
 

 
 

Observation of Learning, Teaching and 
Assessment 

 

Tutor Guide 2012-13 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Howard Browes 
 
Head of Learning Innovation and  
Student Progress  

Tracy Stuart 
 
Vice Principal – Quality Improvement 

Dipika Naik 
 
Head of External Standards 

Ben Gershaw 
 

Quality Officer - OLTA 

 
 
 
 
 

“Outstanding teaching and learning are characterised by highly 
skilled and enthusiastic teachers who use their extensive 
expertise to inspire a culture of learning and challenge. Very 
effective planning leads to brisk, lively and imaginative teaching 
that ensures that learners’ differing needs are met. Teachers’ 
expectations of their learners are high, checks on learning are 
frequent, questions are probing and work is appropriately 
challenging.   
Learners are fully involved in evaluating and reflecting on their 
own learning and they learn quickly and make good progress.  
Learners needing additional help are identified early and effective 
support is provided promptly.” 

Ofsted Chief Inspectors’ Report 2010-11 P261 
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Terms used in the Guide 
 
Observer The trained member of staff undertaking the observation. 

Practitioner The teacher, tutor or assessor being observed. 

Learner The learner, candidate or pupil present in the session 

Session  The period of time the learning is taking place. 

Formal Observation The observed session which counts as the practitioner’s observed 
grade for appraisal and performance management. 

Learning Walk A brief observation of 10 minutes on a specific theme; this does not 
count as the practitioner’s observed grade. 

Professional Practice Square (PP2) A peer review model which allows practitioners to share best practice 
and improve professional practice. 

CPD Continuing Professional Development, on-going events and training 
which allow practitioners to improve their professional practice 
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College Policy 
 
Please note: Policies related to the OTL process can be found on the College Information 
Portal, for example: 
 

 Observation of Teaching and Learning Policy 

 Learning and Assessment Policy 

 Attendance and Punctuality Policy 

 Tutorial Policy 

 Safeguarding Policy and Procedure 

 Skills for Life Policy 

 Positive Behaviour and Learner Disciplinary Procedures 

 Equality and Diversity Policy 
 
 
 
 

Note:  All teaching staff are expected to have knowledge of college policy and how it relates to professional practice.   
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Introduction 
Most tutors can remember good (and bad) teaching and learning they themselves had as learners, 
without being necessarily able to recall precisely what made one experience more enjoyable or 
educationally worthwhile than another! 

The purpose of the Observation of Teaching, Learning and 
Assessment (OTL) is to ensure high quality learning and 
assessment opportunities for our learners and to provide 
staff development opportunities by allowing the sharing of 
best practice in teaching, learning and assessment.  
Outcomes and feedback from the OTL process will be used 
as part of staff appraisal and overall curriculum performance 
management. 
 
Why have we changed the approach to OTL for 2012-13? 
There are a number of reasons we are making changes for the 2012-13 cycle. These include: 

 Commentary in the May 2012 Ofsted report that recommended we looked for a more rounded 
picture when assessing the quality of teaching, learning and assessment 

 Recognition in the sector that multiple methods need to be used to form judgements on the 
quality of teaching, learning and assessment 

 The changed focus of the 2012 Ofsted Common Inspection Framework (CIF) which focuses 
much more on learning and learner progress 

 
This is summarised in the 2012 Handbook for the Inspection of Further Education and Skills. 

http://www.ofsted.gov.uk/resources/handbook-for-inspection-of-further-education-and-skills-september-2012 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
The aim of this guide is to help you to prepare and make the best of most observation situations. 
The focus of the observation process is to assess the quality of teaching, learning and assessment. 
The Grade for the formal observed session will be the grade that counts as part of the College profile 
and the practitioner’s grade for appraisal purposes. We are introducing a further check to the 
consistency of observation grades this year, as observation activity will be moderated by a 
representative moderation panel. 
The changes to the 2012-13 OTL process are in line with the 2012 Ofsted CIF requirements. It must 
be stressed that whilst there is an Ofsted requirement for assessment of the quality of teaching, 
learning and assessment Leeds City College views our process as supportive and developmental, 
providing practitioners with the opportunity to reflect and improve their professional practice. 
 
 

In the best colleges 
observations of teaching and 
learning are used extensively 

and effectively to improve 
teachers’ skills and are a key 
part of the college’s quality 

assurance system. 
 

Ofsted Chief Inspectors’ Report 2010-11 

Although observations of teaching, training and assessment are key sources of this evidence, 
other methods of capturing learning and assessment on inspection are equally important. 
Therefore, the lead inspector will plan other activities such as: observations of assessments 
and progress reviews; discussions with groups of learners; scrutiny of how learning materials 
and assessment are promoted and communicated to learners through technology; live 
demonstrations by learners to discuss their work; case studies; shadowing assessors; 
evaluation of on-the-job training; and demonstrations of responsibilities and skills in the 
workplace and by learners. They will also plan opportunities to scrutinise the quality of 
learners’ work and how they participate in learning tasks. 

http://www.ofsted.gov.uk/resources/handbook-for-inspection-of-further-education-and-skills-september-2012
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1. The Process for 2012-13 
 
1.1 Staff in scope for Observation 
 All full-time and substantial part-time staff will be subject to a formal observation.  

In addition to this, a number of themed learning walks will take place throughout the 
observation cycle. Staff will also be provided with the opportunity to take part in the new peer 
review process, ‘learning squares’ which supports staff to reflect and further develop their 
professional practice. 

 
1.2 Provision in scope for Observation 

All further education provision including employer responsive/work-based learning 
programmes. The policy does not apply to higher education provision which is subject to 
separate procedures. 

