have been agreed with learners

Appropriate variety of teaching methods used to meet individual learning needs and styles

Tutor encourages learners to participate in their learning (eg learners ask questions, learn from eachother)

Learners work productively and make effective use of their time
	Learners demonstrate a degree of independence appropriate to the level of work

Activities meet the needs and interests of learners

Activities promote equality, diversity and inclusion and encourage mutual respect within the group

Tutor understands their role in safeguarding children and vulnerable adults

Session starts and ends on time and any lateness is challenged sensitively

	COMMENTARY




	Resources

	The Observer could expect to see:

	Suitable and up to date resources are available and used

Resources are used to best effect to promote learning

Resources used are suitable for use by the particular group of learners 
	Learning resources and accommodation allow all learners to participate fully

ILT is used as appropriate to enhance the quality of teaching and learning

	COMMENTARY




	Assessment and Monitoring of Learner Progress

	The Observer could expect to see:

	Appropriate initial assessment has taken place and the outcomes recorded for each learner (this to include an assessment of preferred learning styles)

Challenging and appropriate learning objectives are agreed with each learner

Individual Learning Plan in place for each learner (this should show the outcome of initial assessment, have SMART targets and be reviewed regularly)

Appropriate assessment activities are planned and managed

Outcomes of assessment activities are recorded
	Learners are encouraged to self reflect and peer assess

Learners’ progress and achievement is monitored and recorded

Learners are encouraged to keep a record of their progress (eg ILP, learner diary)

Learner’s progress is monitored and reported

	COMMENTARY




	Guidance and Support for Learners

	The Observer could expect to see:

	Evidence that learners understand the objectives for the course

Ground rules have been agreed with learners

Learners have regular, appropriate feedback from tutor and these discussions are used to update Individual 

Learning Plans

Individual learning needs are accurately diagnosed and learners receive appropriate additional support throughout their course


	Advice and guidance is effective in guiding learners towards further learning opportunities/advice and guidance

All learners are given the opportunity to evaluate the course and provide feedback on the learning experience and this information is used to make improvements in the course to be made where necessary

Tutor understands their responsibility with regard to Safeguarding Children and Vulnerable Adults



	COMMENTARY




OBSERVATION OF TEACHING AND LEARNING GRADES  

Grade 1

OUTSTANDING

Grade 2

GOOD

Grade 3

SATISFACTORY

Grade 4

IINADEQUATE

GRADING CRITERIA 

Grade 1 – Outstanding:  All relevant criteria on the Lesson Observation Record Form will have been fully met, and the lesson will have been conducted with flair, energy and imagination.  All learners will have experienced a positive and outstanding learning experience - they will have all advanced their knowledge, understanding or skills to a high level.

Grade 2 – Good to obtain a grade 2, the teaching and learning will have been very effective and all relevant criteria on the Lesson Observation Record Form will have been met, though one or two may not have been met as completely as they could have been.  The learning experience will have been effective for nearly all the learners - they will have advanced their knowledge, understanding or skills substantially.

Grade 3 – Satisfactory:  to obtain a grade 3, a tutor will have carried out effectively most of what was needed to promote learning; all relevant criteria on the Lesson Observation Record Form will have been met, though several may not have been met as completely as they could have been. The vast majority of learners will have had a positive learning experience and they will have advanced their knowledge, understanding or skills appropriately.

Grade 4 – Inadequate:  to obtain a grade 4, a significant proportion of learners will not have progressed well enough because teaching is ineffective. Little interaction between tutor and learners. Inappropriate and/or Insufficient checks on learning. Lack of awareness of health and safety considerations. Poor management of time. Session lacks variety and pace. 
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SUMMARY EVALUATION AND FEEDBACK

	Key strengths 
	Key areas for improvement

	
	

	Summary evaluation

	


	GRADE AWARDED
	GRADE 1
	GRADE 2
	GRADE 3
	GRADE 4


	Tutor Comments

	

	Signed:  
	Name of Tutor:    

	Feedback date:
	Form given to tutor on:

	Copy of form to be sent to ACL Quality Officer, Wandsworth Council, Education Department, Professional Centre, Franciscan Road, Tooting London SW17 8HE.
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TUTOR TRAINING AND DEVELOPMENT PLAN
This form can be used to record staff development and training needs identified by the tutor and the observer following observation of teaching and learning.

	Training and Development needs 


	Suggested action 
	Person to arrange
	By when 
	Monitoring/Action completed/Date

	
	
	
	
	


	Signed by Tutor
	

	Signed by Tutor’s Line Manager
	

	Date:
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