 
1.3 Sessions in scope for Observation 

 theory or practical sessions 
 group or individual activities 
 tutorials (both one-to-one and group) 
 learning taking place in resource areas, ALZs or in the workplace 
 fieldwork and educational visits 

 
1.4 Observation Cycle 

The observation cycle will take place between college week 15 (5th November 2012) and 
week 43 (24th May 2013). 

 
1.5 Formal Observations (these are graded 1 – 4 in line with the Ofsted CIF) 

Formal Observations will be carried out by either an external specialist or member of the 
internal observation team. It is the grade from the formal observation which will count for the 
member of staff, Faculty and college profile.  

 
External specialists 
The college will employ a team of external specialists who will carry out a sample of formal 
lesson observations. These observers will be subject specialists. 
In 2012-13 the external specialists will also undertake paired observations with the internal 
observation team. This is to standardise the process and ensure consistency of grading 
across the college. 

 
The Internal observation team 
The internal observation team will be selected from Heads of Faculty. Additional observers will 
be added to the team where necessary. All observers will be trained in line with the new CIF.  
Observers will be moderated by the external specialists and observation grades will be 
moderated by a formal moderation panel. This panel will consist of the Observation team, 
representatives from Quality and Advanced Practitioners. 
The focus of the panel is to ensure consistency in the observation process across the College, 
to review emerging themes which the College needs to address and to identify emerging staff 
professional development needs. 

 
1.6 Learning Walks 

Learning Walks are a way of sharing good practice and supporting the development of 
teaching, learning and assessment. They allow practitioners and the College to measure the 
impact of Continuing Professional Development (CPD) and to further investigate specific 
themes the College wishes to look at as part of its quality improvement process. 
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The focus of Learning Walks is positive and developmental and is not part of a performance 
management system unless it has been agreed in advance. Please refer to Support Document 
6 

 
1.7 Professional Practice Squares (PP²) 

Professional Practice Squares often referred to as ‘Teaching Squares’ provide a form of peer 
observation. PP2s comprise 4 colleagues who visit taught sessions delivered by three fellow 
practitioners and reflect and share their observations of the experience. The PP² can be either 
‘in-faculty’ or ‘out of faculty’ depending on what theme or professional practice the square 
partners wish to observe. Please refer to Support Document 7 

 
 

 
1.8 Classrooms without Walls 

The Leeds City College ‘classroom without walls’ concept is where practitioners feel able and 
welcome other staff into their session to observe their professional practice. The additional 
professionals in the session are not there to take part in the session, but to observe and help 
the observed practitioner improve their professional practice or learn themselves from 
observing what takes place in the session. 
 

1.9 Re-observation 
In the College’s journey to become exceptional, improvement needs to be effected quickly to 
ensure that learning and teaching across the College is of the highest standard. To this end, it 
is proposed that a member of teaching staff who receives a grade 3 or 4 for an observation is 
allocated the support of an Advanced Practitioner who will provide intensive support around 
the areas identified for improvement and/or actions identified in the action plan.  
Re-observation will take place within 4 weeks from the date of the first support session unless 
the teacher, guided by the Advanced Practitioner, requests the observation to be carried out 
within a shorter period. The re-observation will be a full formal observation but will pay specific 
attention to the areas for improvement previously identified. If that re-observation produces 
another grade 3 or 4 then the teacher will continue to be supported to improve and will be re-
observed again within 4 weeks. If a third grade 3 or 4 is observed then HR performance 
capability procedures could be invoked following a comprehensive teaching and learning 
performance review. 

file:///E:/2012-13%20OTL%20Resources/Support%20Document%206%20-%20Learning%20Walks%20vers%202%200.docx
file:///E:/2012-13%20OTL%20Resources/Support%20Document%206%20-%20Learning%20Walks%20vers%202%200.docx
file:///E:/2012-13%20OTL%20Resources/Support%20Document%207%20-%20Professional%20Practice%20Squares.docx
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2. Formal Observations 

2.1 Briefing 

There are planned in-faculty briefing sessions prior to observation where policy, procedure 
and protocols are explained fully by an Advanced Practitioner.  The briefing session also 
provides an opportunity for questions and to discuss any other issues related to the lesson 
observation process. As an additional resource, an online briefing is available on the College 
intranet https://intranet.leedscitycollege.ac.uk/intranet/coursezone/front.jsp?deptcode=75&linkid=366 
 

2.2 Notice of Observations  

Observers will not give the practitioners advance notice of the lessons that they will observe, 
although they will know the week of a formal observation. In with the reduced Ofsted notice 
period, staff will be notified by email by 9am on the Thursday before the week of a formal 
observation. For staff who do not work full time, consideration will be given to ensure they 
receive the same notice period as full time staff wherever possible. 

Staff will be given 1 weeks’ notice of the themed learning walks and be notified of the focus of 
the learning walk activity.  Please refer to Support Document 6 

Observers may stay for the whole or part of a session. They will spend enough time in 
sessions to enable them to make valid and reliable judgements on standards, teaching, 
learning and assessment. Normally this will not be less than 30 minutes. Learning observed 
will be graded on the four point Ofsted scale. 

2.3 Formal Observation 

Formal observations will be undertaken in a way that minimises disruption to teaching and 
learning. 
 Observers will not take part in lessons. However, when suitable opportunities arise, 

observers may talk informally with learners or examine their work. The learning observed 
will be part of the College’s normal programme of work. 

 Observers will ask to see information about the cohort of learners and evidence of 
planning. Evidence should include: 

 Session register* 

 Scheme of work; this is a requirement even though a formal session plan is not 
required. 

 Evidence of planning for the specific session in line with the stated learning 
outcomes 

 Delivery resources; these can either be paper-based or electronic 

 Cohort profile from/on WebSTaR (where relevant for the cohort) 

 Evidence of learners’ progress on the course/programme/unit. This could include 
a portfolio, completed assessments, written work etc. If this is not available for 
the observed session, the observer may ask to see this prior to forming a 
judgement on the learning, assessment and learner progress 

 Evidence of personalised learning – reference to ILPs 
*If electronic registers are used, please print-off to evidence attendance patterns 

 No full session plan is required in any format, it is entirely up to the practitioner to decide 
how to show evidence of planning for the session, knowledge of learner starting points and 
how to demonstrate each learner is making progress in the session. 

 Learning Outcomes should be clear so that learners can tell the Observer what they are. 
These are not required in a specific format, but they should be ‘SMART’. 

 Observers will take written notes or complete documentation electronically during the 
session and provide feedback as soon as possible afterwards. Where practical, feedback 

https://intranet.leedscitycollege.ac.uk/intranet/coursezone/front.jsp?deptcode=75&linkid=366
file:///E:/2012-13%20OTL%20Resources/Support%20Document%206%20-%20Learning%20Walks%20vers%202%200.docx
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will take place at the end of the observation. Where this is not practical, informal feedback 
must take place with 24 hours of the observation. The formal written feedback will be 
provided within 5 working days of the observation. At this point an indicative grade will be 
provided for the session. This is however subject to moderation. In the event the grade is 
moderated, this will be discussed with the practitioner with clear reasons for the change. 

 Observations of very small groups or 1:1 sessions will take full account of potential 
sensitivities.  This will particularly apply to activities where the presence of an observer 
may have an adverse effect on the learner or inhibit the quality of the interactions.  

 Learning could be observed by Observers who are not ‘subject specialists’ in that 
particular area of learning.  

 Observers will respect boundaries of single sex groups and cultural differences when 
carrying out observations in certain community venues and certain classes. 

 

2.4 Protocols for Observing Teaching, Learning and Assessment 

Observers will: 
 evaluate objectively and be impartial 
 base observations and judgements on clear and rigorous evidence 
 report honestly and clearly, ensuring that judgements are fair and reliable 
 carry out the observation with integrity, treating practitioners with respect and 

sensitivity 
 try to minimise the stress on those involved in the observation (practitioner and 

learners) 
 maintain purposeful and productive dialogue with the practitioner being observed, 

and communicate judgements clearly and frankly 
 `take written notes or complete documentation electronically during the session and 

provide feedback as soon as possible afterwards.  
Please see the Observation Evidence Form 

 

2.5 Following the Formal Observation 

 Feedback 

Note: The policy states that practitioners will be given verbal feedback by the Observer 
privately as soon as possible after the observation. Written feedback will be given within five 
working days of the observation. 

 

Observer 

Following the observed session, both parties need to set aside time to meet and discuss how 
it went. Convenience may dictate a meeting straight away after the session, or it may be 
beneficial to take a day to reflect and allow time for (both observer and lecturer) to write up 
notes. If more than 24 hours elapses between the session and the feedback meeting, then the 
memories of both parties may begin to fade and valuable insights may be lost. The feedback 
meeting should ideally take place where there will be no distractions. 

 

Giving constructive feedback is essential and there is a difficult balance to be struck between 
‘mutual backslapping’ and criticism, which is destructive and demoralising. It is also important 
that feedback does not seem patronising.  The observer needs to think in advance about how 
critical they can be. It is often helpful to start the feedback by asking the practitioner to reflect 
on how they thought the session went. Start (and end) the feedback on a positive note. 

 

The observer should use questions to guide the discussion and support the practitioner to 
reflect on practice. e.g. “How did you feel your timing and pacing of the session went?” The 

file:///E:/2012-13%20OTL%20Resources/OBSERVATION%20EVIDENCE%20FORM%20FINAL%201.0.docx
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practitioner will probably be aware of those aspects that did not go well. Any aspects the 
observer felt did not go well could be posed as problems to solve, e.g. “How well did you think 
you handled the problem with mobile phones ringing?” 

 

Receiving feedback can be difficult. No one likes to be criticised, but some people respond to 
criticism better than others. Care is needed when giving negative feedback. 

 
Practitioner 
The Practitioner should listen to the feedback rather than immediately rejecting or arguing with 
it. Feedback can be uncomfortable to hear, but may be helpful to encourage reflection and 
extend self-awareness.  

 
The Practitioner needs to be clear about what is being said and should avoid jumping to 
conclusions or becoming immediately defensive. This can result in the Observer deciding to 
reduce the feedback and the practitioner may not be able reflect fully on what is being said 
and use it to improve professional practice. The practitioner should make sure they 
understand the feedback before they respond to it. A useful technique is to paraphrase or 
repeat the comments, to clarify understanding. 

 
The Practitioner should ask for the feedback they need but may have not been covered in the 
formal feedback. Full and accurate feedback is important, so this may need to be requested if 
it does not occur naturally 

 
Thank the Observer for providing the feedback.   

 
 Hallmarks of Good Feedback 
 

Bad Feedback Good Feedback Hallmarks of Good Feedback 

 Creates defensiveness 
and confrontation 

 Focuses on blame 

 Creates trust and co-
operation 

 Focuses on improvements 
possible or achieved 

 Create a ‘contract’ to 
discuss issues 

 Acknowledge other 
person’s feelings 

 Does not improve skills  Increases skill  Focuses on ‘skills’, not 
person 

 Paints specific picture of 
desired skill 

 Suggest practical steps 

 Undermines confidence 
and self-esteem 

 Improves confidence in 
ability and potential 

 Balances negatives and 
positives 

 Provide constructive 
actions 

 Leaves person guessing  Clarifies exactly where the 
person stands and what 
they could do next 

 Allow other person to 
assess own performance 

 Leaves person feeling 
‘judged’ 

 Leaves person feeling 
‘helped’ 

 Invite the other person to 
assess their own 
performance first 

 Offer support in the future. 
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3. Outstanding Learning, Teaching and Assessment 

Any web search will result in multiple results for outstanding teaching and learning. Below is just a 

summary which looks at various aspects of teaching, learning, assessment and professional skills. 

 

Outstanding lessons don't need to be perfect, and even with a comprehensive list like this, it can be 

difficult to gauge where the line is between good and outstanding. When in doubt, the test is whether 

there is a real relationship between learners and the teacher that produces a tangible air of 

enthusiasm, enjoyment and learning.     http://archive.leadermagazine.co.uk/article.php?id=623 

 

 All learners are challenged and make good progress, especially those at the ends of the ability 

range and those who lack confidence; some make exceptional progress; a lot of ground is 

covered in the lesson but stragglers are not left by the wayside. 

 Enthusiasm and enjoyment pervade the classroom. 

 The teaching is exciting and interesting (for example, through use of stimulating resources or 

other adults in the lesson); it may be inspired, although it doesn't have to be. 

 All the learners are involved in the lesson and all contribute in some form. 

 Teaching methods are very well matched to the content and to the learners - some may be 

original or innovative; for example, content closely linked to learners' experiences or to 

interesting practical situations. 

 The teacher checks progress throughout the lesson; assessment is regular and helpful. 

 Learners evaluate their own and others' progress accurately and constructively. 

 All learners know how to improve as a result of regular and constructive feedback; where 

appropriate this is linked to national criteria or examination requirements. 

 The teacher develops learners' basic and other cross-curricular skills, for example, English, 

Maths, generic learning skills personal, social and employability skills and reinforces 

Safeguarding (inc health and safety) especially presenting opportunities for learners to 

practice English and Maths skills during sessions. 

 Learners have easy access to, and make use of, additional resources which they use 

independently to support or enhance their learning. 

 Learners go out of their way to help each other; they provide mutual support. 

 The classroom is a lively and interesting place; it includes good displays of learners' work 

(representing all abilities), things which give a subject specific flavour to the room, and 

annotated examples of levelled work used to support learning.  

For further guidance please refer to Support Document 8, ‘the perfect session’ 

  

http://archive.leadermagazine.co.uk/article.php?id=623
file:///E:/2012-13%20OTL%20Resources/Support%20Document%208%20-%20the%20perfect%20session%20final%20version.docx


Vers Final 1.1 [3-11-12]   11 | P a g e  

Key themes 
The key themes emphasised across the new Common Inspection Framework in relation to Teaching, 
Learning and Assessment are: 
 

 high expectations; how does the session ‘scream’ high expectations and inspire, enthuse and 
engage learners? 

 a facilitated approach to learning; less practitioner talking and more focus on constructivist 
learning principles 

 inspiring and challenging all learners to succeed at and above their potential 
 accurate and timely target setting / monitoring (in-session and for the programme as a whole) 
 in-session individual learner progress 
 stretch and challenge of more able learners 
 improving English, Maths, functional and employability skills 
 embedding equality and diversity 
 an emphasis on learner skills for learning and Independent learning 
 the VLE being used to extend rather than support learning 
 in-session application of the principles of Assessment for Learning (AfL). 

 
The interrelated AfL strategies that should be part of everyday learning and teaching are: 

 sharing and talking about learning objectives, learning outcomes and success criteria with 

children; clarifying progression  

 recognising that learning is often demonstrated through oral and written language, and the 

academic language required to show understanding has to be explicit and part of the sharing 

of learning objectives and success criteria  

 observing and listening to gather intelligence  

 questioning and whole-class dialogue to check, probe and develop understanding  

 explaining and modelling to clarify progression in key concepts and skills, demonstrate 

thinking processes and exemplify quality  

 giving oral and written feedback to support the evaluation of progress, clarify standards and 

help identify next steps in learning  

 planning for group talk, peer assessment and self-assessment to help children develop as 

independent learners  

 planning specific activities that give teachers an insight into the progress children are making, 

the standard they have achieved and the obstacles to their progress.  

Assessment for Learning – Assessment Reform Group (1999)  
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Inspection quotations 2012 
The following quotations are all taken from the first three ‘new CIF’ inspection reports and they illustrate 
the application of the key CIF themes within inspection judgments  

          Table 1: Source: Collegenet Oct 2012 

Teaching Learning Assessment 
Too many learners receive uninspiring 

and unchallenging teaching…  
They do not consistently inspire or 

engage them all.  
However, some learners are not set 

sufficiently challenging or aspirational 

targets.  
Teachers do not develop learners’ 

independent learning skills sufficiently, 
with most of them moving at the same 

slow pace of learning.  
Too much teacher-led teaching results 

in learners listening to the teacher for 

long periods and making notes for too 
much of the lesson.  

Teachers do not routinely embed 
equality and diversity into the 

curriculum.  

Learning objectives are not sufficiently 
challenging and tasks are not always 

appropriate to reinforce learning or 
provide sufficient stretch to extend 

learners’ knowledge.  

The expected learning outcomes for 
lessons are not always clearly shared 

with learners or expressed using 
vocabulary they understand.  

Too much of the teaching is 
instruction that does not promote 

independent learning 

Learners tend to be helped too much 

because teachers provide answers and 
solutions rather than making learners 

think for themselves.  
A tendency towards passivity is often 

tolerated by teachers.  

Learners use the VLE because it is a 
repository for materials covered in 

lessons, which supports their study 
rather than advancing their learning 

substantially.  
Sometimes too little attention is paid 

to developing learners’ writing skills 

including their use of correct spelling, 
punctuation and grammar.  

Teachers do not always provide 
learners with the support they need to 

make detailed notes and other records 

of key learning points.  
In less successful lessons, teaching 

lacks pace and the learners do not 
accurately record what they have 

learned.  

In lessons not enough teachers use 
interactive whiteboards to support 

learning.  
Learners are beginning to use the 

materials on the VLE to work 
independently, but teachers make too 

few references in classes to the 

resources that are available online. 

Teachers do not assess how well 

learners are progressing during 
lessons effectively enough.  

Questions are often not sufficiently 
probing and are not targeted to 

provide challenge and extend learning, 

particularly for more able learners.  
Assessments are often too bland and 

undemanding and fail to capture 
learners’ interest.  

In most lessons, teachers do not use 
systematic and targeted questioning to 

test learners’ knowledge and 

understanding.  
Most tutors use a narrow range of 

assessment strategies, mainly 
consisting of question and answer 

techniques, to confirm and check 

learning.  
Few teachers consistently set learners 

short-term targets on what they need 
to do week by week to make better 

progress.  

In too many lessons, teachers offer 
guidance without checking learners’ 

understanding and use undirected 
questions that do not reinforce 

learning.  
Learners’ individual learning plans are 

highly detailed, but the targets are too 

general and not measurable. 

 
There were of course also positives within the first ‘new CIF’ inspection reports as indicated by the 
following quotation: 
 
 
 
“ 
 
The information in Table 1 (pg 13)shows a breakdown of the criteria for teaching, learning and 
assessment from the 2012 CIF. 
 

 

Where teaching and learning are most effective, learners are motivated, see real purpose and 
challenge in their activities and learn specialist and other skills quickly due to a combination of 
highly skilled teachers, exciting and stimulating learning environments and strong links with 
industry. Learners in these lessons are challenged to work independently, grow in confidence and 
produce high standards of work that are often a close match to professional requirements. 
Assessment practice is often highly effective because learners’ work brings together different 
aspects of their study in a relevant, coherent and interesting way”. 
            Collegenet 2012 
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Table 2: Observation of Teaching & Learning: Underpinning Grading Standards                                 (Revised Sept.2012 ) 

 

Performance 
Indicator 

Outstanding Good Requires Improvement Inadequate 

Grade 1 2 3 4 
Planning 
Scheme of Work 
Session Planning 

Excellent scheme includes course 
aims/objectives + sequenced teaching and 
learning activities, methods, resources, 
planned assessment. Evidence of highly 
detailed session planning e.g. timing, 
structure and method.  Excellent range of 
activities planned to meet individual 
learning style/needs. Planning identifies 
opportunities to promote E&D.  Excellent 
links to scheme of work 

Good scheme, which clearly records 
sequenced teaching and learning 
activities, methods, resources and 
planned assessment. Good, clear 
session planning structure - identifies 
resources, and activities linked to 
individual learning styles/needs & 
E&D. Clear contextual links to 
scheme 

Brief scheme lacking in some detail, 
but sufficient information to gauge 
planned outline of teaching and 
learning activities, resources and 
assessment. Session planning 
provides outline of teaching method 
and learner activity, but expected  
outcomes not specific.  Unclear links 
to scheme of work. 

Very brief or no scheme of work available. 
Little more than a list of topics. Sketchy 
session planning with minimum detail. 
Insufficient teaching and learning 
activities, no reference to individual 
learning needs and/or little relationship to 
scheme of work. Opportunities missed to 
identify and promote E&D and the safe 
learner. Expected learning outcomes not 
identified. 

Introduction, aims and 
objectives  

Comprehensive introduction - aims & 
objectives explained, shared and displayed. 
Learners demonstrate very clear 
understanding about learning purpose and 
the organisation and structure of lesson 

Good aims &  objectives shared with 
learners at beginning of session 
Learners clear about learning 
purpose and lesson activities 

Brief, general introduction but not 
well  linked to previous session.  
Learning aims/objectives basic but 
not sufficiently well explained to 
learners.  

Little if any introduction. No clear aims 
and objectives stated or shared with 
learner. Learners unsure, confused  or do 
not know what they will be doing in the 
lesson 

Learning Environment Professional learning environment, wholly 
relevant, fit for purpose, accessible and 
excellently and safely equipped 

Good accommodation, fit for 
purpose, very well-laid out and 
resourced, accessible and safely 
equipped 

Satisfactory, standard 
accommodation, fairly basic but safe. 
Does not hinder learning 
 

Inadequate for learning purposes and/or 
unsafe. May be noise, temperature, 
interruptions or insufficiently resourced or 
accessible. Hinders or prevents learning 

Pace and structure of 
learning 

Excellent pace very well matched to subject 
and learner level.  Activities very well-
structured and timed to maintain interest 
and stimulate learning for all learners. 
(buzz) 

Good pace which clearly matches 
subject + most learners’ needs and 
level. Most activities well-timed and 
structured 

Overall pace generally promotes 
appropriate learning and interest, but 
occasionally slow.  Activities 
generally matched to learner/subject 
level 

Activities lack pace/rigour and do not 
promote learning.  Learners lose interest 
and concentration at some points. Many 
learners not stretched or over-challenged 
or confused or struggling to understand 

Identification and 
support of individual 
learning needs 

Highly effective identification of individual 
learning needs through learning style 
analyses + initial and diagnostic 
assessment techniques. Excellent support 
provided through differentiated resources 
and activities – extension work, structured 
group/individual work and in-class 
customised support (as appropriate) 

Good identification of individual 
learning needs through learning style 
analyses + initial and diagnostic 
assessment techniques 
Good individual support through 
development and use of resources, 
activities and support in lesson 
(where appropriate) 

Some identification of individual 
learning needs through initial and 
diagnostic assessment techniques, 
may not be sufficiently rigorous. 
Some individual support evident 
through development and use of 
resources, activities and support in 
lesson  

Insufficient or no identification of individual 
learning needs. Insufficient or no support 
of individual learning needs in lesson – 
resources and activities insufficiently 
developed or amended to meet different 
learning needs or levels and/or insufficient  
support in-class even though clearly 
needed 

Functional 
Skills/Literacy/Oracy 
English and Maths 

Outstanding identification and promotion of 
L/N /0 evident in planning, strategies for 
support, and differentiated resources. All 
L/N/O course requirements are fully 
identified and vocationally related and the 
teacher takes full advantage of all 
opportunities to develop them. Learners are 
making excellent  progress and achieving 
all their outcomes 
 
 

Very effective identification and 
promotion of L/N/O in planning, 
strategies for support, and 
differentiated resources. L/N/O 
requirements have been mapped to 
course and the teacher uses 
vocationally relevant opportunities to 
develop skills. Learners are making 
good progress and achieving 
outcomes 

Satisfactory identification and 
promotion of L/N/O in planning, 
strategies for support, and 
differentiated resources. L/N/O 
course requirements identified. Some 
skills identified and developed but 
opportunities missed to fully relate 
these to vocational content. .The 
teaching of English, Maths and FS is 
satisfactory overall. 

Insufficient or inadequate identification or 
promotion of L/N/O in planning, strategies 
for support, and differentiated resources. 
There is little or no identification of L/N/O 
needed for the course and significant 
opportunities are missed to develop skills 
through lesson activities. Learners are 
making inadequate progress developing 
their L/N/O skills 

Learning 
Methods 

Excellent range/creative approaches  used 
to maximise learning and  involve learners; 
highly appropriate for subject, level and 
learner needs 

Good range of learning methods 
used to engage learners and 
promote learning; very appropriate 
for subject, level and group 

Limited range but teacher makes 
some effort to vary approach and 
involve learners 

Too didactic; Insufficient variety and 
involvement of learners who are passive 
& disengaged. Teacher makes little/no 
attempt to match teaching methods to 
subject or learner needs and has low 
expectations. 
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Performance 
Indicator 

Outstanding Good Requires Improvement Inadequate 

Grade 1 2 3 4 
Checks on 
learning/questioning  

Highly effective clearly focused 
differentiated questioning skills used to 
stretch and challenge and  check all 
learners knowledge/progress throughout 

Good use of differentiated questions 
used to stretch, challenge, enhance 
and check learning throughout 

Questions used to recapitulate, 
consolidate and confirm learning but 
some opportunities missed 
throughout lesson 

Ineffective, insufficient or no questioning 
of learners knowledge or progress. 
Opportunities missed  to involve all 
learners in activities 

Links in the learning  Previous knowledge and experience 
referred to throughout. Highly effective links 
made to reinforce/promote learning 
especially in relation to linking theory and 
practice in vocational areas  

Previous experience/ knowledge 
referred to & used to introduce new 
material in the lesson. Links between 
theory and practice  stressed 
throughout 

Some attempt made to link new 
material with previous knowledge or 
experience and to link theory and 
practice 

Little/no attempt made to link new material 
with previous knowledge and/or 
experience Previous learning not  
checked, or tested and insufficient 
reference to links between theory and 
practice 

Learning materials/ 
resources 

Excellent range + high quality creative 
materials clearly presented + very well-
used to promote learning 

Good range of materials and 
resources + effectively used to 
support session content and promote 
learning 

Satisfactory resources and learning 
materials. 

Insufficient or inadequate resources to 
support learning Activities and resources 
not sufficiently matched to learner needs. 

Technology Enhanced 
Learning 

Highly effective and creative use of learning 
technologies to enhance and extend 
learning 

Good and effective use of learning 
technologies to enhance and support 
learning 

Some use of learning technologies 
but opportunities missed  to 
support/enhance learning 

Little (or no) use of learning technologies 
which limits or adversely impacts on 
learning and progress 

Equality & Diversity 
 
 

All teaching, learning & assessment 
activities and resources actively promote 
equality & celebrate diversity through highly 
effective use of diverse examples. Teacher 
and learners model best practice in 
inclusive language, attitudes, activities & 
resources 

All activities and resources actively 
promote E&D through very effective 
use of diverse examples. Teacher 
and learners demonstrate mutual 
respect  through use of inclusive 
language, attitudes, activities and 
resources 

All activities and resources 
appropriately support E&D. Teacher 
& learners use appropriate language 
and terminology and demonstrate 
appropriate attitudes . The promotion 
of equality and  support for diversity 
is satisfactory. 

Little or no knowledge or awareness of 
equality & diversity Teacher/learners use 
inappropriate or offensive language, 
terminology and attitudes. 
Resources use stereotypical, inaccurate 
and/or  offensive examples. Insufficient 
promotion of E&D 

Teacher style and 
communication skills 

Passionate about subject. Outstanding oral 
presentation skills engage learners and 
promote sustained motivation and 
concentration. Positive verbal/NVC – strong 
voice, speech patterns, clear eye contact 
and enthusiastic manner and body 
language  

Animated delivery shows a good 
level of commitment and energy and 
holds learners interests.  Good 
presentation skills which promote 
motivation and concentration. Very 
effective verbal/NVC skills 

Moderate enthusiasm for subject. 
Delivery clear but may be lacking in 
‘sparkle’/imagination. Oral 
presentation skills are satisfactory. 
Teacher uses generally appropriate 
verbal and NVC skills 

Ineffective or unenthusiastic delivery 
which does not engage learners. Some 
verbal/NVC skills are ineffective or 
inappropriate – eye contact, voice, 
speech, manner, attitude, body 
movements etc  
Learners bored, disinterested or 
disengaged 

Teacher knowledge Extremely knowledgeable and up-to-date in 
subject area. Highly effective reference to 
vocational/professional examples (where 
appropriate) to interest learners and extend 
their awareness 
 

Very knowledgeable in subject area 
+  good use of relevant  
vocational/professional examples in 
the lesson 

Generally knowledgeable in subject 
area but some professional updating 
would improve interest/quality. 

Displays a confused, inaccurate or 
inadequate grasp of some aspects of 
subject area. Teacher lacks expertise and 
ability to promote learning. 

Management of 
learning 

Highly effective group/individual 
management. Very clear organisation, 
directions & timekeeping. Activities and 
responses demonstrate very high 
professional and vocational standards as 
well as high mutual teacher/learner  
value/respect  

Good management of group 
activities. Effective organisation & 
instructions + relationships in the 
lesson reflect good 
vocational/professional context.  
Clear  value and respect evident 

Satisfactory management of group. 
Instructions generally clear. 
Appropriate working relationship 
overall. No endemic inadequacies. 

Ineffective management of 
group/individual activities. Instructions not 
always clear, teacher can not impose 
his/herself, Inappropriate noise levels,  
learners not always listening or 
responding and/or some lack of respect or 
value evident 

Safeguarding Health & safety stressed throughout.  
Detailed & highly effective risk 
assessments completed  (as appropriate) 
The safe learner is paramount 

Good emphasis on health and safety 
including all risk assessments (as 
appropriate). All learners safe 
throughout 

Health & safety instructions, including 
risk assessments meet requirements 
and keep learners safe 

Ineffective/inadequate management of 
health & safety. Incomplete or no risk 
assessments completed for 
group/individual activities. Learners 
unsafe or at risk  
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Performance 
Indicator 

Outstanding Good Requires Improvement Inadequate 

Grade 1 2 3 4 
Review/recap/summary 
of learning 

Highly effective review of learning at 
intervals throughout lesson + very clear 
(and creative) summary linked to learning 
aims/objectives and to next lesson  

Good review/recap at points in the 
lesson + clear summary of learning 
progress at end of lesson with 
reference to next  

Some review of learning + brief 
summary at end of lesson and brief 
reference to next lesson 

Insufficient or no review of learning and/or 
insufficient or no summary at end of 
lesson + little or no reference  to next 
lesson 

Learner involvement 
and response: active 
learning 

All learners actively involved and engaged. 
Highly motivated/interested. Ask and 
answer questions well. Extremely high 
levels of co-operation and  peer interaction 
and support 

Good involvement and engagement 
of learners. Good level of interest 
and concentration. Clear examples of 
effective co-operation, interaction 
and peer working 

Satisfactory involvement and 
engagement of learners. Stay on task 
for majority of lesson. Answer 
questions, co-operate and work with 
peers when requested 

Insufficient or no involvement or 
engagement of learners.  Learners told 
what to do and when to do it. Relatively 
passive. Limited concentration and 
interest. Some learners bored and 
showing it 

Development of learner 
confidence and 
independence 

Learners are extremely confident and 
demonstrate outstanding development of 
knowledge & skills in the lesson. They 
manage and use their time extremely well 
and demonstrate excellent responsibility for 
their own learning 

Learners are confident and 
demonstrate good development of 
knowledge & skills in the lesson.  
They manage and use their time well 
and demonstrate some clear 
responsibility for their learning. 

Learners demonstrate some 
confidence and appropriate progress 
in the development of knowledge & 
skills in the lesson. Some evidence of 
learner initiative & responsibility but 
opportunities missed to develop 
these 

There is little evidence of learner 
confidence or the development of 
knowledge, skills and understanding in 
the lesson.  Significant opportunities are 
missed to develop initiative and 
responsibility for their own learning.  
Learners remain passive and dependent. 

Effectiveness of 
assessment 

Assessment is rigorous and highly 
organised. The outcomes are effectively 
used to plan further learning and training. 
Teachers make detailed comments on 
learners work so that they know how well 
they are doing and how they can improve 
and develop 

Assessment is very well organised. 
Outcomes are well used to plan 
further learning and training. 
Teachers make relevant comments 
on learners work so that they know 
how to improve 

Assessment is adequate. Outcomes 
are used to monitor progress and 
plan further learning and training. 
Written comments on learners work 
help them to understand what has 
gone wrong and what they need to 
do to improve 

Assessment is inadequate and is 
insufficient to monitor progress and plan 
further learning. Feedback is limited or 
insufficient and some learners do not 
know what they have to do to improve. 
Inadequate progress made by learners. 
Learning goals not reached. 

Attendance  Learners display commitment to learning 
through excellent record of attendance 
(90%+)   

Good attendance & record of 
attendance (85-90% - as 
appropriate) 

Satisfactory attendance and record of 
attendance overall (85% - as 
appropriate)  

Unsatisfactory attendance and/or 
declining pattern of attendance (less than 
80% - as appropriate)  

Punctuality All learners on time.  Teacher clearly sets 
very high expectations and learners 
respond very well. 

Most learners on time. Good 
management and challenge of 
lateness (as appropriate) 

Satisfactory  punctuality and 
appropriate management of lateness 

Unsatisfactory punctuality at start of 
lesson; lack of commitment + 
ineffective/no challenge to late arrivals 

Standard of learning Outstanding standards of work. All learners 
demonstrating excellent knowledge and 
skills which illustrate working above 
standard for level and stage of programme  

Good standards of work. Learners 
using good skills working at and 
beyond standard for level and stage 
of programme  

Satisfactory standard of work. 
Learners working appropriately for 
standard and stage of programme  

Unsatisfactory standard of work. Level of 
knowledge and skills demonstrated 
inappropriate for stage/level  of 
programme (Some) learners not likely to 
achieve qualification on basis of 
knowledge/skills displayed 
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OBSERVATION EVIDENCE FORM 2012-13 

 

Observer’s 
Name 

 Date and Time  Tutor’s name  

Campus  Room No.  Tutor’s status FT  PT  Agency 

Faculty  Curriculum Area  Course code (see 
register) and 
qualification type 

 

Type of 
Learners 

14-16,  16-18,  19+ 
 

Lesson type Class-based 

Tutorial 

Workshop/Practical 

Other 

 

Punctuality No. of learners late ____ 

Were issues addressed 
in line with the 

attendance policy Y   N    

Ethnicity mix 
 
 
 
 

Learners Present 
No of males 

 

No of females 

 

ALS Requirements 
 
 
 
 
 
 

Course Level E(1/2/3)    1    2    3    
4    5 

Number on Register  

SSA (1-15)  SSA 2
nd

 tier code  Observation Time 
(minutes) 

 

Context and focus: 
 
 
 
 

Additional information: 
Identify how the session helps learners develop personal, social and employability skills and reinforces Safeguarding (inc health and safety)and 
Equality and Diversity 

 
 
 
 

Factors impacting on teaching, learning and assessment: 
Detail any factors that relate to the learning environment.  

 
 

Learner Feedback: 
Detail how feedback obtained and learner views on learning 

 
 
 

Extent to which the session recognises individual learner starting points, monitors progress and extends 
learning for all learners: 
 
 
 
 

Overall evaluation: 
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Strengths/Positives Areas for Action 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Technology Enhanced Learning Is technology used effectively to promote and support learning, where appropriate?  

 

 

English, Maths and Functional Skills Do learners receive help to develop English and maths to support the attainment of their main learning goals? 

 

 
 

Learning skills (critical thinking, creative thinking, communicating, and collaborating) 

Grade The grade reflects the overall quality of the lesson taking into account the quality of teaching, the extent of learning and learners` attainment. 

Grade1 – Outstanding; Grade 2 – Good; Grade 3 – Requires improvement; Grade 4 - Inadequate Grade: 

Examples of good practice and recommendations for dissemination of good practice 
 
 

Recommendations for Improvement which will have a significant impact on learning 

Actions Who by Impact on learning To be achieved by 

1    

2    

3    

4    

Staff training is regularly available for teachers through the staff CPD programme of activities, for example: Equality and Diversity, Technology Enhanced Learning, Every Learner Matters, Skills for Life, Safeguarding, 
Meeting Individual Needs and Target Setting etc. 

Tutor feedback on the observation. Email your comments and feedback to the Quality Officer - OLTA (ben.gershaw@leedscitycollege.ac.uk). Please state in the email header the Observer, date and time. 

Copies of the Observation Form should be completed and passed to: 
 Tutor 
 Head of Faculty  
 Quality Officer - OLTA 

 

mailto:ben.gershaw@leedscitycollege.ac.uk


Vers Final 1.1 [3-11-12]   18 | P a g e  

1:1 Tutorial - Page 2 of the Observation Form 

Strengths/Positives Areas for Action 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Summary of tutorial focus:  
 

 

English, Maths and Functional Skills Do learners receive help to develop English and maths to support the attainment of their main learning goals? 

 

 
 

Learner ownership, autonomy and contribution to monitoring their progress: 

Grade The grade reflects the overall quality of the lesson taking into account the quality of teaching, the extent of learning and learners` attainment. 

Grade1 – Outstanding; Grade 2 – Good; Grade 3 – Requires improvement; Grade 4 - Inadequate Grade: 

Examples of good practice and recommendations for dissemination of good practice 
 

Recommendations for Improvement which will have a significant impact on learning 

Actions Who by Impact on learning To be achieved by 

1    

2    

3    

4    

Staff training is regularly available for teachers through the staff CPD programme of activities, for example: Equality and Diversity, Technology Enhanced Learning, Every Learner Matters, Skills for Life, Safeguarding, 
Meeting Individual Needs and Target Setting etc. 

Tutor feedback on the observation. Email your comments and feedback to the Quality Officer - OLTA (ben.gershaw@leedscitycollege.ac.uk). Please state in the email header the Observer, date and time. 

Copies of the Observation Form should be completed and passed to: 
 Tutor 
 Head of Faculty  
 Quality Officer - OLTA 

Support Documents and Additional Resources 

mailto:ben.gershaw@leedscitycollege.ac.uk
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1. Example Session Plan 1 
2. Example Session Plan 2 
3. Example Scheme of Work 
4. Observation Tutor Questions 
5. Observation Learner Questions 
6. Learning Walks 
7. Professional Practice Squares 
8. The Perfect Session 
9. Guidance on the Observation of Technology Enhanced Learning 
10. Guidance on the Observation of English and Maths 
11. Guidance on the Observation of Health and Safety and Safeguarding 
12. Guidance on the Observation of Equality and Diversity 
13. Bloom’s Taxonomy Teacher Planning Kit 
14. Revised Bloom for 21st Century Learning Skills 
15. Guidance on the Observation of one-to-one tutorials 
 

Leeds City College Vision for Learning 

http://lccfestivaloflearning2012.wordpress.com/ 

LSIS Excellence Gateway 

http://www.excellencegateway.org.uk/4 

Information and digital technologies for education and research 

http://www.jisc.ac.uk/ 

http://lccfestivaloflearning2012.wordpress.com/
http://www.excellencegateway.org.uk/4
http://www.jisc.ac.uk/

